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I. Master Data

BudgetPrep uses some of the same master data elements as SAP:  Fund, Funds Center, Commitment Item, Fiscal Year, etc.  

Fund – represents the lowest level source of funding (usually an appropriation) on which availability control can be set.  Commonwealth Funds (Example: General Fund, Lottery Fund, etc.) are mapped to the Fund using a Fund Type (001, 002, etc.).  A fund is 10-digit number.

Sending Fund - (only relevant in the Distributions connection) represents the source fund for distributions. Receiving funds and sending funds must match for appropriated distributions, augmented revenues, federal distributions and state distributions.  The one exception is direct charges (see page 56) where you can use a different receiving fund with a 1000 type.  A sending fund is a 10-digit number.

Funds Centers - represents the organizational areas of responsibility for budgetary monitoring and reporting.  Funds Centers are in a standard hierarchy and roll up to a business area (BA).  Each input form uses a unique funds center.  A funds center is a 10-digit number.

Sending Funds Center – (only relevant in the Distributions connection) represents the source funds center for distributions.  A sending funds center is a 10-digit number.

Commitment Items – represent budget and fund accounting classifications of general ledger accounts and cost elements in the Funds Management module of SAP.  Commitment items reflect revenues received and commitments and expenditures made and are in a standard hierarchy.  Some BudgetPrep input forms focus on a single CI such as Complement Adjustments – Wage (CI6121000).  Other input forms permit data entry in multiple commitment items.  A commitment item is a 7-digit number.

Budget Type– the components of various funding sources and status of the funding sources that determine the total funds available for each commonwealth appropriation or executive authorization.  
  
9999	Default type – where BudgetPrep puts calculated amounts.  Users must “distribute” amounts shown in the 9999 columns based on how the costs are funded/paid.  

1000	Appropriations/Executive Authorizations – An ESN (expenditure symbol notification) is issued and signed by the Governor.  The 1000 subtype also includes ledger 5’s (funds that start with a 5).

2000	Estimated Augmentations – Revenues collected from an “outside” source to supplement an appropriation or executive authorization.  Examples include interagency billings or fees which are credited to a specific appropriation.  The 2000 budget type also includes ledger 4’s and 6’s (funds that start with a 4 or 6).

3000	Federal Transfers – Costs transferred via a 92-commitment item to a federal fund.

4000	Non-Federal Transfers – Costs transferred via a 92-commitment item to a state fund.

Fiscal Year - Agencies will only have access to the applicable fiscal year.  The fiscal year is a four-digit number.  


II. Budget and Rebudget Versions

Budget (Rebudget) Versions represent different budget options.  Each Budget Version is a complete budget.

Agencies use Budget Version 010. Budget Version 040 is the official agency submission to the Governor’s Budget Office (GBO). Version 010 is copied into version 040 by the agency.  See page 67 for copy instructions.

Version 100 is the primary GBO budget recommended version.  Version 040 is copied into version 100 by GBO. See page 67 for copy instructions. 

Agencies use Rebudget Version 205. Rebudget Version 300 is the official submission to GBO.  Version 205 is copied into version 300 by the agency.  See page 67 for copy instructions.

Version 310 is GBO’s Rebudget recommendation version.  Version 300 is copied into version 310 by GBO.  See page 67 for copy instructions.


III. Decision Packages

A Decision Package identifies a new program, a change to an existing program or a short-term project or activity for internal or external reporting.

The Decision Package types are cost to carry (CTC), program revision requests (PRR) and initiatives (INIT).

Individual Decision Packages are used for budget planning purposes only and are not seen in SAP for budget execution; however, the amounts for approved Decision Packages are combined into the total budget and posted in SAP.

The CTC decision package number is 0000000001 (that’s 9 zeroes followed by the number 1).  

To create a PRR or INIT decision package, contact your GBO analyst who will work with IES to have these created.  IES will ultimately create the Decision Package and provide a unique identifier, but this will be communicated back to you via your GBO analyst.










IV. Logging on to BudgetPrep

Helpful Hint:  Before you begin entry into BudgetPrep, review the Budget or Rebudget instructions.  Also, for Budget preparation, review the Program Policy Guidelines (PPG’s). 


Open SAP Analysis for Microsoft Office. Once opened, select the File heading. 
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Then select Analysis, Open Workbook and Open a workbook from the SAP Business Warehouse Platform.
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When the Open Document screen appears, click the + button listed next to the COPA folder and double click on Business Warehouse Reports.
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Then select the Role tab.
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Click the + button listed next to Budget Preparation and a list of folders will appear. All Input Forms are located under the Input Form folder while all the output reports are available under the Reports folder.
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To open a form/report, double click on it.

If accessing an input form, the name will populate in the ribbon at the top of the page. Click on that name to access the parameters of that specific report.
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Helpful Hint:  Once you have one report opened, to open another report at the same time, it is advisable to open a whole new excel session.  This will prevent PC lockup and will also alleviate losing all data if for some reason one session times out. To do this, simply hold down the ALT button on the keyboard and select the windows icon at the bottom corner of your screen.  While keeping the ALT button held down, scroll down with your mouse until you find Excel and then select it.  
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Keep holding in the ALT button until the Microsoft Excel box pops up on the screen with the message “Do you want to start a new instance of Excel?”  Click yes.  A new Excel session will open, and the process can be repeated to open another report.
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V. BudgetPrep Toolbars 

In addition to the Excel and Analysis ribbons that exist in BudgetPrep, there are also BudgetPrep specific toolbars.  There are three specific ribbons depending on the input report that is chosen.

1. Complement Ribbon Buttons:
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The Complement button provides the various sheets to enter complement information.  The specific sheets are referenced later in the materials.
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2. Commitment Item Planning (CI Planning Input Forms) Ribbon Buttons:
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The CI Planning Input Forms button provides the various sheets to enter non-wage and non-salary spend along with augmentations. The specific sheets are referenced later in the materials.

3. Distributions Ribbon Buttons:  
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The Distributions button provides the various input forms to enter distribution information.  
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The Distributions button opens the Distributions input form and provides the various functionality for use within the Distributions input form.

The Transfer Distributions button opens the Transfer Distributions input form.

The Display Calc and Check button opens the Display Calc and Check input form.  When you click on the Calc and Check button and the built in validations are not passed, this form will display where and why the validations failed.  
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The Refresh button provides a set context box to enter the parameters to populate the Distributions input form. 

The Add Receiving Fund and Type button adds columns for entry of receiving funds and budget types.  

The Calc and Check button will review the distribution status and run validations.  If validations are not passed, the system will take you to the Display Calc and Check sheet to review and correct any errors.

The Undistribute to Type 1000 button is used to distribute the remaining Undistributed amount to Budget Type 1000.

The Save Distributions button saves final amounts to the database.  The Save Distributions button will not save data until all validations are passed. Validations can be checked by clicking on the Calc and Check button referenced above.

The Clear 3000 and 4000 Distributions button is used to clear old distributions in these Budget Types if you want to start over.  If you hit this button, all amounts in the 3000 and 4000 columns and associated transfer distributions will be set to zero.

The Filter Data button and Remove Filters buttons allow you to use Excel filters to limit the rows on the distribution form based on Receiving Fund, Fund Center, Sending Fund Center, Commitment Item, Budget Type, Amount or Undistributed Amount. 
The Transfer Distribution Buttons provide the various functionality for use with the Transfer Distributions input form.
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The Add Transfer Receiving Fund and FC button adds columns to enter the amounts that will transfer to a different fund and funds center for 3000 and 4000 transfers.  You will add as many columns as needed to move all the costs.

The Calc and Check button confirms all validations are passed and the information is ready to save.

The Save Transfer Distributions button saves the information entered on the Transfer Distributions input form.

The Display/Change buttons are utilized if the CI Planning Input form is opened and using the same paramaters at the same time as the Distribution Input form. Only 1 input form can be in “Change” mode at 1 time.  One input form would need to be changed to “Display” and one to “Change.” At no time should the Complement Input form be opened if any other input form is being changed.



VI. Complement Input Forms

Log on to AO and open the Complement input forms.  Follow instructions on pages 6 through 8.

Helpful Hint:  Before entering new information into the forms, go to Analyzer for Office (AO) and run a Complement Planning Summary or Complement Detail – Version Comparison Report (beginning on page 27 of these instructions). Both reports show the total positions loaded from the HR data.  Verify that the number of positions is correct, and all positions are included for the appropriation.  If the number of positions is not correct, determine what is missing and make sure that any missing positions are added into BudgetPrep via the Complement Adjustment form.  Also check wage positions.  All full-time wage positions should be loaded when the complement information is pulled from SAP.

Vacant LWOP Positions Form

This form displays all vacant and LWOP positions for the input parameters.  The bi-weekly hours, pay periods and pay scale level can be changed for these positions.  Any changes will cause a recalculation of the benefits for the position.

The Vacant/LWOP form is the default starting form upon opening the Complement input form.  If this is not the active form, click on the Vacant LWOP Positions button.  To populate the form, click on the Refresh button and use the drop downs or type information into the Context box.  Once the parameters are entered, click OK.  (Hint – Work Contract is either SS for salary or WW for wage positions.)

The Vacant LWOP Positions is the only complement form that will accept the higher-level funds center.  By selecting BAXX for fund center (where XX is your business area), all vacancies for the fund will be returned.  
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Changing a Pay Scale Level

When the system returns the vacancies, put the cursor in the pay scale level cell (column H) you want to change and click the Change PSLVL button.  Select the new pay scale level from the list provided and click OK.  
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A note will populate at the bottom left of the screen that states Data Saved. The updated information should appear immediately. Please note that it could be possible if a pay scale level is changed, the previous payscale will still be shown on the form with zeros in the data columns, the new row will have the updated personnel data associated with the new payscale level.
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Changing Pay Periods or Bi-Weekly Hours

To change pay periods or bi-weekly hours, scroll to the right and make changes in the yellow shaded cells.  To save changes, click on the Save Data button.  
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Vacant and LWOP positions can be filtered using the Vacant or LWOP ribbon buttons.  Use the ribbon buttons to switch between the two forms.  If you select either Vacant or LWOP and want to see both again, click on the Reset Filters button.  The “Pos Fil, Vac, New” parameter will reflect which indicator option you are viewing.
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Helpful Hint:  Generally, LWOP positions are budgeted at 26.1 (or 26.2) pay periods (only benefits; not salary) and vacant positions are budgeted at 13 pay periods. Typically, an agency has several people on LWOP every year. If the amount of LWOPs is higher than the average of the previous years, you may fund the LWOPs with salary and benefits. If the number of LWOPs are lower than your average, then fund for benefits only.

When BudgetPrep is loaded with the updated personnel data for each cycle, any LWOPs are funded with benefits only for 26.1 pay periods. If salary should be funded, then in the input form within BudgetPrep the hours column would need to be updated from 0 hours to 75/80 depending on the position.

New Positions Form 

This form displays new positions for the input parameters and allows you to create additional new positions.

Click on the New Positions button.  To populate the form, click on the Refresh button and use the drop downs or type information into the Context box.  Once the parameters are entered, click OK.
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To add a new position, click on the Add New Position button.  The Add Positions box will appear. Within the parameters section of this box, both Job and Pay Scale Level will be items to select. Click in the box next to Job and using the drop-down menu select the position you want to add.  Then click in the box next to Pay Scale Level and choose that level.    Within the measures section of the box, there will be 3 items to input, Full Time Equivalent (FTE), Pay Scale Bi-wk Hrs (drop-down box) and Pay Periods.  Then select Add.  The data will be saved automatically, and a pop-up box will appear that states Data was saved.
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Multiple positions (using the same Job and Pay Scale Level) may be added at once by using two different methods.  First, you can choose to enter multiple FTE’s along with the corresponding pay periods in the measures portion of the “Add New Position” button, or you can add one position and once the row populates, you can update the yellow-colored parameters (FTE, Total Pay Periods and Pay Scale Bi-wk Hrs) within the screen.  
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Helpful Hints:   For Total Pay Periods, if more then one position is entered, multiply the number of FTE’s by the pay periods for each position and enter the total pay periods for all positions.  The Bi-Weekly Hours should only be 0, 75 or 80 hours.  If you type in a different number of hours you should receive an error message.  

If using more than one funds center, you MUST click the Refresh button to change the funds center.

Always remember to click the Save Data button if changing values in the yellow-colored parameters as these updates won’t save automatically.

If the job selected does not have pay rates maintained in the pay schedules, you will get the following message.  Contact IES to add the new position.
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Complement Adjustments Form

This form is used to adjust data included in the initial calculations such as changes in filled and/or vacant complement levels, bi-weekly salaries, number of positions (FTE’s), etc.  Adjustments entered in this form will also impact benefit funding.

Examples of entries for the Complement Adjustments Form include adjustments for part-time employees in full-time positions, new positions approved that were not included in the HR load or positions missing from the HR load.

Click on the Complement Adjustments button.  To populate the form, click on the Refresh button and use the drop downs or type your information into the Context box.  Once the parameters are entered, click OK.  
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To enter an adjustment, click on the New Adjustment button.  An Add Adjustment box will appear.  Within the parameters section of this there are 3 dropdowns. First, select whether the position is Filled, Vacant or LWOP; second, select the Position (used for benefit calculations); finally choose a Reason Code.  Then within the measures section of the box there will be 3 items to input manually, Full Time Equivalent (FTE), Pay Periods and Adjustment Amount. Click on Add to enter a new adjustment line on the form.  A note will populate at the bottom left of the screen that states Data Saved. The updated information should appear immediately. 
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Helpful Hints:  Numbers can be entered as positive amounts or negative amounts depending on the adjustments needed. Data will save automatically when using the Add Adjustment box.  However, if for some reason you need to update the yellow boxes of FTE, Pay Periods or Adjustment Amount after the rows have already been populated, the Save Data button will need to be selected.  

The Reason Code field allows the selection of the appropriate description from the drop-down menu.  If applicable, detailed information regarding the adjustments should be included on a separate file submitted to your GBO analyst.  

When choosing the Position remember that CAJ-SPECIAL should be used for Age-50 positions or other positions that have special benefit factors, CAJ-PSP-SS for State Police only (no social security is calculated), use CAJ-GENERAL for all others.

Benefit calculations occur for all adjustments entered on this input form.  This input form should be used to adjust total positions to account for part-time personnel in full-time positions or for new positions approved that were not included in the HR load.  Federal Direct and Non-Federal Direct adjustments should NOT be entered on this tab.  

To see the changes made on the form, click on the Refresh button.  The Set Context box will appear.  Click OK.

Other Personnel Costs Form

This form allows for the entry of other personnel costs such as Overtime, Shift Differential, Higher Class Pay, etc.  

Click on the Other Personnel Costs button.  To populate the form, click on the Refresh button and use the drop downs or type the information into the Context box.  Once parameters are entered, click OK.  
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When the screen populates, enter amounts in the appropriate commitment item.  

When finished entering amounts, click the Save Data button.  
To see the changes made on the form, click on the Refresh button.  The Set Context box will appear.  Click OK.

Helpful Hint:  OPC-SPECIAL should be used for Age-50 positions or other positions that have special benefit factors, OPC-PSP-SS for State Police only (no social security is calculated), use OPC-GENERAL for all others.  

Other Adjustments Form

This form allows for the entry of lump sum figures and does not calculate benefits.  Examples of entries include adjustments for the benefits associated with full time wage positions, removal of salary funding for LWOP positions so only benefit funding remains or payments received from or payable to other state agencies for complement cost sharing agreements.

Click on the Other Adjustments button.  To populate the form, click on the Refresh button and use the drop downs or type the information into the Context box.  Once all parameters are entered, click OK.  

To add an adjustment, click on the New Adjustment button.   Select the Commitment Item and Reason Code and click Add.  
[image: Graphical user interface, application

Description automatically generated]
 A new line item will appear where the corresponding dollar value can be added. Input the value and then select Save Data. 
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Helpful Hints:  If a new adjustment is added and then needs to be altered, simply adjust within the yellow cell of the row that needs changed.  Then remember to select save data as a direct change to the yellow cell will not save automatically. 

The system will permit you to add multiple Commitment Items at once, but only associated to 1 Reason Code and vice versa.

To see the changes made on the form, click on the Refresh button.  The Set Context box will appear.  Click OK.

Rounding Form

This form is used to round the personnel costs of a fund to the nearest $1,000.  Amounts are rounded to the nearest $1.00 automatically at the commitment item level.  The rounding to the nearest $1,000 is applied at the Fund level based on a target amount entered.

Click on the Rounding button.  To populate the form, click on the Refresh button and use the drop downs or type the information into the Context box.  Once the parameters are entered, click OK.  
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Once data is returned, enter the rounded target amount in the yellow shaded cell or accept the value that the system suggests.  Targeted values have to be within $1,000 (up or down) of the rounded request.  For example, the target amount above could be manually entered as $12,565,000 or be left at $12,564,000 as the system suggests.  Choose the Save Data button. 



A message will appear as follows:
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Click OK. The system will automatically make an adjustment of ($287.00) to the first fund center on the screen and CI 6111000 or CI 6121000.  
The red Not Rounded should change to Rounded.

Rounding has been improved to ensure that if a fund is rounded more than once, previous rounding amounts will be cleared from both the Complement and Distribution models, in preparation for new rounding amounts.  Also, the rounding adjustment will be saved to the first fund center with commitment items on the screen, rather than the first valid fund center. As a result of the changes, there are more message boxes during the refresh and save.

Helpful Hints:  The rounding function in BudgetPrep will work on the first attempt, however if after you round and save for the first time, you discover that changes need to be made and re-rounding needs to be done, you must first make your changes and then exit BudgetPrep completely.  Then log back in and round again. If you do not log out, the rounding will not work properly. It is very important that once this process starts to not cancel the process.  Canceling midway through the process can cause incorrect data between the models.  Please always make rounding the very last thing you do prior to distribution.  It is critical to round prior to distributing funds to avoid having amounts left in the undistributed column.
The rounding adjustments can only be viewed in the Complement Detail – Version Comparison report.   All adjustments that come from the rounding form show up in the “Request Adjustment Rounding” column. This is also broken out when you drill down by Reason Code.

RAJMO – Is the reason code for the adjustment at the fund level of ($287) mentioned above.
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When finished with the Complement forms, click on the X in the upper right-hand corner of the workbook to exit.
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The below message will appear.  Click No.
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The system will return you to the desktop. Another session can be opened by following the process listed on pages 6 – 9. 



VII. Running Complement Reports

To access the complement reports, follow the same guidance as listed on pages 5 through 8.

Helpful Hint:  All reports have live data, which means there is no waiting for the reports to update.  Information is available in real time.

If a report is opened and a change is made within the BudgetPrep input forms, you must select the refresh button within the analysis tab for the data to update within the report.
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Click on Authorized and Filled Complement Summary report and enter the variables.
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Helpful Hint:  (*) means this is a required variable and must be populated. GBO will provide the calendar days to be used for the Actual Year and Current Year parameters. Agencies running this report can always input # as the GBO Version.

This report displays authorized and filled complement by fund type and appropriation.  The report returned should be similar to the report below. Use the Analysis Design, Display Design Panel to add or remove variables.  
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Enter the variables for the Complement Detail – Version Comparison Report.  

[image: ]

This report can be used to compare complement data across versions.  There is no limit to the number of versions that can be entered.  The report returned should be similar to the report below.  Use the Analysis Design, Display Design Panel to add or remove variables.  
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Click on the Complement Planning Summary.

Enter the Budget Year, Agency Version, GBO Version (# for agencies running the report), Fund and Sending Fund.  The sending fund will be the same number as the fund.   Populate any other variables needed to review the data.   Click OK.  Always remember when wanting to pull multiple funds that start with the same sequence, always select CP as the dropdown and place an asterisk (*) after the data.
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Helpful Hints:  All rows in the red circled area under Agency Version (and if applicable GBO Version) must round to the nearest thousand.

There are several sheets in this report that provide supplemental data and generally correspond with the buttons contained in the Complement Planning input forms of BudgetPrep.



VIII. CI Planning Input Form

To access the CI Planning Input report, follow the same guidance as listed on pages 6 through 9. Log on to AO and open the CI Planning Input Form.  

Select the CI Planning Input Form heading and then select 1 CI Planning. Select the Refresh button and fill in the parameters and click OK.

[image: ]


To add a new commitment item, click the Add New CI button on the ribbon.  A Commitment Item box will appear.  The CI’s are sorted numerically, so scroll until the correct CI(s) is identified; or a search button is located at the top so if the CI is known, it can simply be typed in. Select the CI(s) then click Add.
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The report will generate the new CI line(s) where the amount can now be populated.  Once the amount is entered in the yellow 9999 column, select the Save button. 

If an amount needs to be changed after previously being added, simply enter the adjusted value in the prepopulated row in the DIST AMT 9999 column only. The 1000 through 4000 columns are shown to remind you that if there is information contained within the columns to go to the distributions screen and redo the distributions.  Now click SAVE as this won’t save automatically.

Helpful Hints:  If trying to zero out a 9999 amount, you must zero out budget types 1000 – 4000 on the Distributions screen FIRST and then come back to this screen to zero out the 9999 commitment item amount.  

Make sure that the total is rounded to the nearest thousand for each CI level (for example 63, 64, 66 etc).

Also make sure when toggling between 2 input forms (the CI Planning Input Form vs the Distribution Input Form) that the form being worked on is selected as Change.  An error message will populate when trying to save data if these two input forms are opened at the same time using the same parameters and both forms are in change mode. When work is finished in one form, always remember to switch the mode back to Display so work being performed in another input form can be saved.
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IX. Augmentation Input Form

This form reflects the total augmentations by revenue commitment item and funds center for a fund/appropriation.  Review to ensure that the amounts are representative of the activity for which the agency will bill or collect augmenting revenue.  Determine if the level of augmentations is realistic with prior year actual amounts.  

To access the Augmentation Input report, follow the same guidance as listed on pages 6 through 9. Log on to AO and open the CI Planning Input Form. 

When the report opens, click on the 2 – Augmentation button to open the input form.  Click on the Refresh button and populate the parameters.  Click OK.
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To add a new commitment item, click the Add New CI button on the ribbon.  A Commitment Item box will appear.  The CI’s are sorted numerically, so scroll until the correct CI(s) is identified; or a search button is located at the top so if the CI is known, it can simply be typed in. Select the CI(s) then click Add.
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The report will generate the new CI line(s) where the amount can now be populated.  Once the amount is entered in the yellow 9999 column, select the Save button. 

If an amount needs to be changed after previously being added, simply enter the adjusted value in the prepopulated row in the DIST AMT 9999 column only. The 1000 through 4000 columns are shown to remind you that if there is information contained within the columns to go to the distributions screen and redo the distributions.  Now click SAVE as this won’t save automatically.

Helpful Hints:  All augmentations should be entered as a postive value, however the output reports will show them correctly as credits(negative).

If trying to zero out a 9999 amount, you must zero out budget types 1000 – 4000 on the Distributions screen FIRST and then come back to this screen to zero out the 9999 commitment item amount.  

Make sure that the total is rounded to the nearest thousand.


X. Four Planning Years

This form records the four planning years needed to populate the Summary of Funds by Appropriation (SFA).  

To access the 4 Planning Years input form, follow the same guidance as listed on pages 6 through 9. Log on to AO and open the CI Planning Input Form. 

When the report opens, click on the 3 – 4 Planning Years button to open the input form.  Click on the Refresh button and populate the parameters.  Click OK.
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The Request amount will populate from the information entered on the other Complement and CI input forms.  Enter Augmentations, if applicable, and the Appropriation amounts rounded to the nearest thousand for each of the Planning Years (PY1, PY2, PY3 and PY4).  When all amounts are entered, click the Save button.  When the system is finished, click the Refresh button to see the information entered.
 


XI. Distributions Input Form

Once the budget is developed, the distribution process shows the source of funds (how the agency will pay the costs in SAP).  Distributions are made based on where the final costs are paid or if the costs are transferred to another appropriation after the fact.  Budget types are found in the Master Data section on pages 3 & 4.  

Helpful Hint:  For ledgers 5’s use the 1000 type. For ledger 6’s use the 2000 type.  

To access the Distributions Input report, follow the same guidance as listed on pages 5 through 8. Log on to AO and open the Distributions Input Form.  


From the Distributions ribbon, click on Distributions.  Click on the Refresh button and choose the parameters. Then click OK. Choose either 1 SFC or SFCXX (XX-business area) to see all SFC’s.
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Basic Distribution

If a fund has only state funds (no federals, augmentations or state transfers), you only need to click three buttons to complete the budget: Undistributed to Type 1000, Calc and Check and Save Distributions.  

Once data is returned from the initial parameter selection, click on the Undistributed to Type 1000 button.  
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When you click on the Undistributed to Type 1000 button, you will receive the following message.
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Click OK to continue.







The amounts in the Undistributed column (column G) move to the Amount column (column J).  
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Then click on Calc and Check and if all validations are passed click on Save Distributions.  
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Remember to click Yes or OK through the validation messages.  If all validations are not passed, the system will take you to the Display Calc and Check tab.  Review the messages and correct any errors before saving.  
To correct the errors, go back to the Distributions button on the Distributions ribbon and make the edits before saving.

Helpful Hint:  Make sure the Undistributed column contains all $0.00’s when finished.

Distributing Budget Type 2000 (Augmentations)

If a fund is supported by augmentations, the budget type 2000 must be added to the distributions sheet.

Click on the Add Receiving Fund and Type button.  In the Add a Distribution Column box, use the drop downs to select the Budget Type 2000.  The receiving fund will automatically be set to the sending fund.  Click OK. 
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Two new columns are added.  Enter a percentage in the % of Orig Amt column or total dollar amount in the Amount column to enter your augmentations.  

[image: ]

Helpful Hints:  Both the revenue (CI4*) and expenditures (CI6*) must be distributed.  Both are entered as positive amounts.  The system knows the CI4*’s are revenues and therefore negative.  The total CI4*’s and CI6*’s must equal.  The system will automatically validate this.  

The percentage column overrides the amount column.

[image: ]

Click on the Calc and Check button to make sure that the built in validations are passed.  If the validations are not passed, you will receive the message below.

[image: ]

If you receive this message, click OK and the system will take you directly to the Display Calc and Check sheet.

The Calc and Check tab will tell you why the validation was not passed.  It will tell you which tab contains the error and what is causing the error.  

[image: ]

This message tells you to go back to the Distributions tab and make sure revenues and expenditures equal and to also make sure all amounts are distributed in column G (all amounts are $0.00).  

[image: ]
Once all validations are passed and you see the message below, click OK then the Save Distributions button. 
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Distributing to Budget Type 3000

If no Receiving Type 3000 appears, click Add Receiving Fund and Type.   In the Add a Distribution Column box, use the drop downs to select Budget Type 3000.  The receiving fund will automatically be set to the sending fund. Then click OK. 

[image: Graphical user interface, application
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Helpful Hint:  The Receiving Fund should always match the sending fund on this screen UNLESS you have direct charges to another fund (see page 56 for instructions for Direct Charges).  

Two new columns are added.  Enter a percentage in the % of Orig Amt column or total dollar amount in the Amount column to enter your federal transfers.  The amounts entered reflect the amounts that will be transferred via a CI92 transfer to Federal funds.  Enter the total amount of funds that will transfer to all federal funds.  

[image: ] 

Helpful Hint:  Indicate the federal fund these costs are transferring to on the Transfer Distribution tab.   

Once the information is entered, click on Calc and Check.  If all validations are passed, you will receive the following.  Click OK.


[image: ]

Then click Save Distributions. A file note will appears in the lower left hand corner of the screen that says Data was saved.

[image: ]

The system automatically creates the CI92 transfer amount and enters the appropriate line with the negative amount.  You must ensure that the CI92’s net to zero for your submission to be correct and complete.
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Transfer – Budget Type 3000

The Transfer Distribution button allows entry of Federal CI92 transfers in the receiving fund and funds center.  

Click on the Transfer Distributions button.  Click on the Add Transfer Receiving Fund and FC to add columns.  Use the drop down to select the Receiving Fund and Receiving Funds Center.  Click OK.
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Repeat for additional receiving funds and funds center combinations as necessary.  Once your receiving fund(s) and receiving funds center(s) is entered, enter a positive amount (make sure the undistributed column is $0).  

[image: ]


Helpful Hint:  If using percentages and the original amount is negative, enter a negative percent in the % of Orig. Amt to calculate a positive amount.  
When all funds and funds centers are entered, click the Calc and Check button.  
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If you receive the message above, click OK.  

Then click Save Transfer Distributions. A file note will appears in the lower left hand corner of the screen that says Data was saved.
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Distributing Budget Type 4000

On the Distributions tab, if no Type 4000 appears, click Add Receiving Fund and Type.  In the Add a Distribution Column box, use the drop downs to select Budget Type 4000. The receiving fund will automatically be set to the sending fund.
Then click OK.
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Helpful Hint:  The Receiving Fund should always match the sending fund on this screen UNLESS you have direct charges to another fund (see page 56 for instructions for Direct Charges).  

Two new columns are added.  Enter a percentage in the % of Orig Amt column or total dollar amount in the Amount column.  The amounts entered reflect the amounts that will be transferred via a CI92 transfer to other state funds.  Enter the total amount of other state funds.  


[image: ]


Helpful Hint:  Indicate the other state fund that these costs are transferring to on the Transfer Distribution tab.

Once the information is entered, click on Calc and Check.   

[image: ]


If all validations are passed, you will receive the following.  Click on OK.  
[image: ]


Then click Save Distributions. A file note will appears in the lower left hand corner of the screen that says Data was saved.
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Helpful Hint:  Ensure that the CI92’s net to zero for your submission to be correct and complete.

The system automatically creates the 92 transfer amount.
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Transfer – Budget Type 4000

The Transfer Distribution button allows entry of 92 transfers in the receiving fund(s) and funds center.  Once the receiving fund(s) and receiving funds center(s) is entered, enter a postive amount (make sure the undistributed column is $0).  

Click on the Transfer Distributions button. Click on Add Transfer Receiving Fund and FC button to add columns to enter the receiving fund and funds center.  Use the drop down to select the Receiving Fund and Receiving Funds Center.  Click OK. 
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81
81


Helpful Hint:  If using percentages and the original amount is negative, enter a negative percent to calculate a positive amount.

Repeat for additional receiving funds and funds center combinations as necessary.  Once your receiving fund(s) and receiving funds center(s) is entered, enter a positive amount in the Amount column (make sure the undistributed column is $0) or a negative percentage in the % of Orig Amt column.  

When all funds and funds centers are entered, click the Calc and Check button.   If all validations are passed, click OK then click Save Transfer Distributions. A file note will appears in the lower left hand corner of the screen that says Data was saved.
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When all funds and funds centers are entered, click the Calc and Check button.   If all validations are passed, click OK then click Save Transfer Distributions. A file note will appears in the lower left hand corner of the screen that says Data was saved.
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Direct Charges


Direct charges that are charged directly to a Federal or another State Fund should be entered using a Receiving Type of 1000.  

On the Distributions tab, click on the Add Receiving Fund and Type button.  When the box appears, pick type 1000 – Appropriated as the Budget Type and select the Receiving Fund.  Then click OK.
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When the new columns are added enter percentages or amounts in the appropriate column.  Click the Calc and Check button to verify information entered is correct.  Click the Save Distributions button when complete.  You must ensure these amounts are rounded in total.
[image: ]


XII. Other BW Reports

The reports contained in Analysis for Office will show what was entered into the input forms of BudgetPrep.  All reports located in the Budget Preparation folder are real time. 
 
Access to these reports can be obtained by following the guidance listed on pages 6 through 9 of these instructions. 
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Commitment Item Reporting

The Actual, Available, Request by Budget Type report will show you Actual, Available and Request.  
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The appropriation used for this example is fully augmented, so the 1000, 3000 and 4000 columns have been excluded from this screen shot. However, it shows the difference between the Request and Available amounts to the far right.

[image: Text
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Helpful Hint:  Data is populated in this report based on the below criteria.
ACTUAL YEAR
L1, L2, L3, L7, L8 – (Budget Year -2) PD 13 Current Budget in FMB
L4, L5, L6 - (Budget Year -2) PD 13 Actual Expenses in FMB
AVAILABLE YEAR
L1, L2, L3, L7, L8 – (Budget Year -1) Current Budget in FMB
L4, L5, L6 - (Budget Year -1) V310 in Budget Prep 
REQUEST YEAR
ALL LEDGERS- Pulled from Budget Prep based on the Version(s) listed on the Prompt Screen
The Approp Control Vs Request Comparison can be utilized by agencies to ensure their rebudget submission ties to ESN’s (this is only valid when rebudget submission are submitted after budget is enacted). 

The Commitment Item by Budget type – Version Comparison report will provide you commitment item data by version.  You can enter multiple versions for comparison by selecting the green plus sign to the right of the row labeled Budget Version.  The selection criterion shown below is requesting 2 versions.

[image: ]

The report below shows a two-version comparison.  This example shows a fully augmented fund so the 1000, 3000 and 4000 columns have been excluded so the report fits on the screenwert5.

Also note, this report now includes undistributed and distributed columns. Unless there is a specific reason for amounts to remain undistributed, please ensure all amounts are distributed accordingly.

Use the Analysis Design, Display Design Panel to add or remove variables.  
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For more information on running basic AO reports, please refer to the AO end user procedures found at the following link:  https://help.myworkplace.pa.gov/gm/folder-1.11.107808


XIII. Submission Reports

VERY IMPORTANT
When you are ready to save a report, always go to the components tab of the design panel within the AO report.  The box shown below will appear.  The standard is that the following are checked upon opening an AO report: refresh workbook on opening and force prompt for initial refresh.  However, these standards should be adjusted when saving any AO report for submission to GBO. Always ensure the toggle box next to store prompts with workbook and the merge variables buttons are selected. All other toggle buttons should be deselected. If the refresh workbook on opening is selected it will bring in more current data, and most times if you are saving your spreadsheet, you want the data you saved to remain as is.  Second, if the force prompt for initial refresh is selected, it instantly tries to make you rerun the report.  Again, most times you just want to look at your old data.  Third and probably most important, you do not want to remove data before saving as that is the whole purpose behind saving the report is to keep your data. As for selecting the store prompts with workbook, what this allows is that once you reopen your saved spreadsheet, if you do wish to rerun it, you can just select the prompt option and your original criteria that you used to run the report will still be populated.  It helps so you can see what data you input to get the results you obtained.  
[image: ]
The submission reports must be run, saved and submitted to GBO by each agency to complete the budget submission package per Budget/Rebudget instructions.

The Commitment Item Summary

Click on the Commitment Item Summary. Enter your variables.  Click OK.

Helpful Hint: For agencies running this report, the GBO Version should be #. Also, any variable with a (*) following the name is a required entry.  
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When the report is done running, the following tabs require manual input.

PROFILE TAB – A general description of the appropriation must be typed in the green box.  Please include the legislation that created the appropriation.
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ASUM-OPER TAB – To tie the agency request column to the agency request on the CI summary tab, you must enter a description, a value and notate what funding source the changes pertain to (S, F, or A) all in the green area identified below.  [image: Graphical user interface, application
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New Position Report: If you are requesting any change to your authorized FTEs either by a new position or by transferring authorized FTE by using Reason Code 19 (Transfer Authorized FTE/Program), a New Position Report will need to be included in your submission. This report assists GBO with all changes to authorized FTEs (OB Authorized complement counts).
[image: ]

On the prompt screen you would enter the Budget Year, Budget Version and Business Area you want to see the data for.  
[image: ]
[image: ] 
This report contains two tabs, one labeled ‘New’ for all new positions and one labeled Reason Code 19 for all complement adjustments related to transfers of FTE/programs.
Verification Report: This is another report that needs to be included in your submittal. Below is the checklist to verify that your submission is accurate and complete. All the reports are in one workbook and are listed under the Reports folder within the Budget Preparation section of Business Warehouse Reports.
[image: ]
As shown below, for this report GBO will save a variant each cycle that will fill out most of the required fields.  Please reference the budget instructions for each cycle to determine the remaining data. For most agencies, it will be easier to click on the display drop down at the bottom of the screen and select Hide Optional Prompts as the prompts without a * are not required for this report. 
[image: ]
The report opens to the Verification Checklist which provides the tab name, what each tab is checking and additional helpful information to assist in checking your submittal for a high-level accuracy.  Please see the screenshot below for a preview of this report.
[image: ]

Complete the checklist before performing the version copy in BudgetPrep.




XIV. Version Copy Form
This form can be used to copy a budget version for a specific budget year and business area.
Agency users can copy the following versions:
· 010 to 040
· 205 to 300
GBO users can copy the following versions:
· 040 to 100
· 300 to 310
Log on to AO by following the instructions on pages 5 through 8 of these instructions.  Select the Version Copy report.
Once the report opens, select the Admin Tasks ribbon. Then click on the Copy Version button to access the parameters of that specific report.

[image: ]
[image: ] 
Using the drop-down menus select the Budget Year, Business Area and click the radio button associated with the version copy you want to make. Click OK.    
For agency users, the GBO Versions radio buttons will be greyed out.
For GBO users, the Agency Versions radio buttons will be greyed out.
A message box is displayed with the option to proceed or cancel.  Click OK to continue or Cancel if you do not want to proceed with the copy.
[image: ]
If you choose OK, the following information gets displayed. Verify the selected parameters (red boxes below) are the criteria chosen for the version copy.
At this time, the complement and distribution version data have been copied successfully. 
[image: ]
Your copy can be verified using the BW reports – Complement Detail – Version Comparison for the complement data and Commitment Item by Budget Type – Version Comparison for the distribution data.
XV. Important Reminders

Output reports update instantly.  No waiting for data updates.  
BudgetPrep output reports shouldn’t be saved as favorites and should be pulled fresh each budget cycle from the Budget Preparation Folder. 
When submitting AO reports to GBO, follow guidance on pages 59 & 60 of the user guide.
The rounding function in BudgetPrep will work on the first attempt, however if after you save for the first time, you discover that changes need to be made and re-rounding needs to be done, you must first make your changes and then close the form completely.  Then execute the form again and re-round. If you do not closeout, the rounding will not work properly. Please always make rounding the very last thing you do prior to distribution.  It is critical to round prior to distributing funds to avoid having amounts left in the undistributed column. Also, the Rounding Input form cannot be active (using the same parameters, for example same fund and cost center) while the Distribution Input form or the Commitment Item Input form are open. Always make sure to close out the Rounding Input form when rounding is complete to avoid issues with other forms.
It is advisable to open a whole new excel session when viewing output reports at the same time as using input reports.  This will prevent PC lockup and will also alleviate losing all data if for some reason one session times out. To do this, simply hold down the ALT button on the keyboard and select the windows icon at the bottom corner of your screen.  While keeping the ALT button held in, scroll down with your mouse until you find Excel and then select it.  Keep holding in the ALT until the Microsoft Excel box pops up on the screen with the message “Do you want to start a new instance of Excel?”  Click yes.  A new Excel session will open and from this point the AO output reports can be accessed in the same manner as when opening the input reports.
Display/Change mode in BudgetPrep - Make sure when toggling between the Commitment Item Planning input form and the Distribution input form that the form being worked on is selected as Change.  An error message will populate when trying to save data if 2 input forms are opened at the same time using the same parameters and both forms are in change mode. When work is finished in one form, always remember to switch the mode back to Display so work being performed in another input form can be saved. Also, when in display mode, cells should turn white to designate no entry.
If anything quirky takes place in AO while using BudgetPrep (for example Run Time Errors, VBA errors, Debugging, etc) the recommendation is to close AO and open a brand-new session. If you encounter the same error upon reopening an AO report, contact you GBO analyst and he/she will work with IES if the need arises. 
Some data in BudgetPrep is saved automatically while others require manual selection of the save data button.  Pay close attention to the lower left-hand portion of the screen for the message to populate that data was saved.  If ever in doubt, select the save button.
On the Complement Detail-Version Comparison report, Complement Adjustments (CAJ), Other Adjustments (OAJ) and other Personnel Costs (OPC) will now be assigned position numbers that begin with 4.  These adjustments previously stood out as their position number was #.  However, the ability to weed out these adjustments is still possible by utilizing AO and filtering accordingly.  The below listing represents the new position numbers assigned to these adjustments.
	CAJ
	
	

	
	CAJ-GENERAL
	40000001

	
	CAJ-NONPERM
	40000002

	
	CAJ-PERMANENT
	40000003

	
	CAJ-PSP-SS
	40000004

	
	CAJ-PSP-WW
	40000005

	
	CAJ-SPECIAL
	40000006

	OAJ
	
	

	
	OAJ-SALARY
	40000050

	
	OAJ-WAGE
	40000051

	OPC
	
	

	
	OPC-GENERAL
	40000052

	
	OPC-NONPERM
	40000053

	
	OPC-PERMANENT
	40000054

	
	OPC-PSP-SS
	40000055

	
	OPC-PSP-WW
	40000056

	
	OPC-SPECIAL
	40000057
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