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PREFACE
This training guide describes how to use IBIS to complete a Capital allotment form. For policy guidance
regarding allotments, please consult the State Budget Manual.

ALLOTMENT - CAPITAL

Once you have successfully logged in, you should see the Work Queue page as shown below. This could be a
BRU, Agency Work or OSBM Work Queue page depending on log-in credentials.

Logged s 4n IS e Lol

%cIBIS

Vieww | URY - DEPARTMENT OF AGRICULTURL

¥ Home Bl Work Guene
Ay 990 ek O | | Creste Mew Regwest = | View bostory | View Messages FlerCrieris | FromOuie; OTOUSSTT O Tows, T20AZDN
My Massages -
oo [ Bedkgel G Trs Hae Sisk Upetated By Lok Lok Udaled *
¥ Sl Qonlet 120275 17 Hevison BE10 Cloge Grasty BRU DR Qutaseeder TN 436 PR
140264 13700 Revison NCFS BRU Onft oataseeder AT 3T PR
1200 13700 Fevision 1003037 10200663 Busgel Granty. BRI Oraft Aatasessder WATH2T 242 PR
1m0 1T Armeon SR8 AI0AT0T Huxdged Orants AR Deall dataneeder MITALIT 16
10 Fablry FAevison 2¥TS4T Estabish New Possen BRI Dran datasewien T 10 AN
1240271 1370 Hevieon SEI04Z41 2014 A34N 2015 Iacrease Dperatng Ry Dan antaseeder J0F122 1019 AN
120265 13700 Revivon PE1042060014 42052015 Increase Operaing BRY O Oataseeder TN TR PN
120268 13700 Aeviuen TE1042062013 42057014 42062016 Aliga Personsel BRal DAt Aatasender AATA1AT 1135 A
170354 1370 LU SEIINTTINA Clows Granl RRU Deall dalanemder 0ATA1.08 338 PR
any 1w Hevison TH105000 S50 5200 SID61006 5401 Reces Temp 1o O BRU Dran Cataseeier 20770108 203 PR
RS i 13700 Rivinon 05503 R Fooestaton Weat Alge Operatag BRU DR dutaseeder W0 1T PN
1e0100 13700 Revison 1510 Aign Flex. Appropriated BRU Ot dataseder WATHRIT 12PN
I,
43
~ Adein L Ud drmn 1 ot bR Displaying fters 1. 12 06 12

Find the View field in the upper left corner. The field should contain only your BRU, Agency or OSBM. If you
have access to multiple departments and/or agencies, those you have access to will appear in a drop-down list
in this field for you to select from. In the example below, the user is logged in as the Department of Agriculture
and Consumer Services.
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When you click on ‘Create New Request’, the drop-down will display the following:

v I Work
# = ] viewistary T Vi Messagen FierCriterda | FromOue; SPOMNT T ropwe: 12080087 TR
ity Mesages - -
oy e Rety Budget Code. Tria Hase Slatay Updated By Lok, Lant Updated ™
y 12a27S 1700 Bievien TE10 Cose Grants [T aataseester AT A6
w0 170 Feviscn HOPS [T ataseeter EDSERLET
e 12708 Heasen 103037 1020266 Buogel Grants R Dra dataseater R
1241m 1170 Revison ET4062016 ATD3I01T Dudget Grants LR D Anaseeder mrna e
120000 o Bievinen 25754701 Entablish New Praisen U OnA Oataseester ELSEE T
2 170 Feviscn SEIDAZ1INA ATATI0TS Iecrease Ooeraing [T ataseeter ERSE AT
T2 12708 Heasen SEI0420E2014 ATDGI0S Iacrease Doerating R Dra dataseater mrna iz
1zamy 1700 Hevisicn B0 AZDEZ0T4 42062016 AgA Parnonsel [T dataseester E RGP ]
124254 10 Bievinen ST T21G Clowe Grant U OnA Oataseester 0170108 338 M
12am9 170 Feviscn 1E105030 5050 5500 SZTH100 S401 Reciads Temp o O [T ataseeter 000 205 P
ezt 12708 Heasen 15105503 R Forestaton Weat Kige Ogersting R Dra dataseater 174030 137 M
6010 1700 Hevisicn 1510 Aliga Flex Agproprisied [T ] dataseester R 125 P
A Adein iddran1 ot b bl Désplaying Hems 1 - 12 of 12
|| B8Ry Werk Gueue
Create tew Request = 7] View History [ View Messages. Filer Critvla | FromDate. 87012007 T qopae. 2082017 )
- ] =
Rets Budget Code Tiee Hame States Updaied By Lok Last Updated ™
120275 13700 Risvision 1610 Close Grants BRU Craf dataseader NTANET AP
10264 13700 Favision NS UAU Leaft datasedder AT 32T P
120042 13700 Hvisicn TIGEIT 19202668 Budgel Grants BRU Cran dstaseeder ELIRTE L]
120270 1aron Frater, 181042062018 47082017 Buddost Crants AU Dran e T 12 P
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Create Mew Reguest - View History View Messa

Budget Execution | |v |

Budget Revision ¢ Operating
Budget Allotment 4
Budget Certification > Capital

Budget Development
Work Sheet | +
Waork Sheet Il

Waork Sheet lll

18181 @

Scenario

Program Information
Strategic Planning Form

Program Cata Form

&l &1

Click on the Budget Allotment — Capital option on the menu. You will see a New Capital Budget Allotment Form —
Basic Information window.

Favcal Year s () 20172008 Tiamaaie

Page 4



Allotment - Capital IBIS User Guide

The first field allows you to select the Fiscal Year for the allotment request. Click on the radio button next to
the appropriate Fiscal Year. Only one Fiscal Year may be selected at a time.

New Capital Budget Alloctment Form - Basic Information *

Pleaze enter the information below and click Proceed

Fiscal Year: (@) 2017-2013 () 2018-2019

e

Note the next two fields labeled Department/Agency and BRU.

Mew Capital Budget Allotment Form - Basic Information s

Pleaze enter the information below and click Proceed

Fiscal Year: (@) 2017-2018 ()2018-2019

e

In most cases, you only have access to your department/agency, so it will default to your Department/Agency.
If you have access to multiple departments and/or agencies, those you have access to will appear in the drop-
down for you to select from.

Click on the dropdown arrow for the Budget Code field. You will see a list of valid Budget Codes for the selected
Department/Agency and BRU.

New Capital Budget Allotment Form - Basic Information B

Please enter the information below and click Proceed

Fiscal Year: (#)2017-2018 () 2018-2019

Budget Code :

Agriculture and Consumer Services - R&R COPs 2003 j

Agriculture and Consumer Services - Capital Improvement 20

Fund/Project Code :

Type of Allotment :
Agriculture and Consumer Services - Capital Improvement 20

Effective Date: : Agriculture and Consumer Services - Capital Improvement 20
Title * Agriculture and Consumer Services - Capital Improvement 20
Agriculture and Consumer Services mml Improvement 20

Agriculture and Consumer Services ial Indebtedness

Agriculture and Consumer Services - Capital Improvement 20
Agriculture and Consumer Services - R&R Bonds
Agriculture and Consumer Services - Capital Improvement 20;
Agriculture and Consumer Services - Capital Improvement 20
Agriculture and Consumer Services - Capital Improvement 20
Department of Agriculture and Consumer Services C1 2013
Department of Agriculture and Consumer Services Cl 2014
Dept. of Agriculture and Consumer Services 2014 Cl Bonds | |
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Use the pointer to select the appropriate Budget Code from the list. Once selected, you will see that the field is
populated with the Budget Code selected and the Budget Code list disappears.

New Capital Budget Allotment Form - Basic Information b4

Please enter the information below and click Proceed

Fiscal Year: (@) 2017-2018 (2018-2019

Budget Code : [40517 w

Click on the dropdown arrow for the Fund/Project Code field. You will see a list of valid Fund Project Codes for
the selected Department/Agency, BRU and Budget Code

FEIJ@E-|l>ﬂ|:nil:al Budget Allotment Form - Basic Information X

Please enter the information below and click Proceed

Fiscal Year: (®) 2017-2018 (12018-2019
Budget Code : [40817 w
Fund/Project Code : ¥

Type of Allotment : AN01 SWC - Deep Creed 5-D

4M02  SWC - Swan Quarter Dike
L

Effective Date: :

Title :

| Cancel B Proceed

Use the pointer to select the appropriate Fund/Project Code from the list. Once selected, you will see that the
field is populated with the Fund/Project Code selected and the Fund/Project Code list disappears.
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Mew Capital Budget Allotment Form - Basic Information #
Please enter the information below and click Proceed

Fiscal Year: (®) 2017-2013 () 2018-2019

Department/Agency : |Dep.1rtm&rt of Agricutiure and Consumer Services

BRU : |DEP.1‘\RTI‘.-1EI‘-IT OF AGRICULTURE

Budget Code : |4ns1? | = |
Fund/Project Code : |4N01 v
Type of Allotment : | [~
Effective Date: : 1]
| |
| % cancal | | & Proceed |

Click on the dropdown arrow for the Type of Allotment field. Two choices will appear in the dropdown list:
External and Internal.

New (%};hal Budget Allotment Form - Basic Information ®
Pleaze enter the information below and click Proceed

Fiscal Year: (® 2017-2018 () 2018-2019

Department/Agency : |Elep.1rt|11-:—r't of Agriculture and Consumer Services

BRU : |EIEF'.-‘-‘\RTI‘-1ET-JT OF AGRICULTURE

Budget Code : |4ua1? |v|
Fund/Project Code : |4NU1 | v |
Type of Allotment : | v
Effective Date: : External ﬂ
Internal
Title : |
» | Cancel | | = Proceed
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Use the pointer to select the appropriate Type of Allotment from the list. Once selected, you will see that the
field is populated with the Type of Allotment selected and the Type of Allotment list disappears.

New Capih{/\“gdgetﬂlluunen‘t Form - Bazic Information *
Please enter the information below and click Proceed
Fiscal Year: (@) 2017-2018 ) 2018-2019

Budget Code ; | 40817 v
Fund/Project Code ; | 4MN01 v
Type of Allotment : |Internal v

Effective Date: : H
Title :
| Cancel B> Proceed

In the Effective Date field, you may type in the effective date for the allotment being created (format:
MM/DD/YYYY) or you may select the date by clicking on the small calendar icon next to the field.

New Cnpihi%dget Allotment Form - Basic Information 4
Please enter the information below and click Proceed
Fiscal Year: (@) 2017-2018 (120182019
Budget Code : 40817 w
Fund/Project Code : |4M01 v
Type of Allotment : | Internal v
Effective Date: :
Title :
| Cancel & Proceed

Once the calendar icon is clicked, the following will show.
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New Capital Budget Allotment Form - Basic Information

N

Department/Agency
BRU

Budget Code
Fund/Project Code

Type of Allotment

Title

Effective Date: :

Pleasze enter the information below and click Proceed

Fiscal Year: (® 2017-2013

() 2018-2019

. |Dep.1rtm-:—r't of Agriculiure and Consumer Services

. |DEF'.-'-‘\F'.TP-.-1EI‘-JT OF AGRICULTURE

40817

AN01
Internal 1
3 4 56 7T 8

17 18

| [X

4 4 Dec 217 »

Su Mo Tu We Th Fr

10 11 1214 15

19 20 21 22
24 25 26 27 28 29
3

13
Sa

g

Today

Once complete, the date appears in the field as entered.

Department/Agency

BRU

Budget Code :

Fund/Project Code :

Effective Date: :

Title :

Fiscal Year: (@ 2017-2018

Cancel

New Capital Budget Allotment Form - Basic Information

() 2018-2019

A

||

Pleaze enter the information below and click Proceed

. |Dep.1rtm&r't of Agriculiure and Consumer Services

: |I:IEF'.-'-‘\F'.TI"-.-1EP-JT OF AGRICULTURE

v

o

Type of Allotment : | Internal

2

h2/08r2017 x 7]

| % cancel |

|#Prm:eed|

|

d

| —
x

The Title field is a free form entry field. Type a title for the allotment request.
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Fiscal Year :

Budget Code :
Fund/Project Code :
Type of Allotment :

Effective Date: :

Title

Please enter the information below and click Proceed

(®)2017-2018

40817
4M01

Internal

New Capital Budget Allotment Form - Basic Information

(120182019

o

1200872017 'm

; |Capital Allotment KC_2017_12_0§

| Cancel

B Proceed

The final action to take on the New Capital Budget Allotment Form — Basic Information window is to click on
the Cancel or Proceed button. If you click on the Cancel button, the window closes, nothing is saved, and you
return to the Work Queue. If you are satisfied with your entries and want to continue on, click on the Proceed

button.

New Capital Budget Allotment Form - Basic Information

Fiscal Year :

Budget Code :
Fund/Project Code :
Type of Allotment :

Effective Date: :

Title

Please enter the information below and click Proceed

(®) 2017-2015

(120182019

40817
4N
Internal W
12/0&2017
. |Capital Allotment KC 12 0§

| Cancel

B Proceed
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If you clicked Proceed, you will see a Budget Allotment form open. Note: The form’s three tabs (Basic

Information, Budget Detail, and Attachments) will appear in the upper left corner of the screen as highlighted
below.

Capital Busdped Abolment Form Capstal Abotmend KE_MAT_{2, 55

St IRY el

T ALLOTMENT FORM (18- Capits Kistmast WE_3017_17 00§
Basic Intormation | Budgel Oriad  ASlachments

Sewmid
IS0 | SKE
OF ASSSCULTURE
Tdgat G - BT Agricaliurs wnd C: Sarvices .
FardFreject Code | EN01SWC - Deep Creed 50

Effecirre Date T |

57

This user guide will only address the first two tabs: Basic Information and Budget Detail. The third tab, the
Attachments tab, is addressed in a different user guide that can be found here.

Upon opening a form, the Basic Information screen comes to the forefront as shown below. It is the default
position when creating a new or opening an existing form.
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Cagpital Balpe! Alsisent Form ‘Capitsl Mctment KC_J91T, 3 68

Ststen. AR s
BUDCET ALLOTMENT FORM [Tite: Capit Aloiment KC_317_12 84}

Soveni0- [CTEN

B0 L

...........

Verify the information displayed in the following fields — all but Committee Report ltem Number, Committee
Report Item Title, Adjustment Recurrence and Budget Adjustment Type are non-editable.

Fiscal Year: The form will show the Fiscal Year selected in the initiation window

BRU: The Department/Agency that is associated with your IBIS ID and shown/elected in the initiation
window

Budget Code: The Budget Code selected in the initiation window

Fund/Project Code: The Fund/Project Code selected in the initiation window
Type of Allotment: Indicates that this is an Internal Allotment (as opposed to a Capital Allotment)
Effective Date: The date you entered in the initiation window

Request Type: Indicates that this is a Capital Allotment (as opposed to an Operating Allotment)

Reference Number: Displays a system generated reference number unique to this allotment request

Title: Displays the title you entered in the initiation window
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Click in the Justification field to enter text or you may click on the underscored link to the Rich Text Editor,
where it says “Click here for Rich Text Editor.”

Justification

H Click here for Rich Text Editor I

If you click on the underscored link for Rich Text Editor, a window will come up as shown below where you
enter a justification. Advantages to entering a justification in the Rich Text Editor field is that you can apply a
spell checker plus formatting options.

B EE

Enter the appropriate information in the Justification field and click on the Budget Detail tab at the top of the
form to continue filling out the form.
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e ————
i
e L o T e o T8
P information  Dudget Delel  ARachments
Scrsen 16 ECTENE
Tincal Yaar | 20172008 | S
e it
O i
FunaProject Code  &MI1-SWC - Daep Creed 5.0
e s
sy T
e R
-~
o e
Ko} .
ek horg o Fich Teal Exdioe |
N
Expan FOF Sawe Dea Save & Clase Vasaae Dot Fonasest
After clicking the tab, the Budget Detail tab will appear as shown below.
(= TR
SRR
BUDCET ALLOTMENT FORM [Te: Cagilal Allctment KE_NMT_12_0d)
Basc infomation  Dsdgat Detad  Atachmesty
e
IBIS 1D | SKEX
Beausemenny
Eoi Mow Hemowe Howix) !ﬂuan
Con 1| rcsourn Gaun Faquesind san
Cral Camber Account Humber Asceuni Descriphen Budgel Unaloled bz Dale Canh Reuealed
Mo Reemn fe Show.
| Totat 000 000 000
Hrorwta
Lo Row. ‘Ammave Ruwris) S0 Raws
cea [ ] [Aecouns Cash Mepusied Ade
Comt Canier Accoere bamser hocount Dascripion iscigat Unaoted o Dadm. Canh Raquenied
preoe
Tots 0.0e LT sa0e
Cash fiequested
Tosal Requirements Wi
Togal Receioly p 1)
Appiopeistian 000
Expn POF Sares Drat Save & Cloan Vasiclate inte Rsquast

The Budget Detail tab displays three sections: Requirements, Receipts and Summary.

The Requirements section displays four buttons: Edit Row, Remove Row(s), Sort Rows and Cancel Edit:

Reguirements

Edit Row

Remove Row(s)

Sort Rows
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The above buttons can only be utilized once rows have been created. Since we are developing a new Capital
Allotment form, we will look first at adding rows then return to describe the functionality associated with these

buttons.

To Add a Row, you will work with the fields outlined with a red box below:

Cayetal et Aottt Capetad Allcbmer KC_2017_12. 08
S BRY Dran
‘BUDSET ALLOTMENT FORM (Tebe: Cagitsl Allstment KE_217_12_03}
Blanc bnlormation  Deciget Desad  Ablachrmasiy
Sempn il
1BIS 10| SREX
Bequirsmenty
ot How e Hoseia) 50t Wiy
= e asournd Gans Rsquenied i
Conl Caler [s—r— o T—— Budgel Unatoled e Dale [y —
s e i ko
Totm 3008 5000 .08
sty
ot Row Femare Rais) S0m Faws
e Aecouny Cash flegorabed e
o Casinr [rssra— e — Decge naoted 42 D [np e—
o duen 12 ghew
Totm $0.08 o sa08
— Cash Fisguesiod
Tosal Requirements w0
Tosal Receints 080
#pnimgeiation 5000
xpan FOF. Soren Ot ave & Cioan s Dot Fosgun

The Account Number and Cash Requested fields are required when entering requirements in a Capital
allotment form. Cost Center is an optional field, and the Cost Center dropdown list will only display values if
the Department/Agency uses Cost Centers and there are costs centers established for the selected

Fund/Project code.

The Account field will present a list of accounts once the user has entered three digits into the field. Since
accounts are so numerous you may narrow the list down by entering the first few digits, or you may type the

full account code in the field.

Page 15



7CIBIS

Allotment - Capital

IBIS User Guide

Capial Deaget Alownent Tomm "Capsal Allotment KC_1017_12_00°
Mlaskc Informaten  udget Detsd  Aflachmants
Heguirments
Et Pearer Memowe Mow(s) Sert Rewrs
=] S T |
o Cenley 37819 RESERVE-CI PROJECTS
TN RESCAYE INCSRCCT COST OFR
SaTI0 BANG'S DISCASE
SaT02 TOAND GLANDERS
37103 REECYREY MOTH
ST RESAGRONDMIC LAE Toud
S37105 RESAG CTR-STALL BLDG
Benopn s3ti08 S WEMAWINTERIZE BLOGS
P e 351107 IEESHEADHOU SEGREENHOUSE
o Eut ES-BICLOGACAL EONTHL FAT
s ¥ sshm FRESMYCOTGRIN TESTING
Cor Contey 331110 5. SHEER DEMMSTRATN PR
st 5 B FOREST MANAGENENT
sz RESVIT SERVICES COMB 575
s 5 ME AGRIC CINTIR
Tatal
Summary
Tgtel Reguirements
Totel Receioty
Apsmoprigtion
Exgort PDF Save Drall Bave & Clase

Status BRU Drah
BUDGET ALLOTHENT FORM (Titie: Capital Allatrmar KC_3H7_12_08

wm
Aot Descsiphon Budget
Hi e b shems
Accosr ascrption Daciget
Vi B 0 shom
Cant Frquasied
s
5000
80
Vabdabe Deitie Riecpaeal

Unabeteed ba Duake

0 0.0

Scrsan 1)

IBE 1D EHER
“aah Ragustlid nas
Cash Reguealed
son |
Cash Requesied )
C.anh Ragusaied
s000

Once selected or typed in, the account code will populate the form. If choosing from the dropdown list, the list
will disappear upon selection. Selection of an account code will also cause the adjacent account description

field to populate.

N
Breguirementy "
B How Hemavt Howrl3) 5o ey
{(Z[‘.&i_ e RESERVESDIRE
Cioat Cantes Account Mumbes

Click in the Cash Request field and enter an amount for the account.

Requirements
FdiRm Femeoe: Rimaly) Sund Rewry
(ke ™ | FESERVE MR
Cid Gk fuzzan Mumies

Accound Descriplisn Tudget

o Bems 13 show,

Mo Bems 10 show.

LUnaioled fo Dade:

inaisted fn Dade:

Cash Regueatzd A

(i Retparies]

Click the Add button and the row will populate the Requirements grid, clearing the fields for entry of another

row.
Bequirsments
Edil Row Reemove Rumis) Sl Rows 5
G2 - f I
Cosl Ceriber Accoen Humbes
5310
SHIEA

Actourd Descriphvn Busigel
HESEVE-NUIREGT GUST DFIE

Unalioled fo Date

oW
oW

Cash Regquesied Add
Cash Reuested
an wnn
aw Hmmw

FUE] $40,000.00
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Repeat the above process to add all the Requirements rows necessary for the Capital Allotment form you are
creating.

To edit a row that has been entered, click on a row to highlight it and click the Edit Row Button:

Erawrnmin /
Edthow [Lr—"— Sert M Cancel B
. o saeon e

L} Cant Center Account Mumtes Accoun Descripton Bedget Unaioted o Dake Cash Requested
st HESERVE BIIRECT £OST 0P s ne m

SMLO Lo 0 £ 50,000.00

Teas! 008 5008 $50,000.00

Once the edit button is clicked, the data in the selected row will populate the Edit/Add row line at the top of
the grid. When a row has been selected for edit, you may change any of the data previously entered. To save
changes you must click on the Update Button at the end of the row.

Exguicsmanty
£t Row Remave Rowls) Sort Rows Cancel £t
o ML e 0000 st

Caat Conter Azcouni Numzer ‘Azcount Deseripien Busget UnaBoted to Date Cash Aoguesies
e RLELRVE-MDIRLCT COST LFR 0w 0w
S LAKD 5000 $0.00
S

Teast .00 3000

Once Update has been clicked, the add/update row will clear and the updated data will show in the grid below.

To delete a row that has been entered, click on a row to highlight it:

Requirements

Edit Row Remove Row(s) Sort Rows
« | |Account# Cash Reguested
Cost Center Account Number ‘Account Description Budget Unalioted to Date Cash Requested
534130¢ LAND $0 50 §50,000
537100 RESERVE-IMDIRECT COST DFR 0 0 30

Total $0 $0 $50,000

Click on the Remove Row(s) button, and a confirm deletion message box will appear.

Bequicements
ot Fow SertHowe Caos kot
LD S0t Update
Lot Cenar Aczourt Nursher Acsnur Nescriplion Tusdget Unakiced o Tafe: Cianh Arquesied
S0 RESERVENDIRECT COST DFR n 0o e
M1 1440 P LT 5100 390080
5
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Confirm 4

@ Are you sure vou want to remove the selected Row(s)?

QK | | Cancel |

To cancel the deletion, click the Cancel button, to complete the deletion, click the OK button.

To Sort the rows that you have entered, click the Sort Rows button.

Hemirensiy
Lot How Femave Howls) m Cancel Edt

i lalad e S0000 Upsae

Coat Center Account Member Becoust Descriohon Budget Uraacled o Diate Gt Requestes
ST RESERVE INDIRECT COST DFA 0o we oo
514100 LAND 000 040

Total B0 R $E0.0140

The rows will sort in Cost Center, Account Number order, ascending. Click a second time and they will resort in
descending order.

If a row has been selected for edit by highlighting and clicking the Edit Row, but then no edit is necessary, click
the Cancel Edit to clear the Add/Edit row and to return the selected row to the grid, unchanged.

L) el Upsae

UnaBsted b Dt sk Raqueates

The Add/Edit Row(s) functionality for Receipts is identical to the Requirements functionality and therefore each
step will not be replicated here.

Add as many rows of receipts as appropriate to complete the Capital Allotment form.

The Summary table at the bottom of the Budget Tab displays three lines: Total Requirements, Total Receipts
and Appropriation.

5

=immary Cash Reguested
Total Requirements 550,000
Total Receipts £12,000
Appropriation £38,000
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The Summary table will add all Requirements entered in this form and display them on one row. The Summary
table will also add and Receipts entered in this form and display them in a second row. The Appropriation row
will then calculate Requirements minus Receipts and display that amount in the final row.

At the bottom of the Allotment form there are form action buttons that are available while working on every
tab in the form. The buttons are: Export PDF, Save Draft, Save & Close, Ready to Submit and Delete Request.
Usage of these buttons is standard within the IBIS application and their functionality is covered in the
“Standard Form buttons” training document located on the IBIS website.
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