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General Navigation

Access the IBIS application using your NCID and password. Once logged in, you will see the work queue.
I

Logged in as IBIS User11 Logout Aboul

STATE OF NORTH CAROLINA
ATE BUIDGETD AND MANAGEMEN'T

View : |BRU - Department of Environmental Quality v
¥ Home BRU Work Queue
- fi§ BRU Work Queue Create New Request » [=| View History |=] View Messages Filter Criteria | FromDate: 070172017  [7] ToDate: 110772017 [
My Messages ” ” <
: eports Ref# BudgetCode  Type Name Status Updated By Lock  LastUpdated ™

-~ % Salary Conkrod 120165 14300 Revision DWM - Correct Position Tab 121392 BRU Draft dataseeder 2017-07-31 11:01 AM [

120006 54305 Revision DEQ Fund Shift Aftomey Positions BRU Draft dataseeder 2017-07-31 11:01 AWM

12-0007 24330 Revision Goal Ash - Shift Psitions BRU Draft dataseeder 2017-07-31 1101 AM

12-0163 14300 Revision DEQ - Fund Shifl Attorney Positions BRU Draft dataseeder 2017-07-31 1101 AM

12-0162 14300 Revision DEAGS - Reverse Position Tab on 12-1015 BRU Draft datasesder 2017-07-31 11:01 AM

120161 14300 Revision DMF Fund 1325 Swap Funding of Law Enforcement Off  BRU Draft dataseeder 2017-07-31 11:01 AM

120160 14300 Revision EMLR - Fund Shift_50 FTE of Pos. #50035393 BRU Draft dataseeder 2017-07-31 11:01 AM

120158 14300 Revision DWR - 1620 Reduce FTE BRU Draft dataseeder 2017-07-31 11:01 AWM

12-0040 24300 Revision NRG - Pos. #60014106 FTE Change BRU Draft dataseeder 2017-07-31 1101 AM

12-0157 14300 Revision NRG - 1749 - Pos. 60014106 Change FTE BRU Draft dataseeder 2017-07-31 1101 AM
: 120158 14300 Revision DVWM - Correct FTE Gount from Revision 12-0945 BRU Draft dataseeder 2017-07-31 1101 AM 3

" [l12.0020 24300 Revision 2356 Correct Position Tab BRU Draft dataseeder 2017-07-31 11:01 AM

120154 14300 Revision 1140 - Fund Shift Pos. #55022076 BRU Draft dataseeder 2017-07-31 11:01 AM

12-0005 54305 Revision DWM - Fund Shift Pos. £60035951 and 65022076 BRU Draft dataseeder 2017-07-31 11:01 AWM

120152 14300 Revision DM - Shift Positions #60035951 and 65022076 BRU Draft dataseeder 2017-07-31 11:01 AWM

12-0150 14300 Revision 1140 and 1625 - Correct FTE Count BRU Draft dataseeder 2017-07-31 1101 AM

120147 14300 Revision 60035085 - Abolish BRU Draft dataseeder 2017-07-31 1101 AM

120146 14300 Revision EMLR - 17497490 Fund Shift 60036187 BRU Draft dataseeder 2017-07-31 11:01 AM

120036 24300 Revision EMLR - Fund Shift Pos. 60035393 BRU Draft dataseeder 2017-07-31 10:59 AM

120145 14300 Revision ADM - Salary Reserve BRU Draft dataseeder 2017-07-31 10:59 AM

120138 14300 Revision DMF Fund 1325 Increase Receipls for Position Salar BRU Draft dataseeder 2017-07-31 10:59 AM

120031 24300 Revision DMS - Realign Budget fo cover increase in salary BRU Draft dataseeder 2017-07-31 1059 AM

12-0030 24300 Revision DWWM.Fosition 65025383 BRU Draft dataseeder 2017-07-31 10:59 AM
14-0132 14300 Revision DMF Fund 1325 Realignments Amang Centers for Comme  BRU Draft dataseeder 2017-07-31 10:59 AM |
120131 14300 Reuisinn DM . 1760 Corrert Salan Contral RBLI Draft 017.07.31 10°59 AW e
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The left side of the screen is a navigation menu that presents the user with several options.
% Home

- BRU Work Queue

My Messages
..plln Reports

i w Salary Control

# Admin

Click Admin the lower left corner of the screen. You will see a list with Organizational Structure
Maintenance as an option to select.
4@y Organizational Structure Maintenance

Click Organizational Structure Maintenance. You will see Organizational Structure Maintenance become
highlighted in the list. The right side of the screen will bring up two additional panes. A total of three
panes should show on your screen: 1) the Admin list on the left; 2) Org Item with a "+" VL - in the middle
(VL stands for Volume, which relates to your BRU/Agency); and 3) a pane on the right that says "Please
select an organizational item from the left tree to proceed." The screen will appear as shown below.
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Logged in as IBIS Usertq  Logout About

View BRU - Department of Environmental Quality w

# Home Organizational Item @ locked @ InProgress @ Inactive § Approved § Approved & Inactive
% Admin a VL - Matural and Economic Resources

- g Program Crosswalk Maintenance
- g Organizational Structure Maintenanc

.0 Fund Purpose Maintenance

Note the different icons displayed in the right pane of the screen (as shown below).
ﬁ Locked @ In Progress . Inactive ﬁ Approved a Approved & Inactive

The definition for each icon is as follows:
e Locked: The code is currently being modified by a user.
e In Progress: The code is currently undergoing editing.
e Inactive: The code has an expiration date in the past and is no longer an active code.
e Approved: The code has an expiration date in the future and is currently active.
e Approved and Inactive: The code has been modified to have an expiration date in the past, was
approved, and is no longer active.

These icons appear next to the volume, BRU, budget codes and fund codes to indicate the status of the
object. The Organizational Item tree will display all historical codes used; however, these could be active
or inactive. If a code is active, it will be available for use within IBIS. If it is inactive, then the code will not
be available for use in the system. Codes can be made active or inactive in the system by editing the
code. Click here to view instructions on how to edit an existing code.

To display the departments under the volume, click the plus sign "+" next to the blue icon next to the VL.
Organizational ltem

ﬁ WL - Matural and Economic Resources

You will see another row appear that has the same blue icon with DT followed by the name of your
department. (DT stands for department.)
Organizafional ltem
= a WL - Matural and Economic Resources
a DT - Department of Environmental Quality
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To display the BRUs of the department, click the plus sign "+" next to the blue icon next to the DT.
Organizational ltem
= 3 VL - Natural and Economic Resources
ﬁ DT - Department of Environmental Quality

You will see another row appear that has the same blue icon with BRU following by a BRU name.
Organizational ltem
= ,ﬁ WL - Matural and Economic Resources
= a OT - Depariment of Environmental Quality
a BRU - Department of Environmental Quality

To display a list of budget codes for the BRU, click the plus sign "+" next to the blue icon next to the BRU.
Organizational ltem
= 3 VL - Natural and Economic Resources
=2 a DT - Department of Environmental Quality
ﬁ BRU - Department of Envircnmental Quality

You will a list of budget codes appear for the BRU. A portion of the Department of Environment and
Natural Resources’ budget codes are shown in the example below.
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= a VL - Matural and Economic Resources E|
= a DT - Depariment of Environmental Quality
= ﬁ BRU - Department of Environmental Quality
a BC - 14300 - DEQ - General Fund L
ﬁ BC - 14301 - DEQ - Clean Water Management Trust Fu 1
ﬁ BC - 24300 - DEQ: - Special

EH E O

3 BC - 24301 - DEQ: - Reserve for Air Quality - Fuel Tax
a BC - 24302 - DEQ: - Governor's Cup Trust
ﬁ BC - 24303 - DEQ - Marine Fisheries Conservation

E2I=

3 BC - 24304 - DEQ - Wetlands Trust Fund
3 BC - 24305 - DEQ - Clean Water Management Trust Fu
ﬁ BC - 24306 - DEQ - Reserve for Dry Cleaning Sclvent

H FH

3 BC - 24307 - DEQ: - Reserve for Forest Development

=]

£ RC - 24308 - DFO - Snecial

#

To display a list of funds codes for a budget code, click the plus sign "+" for one of the budget codes. A
portion of the Department of Environment and Natural Resources’ fund codes for budget code 14300
are shown in the example below.

Organizational ltem
= a WL - Matural and Economic Resources E
= .ﬁ DT - Depariment of Environmental Quality
= 3 BRLU - Department of Environmental Quality
= 3 BC - 14300 - DEQ - General Fund

& FC - 1000 - General Fund

3 FC - 1110 - EXECUTIVE OFFICES

& FC-1115 - nul

3 FC - 1120 - ENVIRONMENTAL EDUCATION

3 FC - 1125 - DENR - Coal Ash Management

3 FC - 1130 - Regional Field Offices Support Services
FC - 1140 - Administrative Services

= = < A A

FC - 1130 - CTR FOR GEOG INFO & ANLS

3]

FC - 1160 - STATE CTR-HEALTH STATIST

[+

FC - 1170 - COASTAL ZONE MANAGEMENT-
FC - 1171 - COASTAL ENERGY IMPACT PR

[+

FC - 1175 - ENTER NEW TITLE

&3]

&
Be Do Be Do Be Be po

FC - 1180 - WETLANDS RESTORATION

3]

o n

Click on the negative sign “-” to collapse a displayed list as shown below.
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= ,ﬁ VL - Matural and Economic Resources [
= ﬁ DT - Depariment of Environmental Quality

= a BRU - Department of Environmental Quality
a BC - 14300 - DEQ - General Fund
& FC-1000 - General Fund
a FC - 1110 - EXECUTIVE OFFICES

— [ “J— C =

Clicking this sign will collapse the list of fund codes for the selected budget code, meaning the fund code
list will be hidden and the list of budget codes will be displayed as shown below.

Organizational ltem
= a WL - Matural and Economic Resources i
N = 3 DT - Department of Environmental Quality
3 = 3 BRU - Department of Emvironmental Quality
a BC - 14300 - DEQ: - General Fund ]
a BC - 14301 - DEQ - Clean Water Management Trust Fu 1

[

a BC - 24300 - DEQ - Special

[+

a BC - 24301 - DEQ: - Reserve for Air Quality - Fuel Tax

&

3 BC - 24302 - DEQ! - Governor's Cup Trust
.ﬁ BC - 24303 - DEQ: - Marine Fisheries Conservalion

EH H

Clicking any information in a displayed list will make information display in the right pane of the screen.
Information for a budget code is shown in the example below. Note that there are missing data
elements because these were not recorded in the legacy system and were therefore not transferred to
IBIS.
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Organizational ltem
= 5 WL - Natural and Economic Resources
=] a DT - Department of Environmental Quality

a 5 BERU - Department of Environmental Quality
& BC- 14300 -

& BC-14301-

& BC-24300 -

& BC-24301-

& Bc-24302-

& BC-24303-

& BC-24304-

& BC-24305-

& BC-24305-

& BC-24307-

& BC-24308-

& BC-24309-

& BCc-24310-

& BCc-24311-

& BC-24315-

& BC-24316-

& BC-24317-

& Bc-24313-

& BC-24321-

& BC-24323-

& BC-24324-

& BC-24325-

& BC-24326-

& BC-24307-

& BC-24340-

& sc-

& sc-

& sc-

& BC-40218-

& BC-a0318-

- General Fund

- Clean Water Management Trust Fund

- Special

- Reserve for Air Quality - Fuel Tax

- Governor's Cup Trust

- Marine Fisheries Conservation

- Wetlands Trust Fund

- Clean Water Management Trust Fund

- Reserve for Dry Cleaning Solvent

- Reserve for Forest Development

- Special

- PARTF

- Disaster

- Interest

- Clean Water Bond Loan

- Clean Water Bond Loan Program 1993

- Special Revenue - GF

- Special General Fund - Interest Bearing

- Glean Water Bond Loan Program 1993

- Marine Resources Fund

- Information Tech Projects

- Federal Energy Regulatory Commission - Interest Bearing
- CWMTF Endowment Fund

- WIF Local Supplmnt Grants

- Goal Ash Management Fund

34300 - - Federal
40016 - -Gl 2000
40116 - -Gl12001
-Cl2002
-C12003

How to Create a New Budget Code

Locked ) InProgress @ Inacfive & Approved § Approved & Inactive

Add New Fund Code Open Budget Code

Request Number
Department - Department of Environmental Quality
BRU : Department of Environmental Quality
Budget Code : 14300
Company Number © 1601
Status - Approved
Created Date : 07/011970
Last Modified Date : 07/011970
Effective Date : 07/011970
Expiration Date : 12/31/9999
Short Title | DEQ - General Fund
Long Title : Department of Environmental Quality - General Fund

Justification
Revenue Source

Expenditure/ Accounting Activity

Will the budget code need a new
disbursing account?
What existing disbursing account
will be used?
Will the budget code be interest-
bearing?
Is the Budget Code in a Budgeted
Category?
Line Item - Budget Code Completed
Specify NCAS Region: : P
Will the budget code use the NCAS YES
Chart of Accounts (OSBM)?
Name

NO

NO

YES

Phone Number

Email

Reviewsd by OSBM Analyst
Initiated by OSBM (ASBO)
Entered into CMCS (O5C)
Entered into NCAS (O5C)
Entered into Core Banking (DST)
Approved by OSBM (ASBO)
Approval Date

To create a new budget code, click on the BRU —text in the Organizational Structure Maintenance tree.
This will highlight the BRU as shown below.
= 3 BRU - Department of Environment and Matural Rezources

After the BRU is highlighted, the right pane will show an Add New Budget Code option as well as
information about the budget code, including BRU, Created Date, Last Modified Date, BRU Code,
Number of BRU Licenses, Description, Event Log, Previous OSBM Notes and Org Web Address. Most of
this data will be blank because the legacy system did not maintain it.

To create a new budget code click on the Add New Budget Code button near the top of the right pane.

Add Mew Budget Code

You will see a New Budget Code Form - Basic Information window appear as shown below.

Hew Budget Code Form - Basic Information

Please enter the information below and click Proceed

Budget Code :

| Cancel

B Procesd
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Enter the desired new Budget Code in the field. You will see the field populate with your entry.
New Budget Code Form - Basic Information b4

Pleaze enter the information below and click Proceed

14305

Budget Code :

| Cancel B Proceed

Note: If you enter an existing budget code, you will get a notification message as shown below. You will
need to click OK and enter a non-duplicative budget code to proceed.
HNote *

i y _ _Thiz budget code already exiztz. Pleaze enter a new budget
' de
S

Ok

Click Proceed to continue creating a new budget code. If you do not wish to continue creating a new
budget code, click Cancel and the window will close.

*| Cancel B Proceed

When continuing with a new valid budget code you will see text stating the budget code is valid in the
upper right corner of the screen, the system is creating a new form, and the new form will appear as
shown below.

Status: BRU Draft

Sereen D : NN
IBISID: | 3108

Request Number :

Created Date : 11/07/2017
Last Modified Date . 11/07/2017
Budget Code : 14305

Company Number :
Effective Date : 110072017 E
Expiration Date : 1231/9999 E
Short Title :

Long Title :

Justification :

Verify that the Department, BRU, and Budget Code information date is correct before proceeding with
creating the new budget code.
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Department . Department of Environmental Quality
BERU : Department of Environmental Quality
Budget Code . 14305
Company Number :
Status : BRU_Draft
Created Date : 11/0772017
Last Modified Date ; 11/0772017
Effective Date : 11/07/2017
Expiration Date : 12/31/9999

Budget Code IBIS User Guide

Click in the Company Number filed to enter the Company Code for the BRU.

Company NHumber :

The Effective Date and Expiration Date fields like month, date and year can be entered or set by using
the Calendar Icon. Set the effective date for the date the budget code will be activated. The expiration
date can remain set to the default 12/31/9999 setting or may be adjusted if the budget code is expiring
by a certain date.

Effective Date : 1110772017 ]

Expiration Date : 12/31/9999 E

The short and long titles will assign a title to the new budget code. The short title will be used in most
day-to-day budget documents and the long title will be used more prominently in budget publications.
Click in each respective field to enter text.

Short Title :

Long Title :

The Request Number field is located in the upper right corner of the screen. This field can accommodate
8 digits.

Request Number :

Type a request number in the field not to exceed eight digits. This will be used to track the request.

Request Number : Jerdied

Entering a justification is required for a new budget code. Click in the Justification box to enter text.

/8|1

Justification :
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Entering a revenue source is required for a new budget code. Click in the Revenue Source box to enter
text.

([
L]
Ml
Ml
m
j—

SpellCheck g

Revenue Source :

Entering expenditure/account activity box is required for a new budget code. Click in the
Expenditure/Accounting Activity box to enter text.

SEEE BN SpeliCheck @

Expenditure/Accounting
Activity @

The next section is OSC/OSBM Data as shown below.
OSC/O0SEM Data

Will the budget code need a disbursing account? @ & ves % No
What existing disbursing account will be used?:
Will the budget code be intersst-bearing? : {0 Yes ¥ No
|z the Budget Code in a Budgeted Category? . {7 ves (% No
o
o
" POUTND directory = "OPC)
Specify NCAS Region: : {7 2300TND directory = "OPF)
' University(XTND directory = "OPU")

Will the budget code use the HCAS Chart of Accountz (OSBM)? - {7 es (% No

The first question asks if the budget code will need a disbursing account. The default answer is “No,”
which will require an answer to “What existing disbursing account will be used?” If the answer is
changed to “Yes” then the “What existing disbursing account will be used?” question will be grayed out
and does not need to be answered.

Will the budget code need a disbursing account?: € vez % No

What existing disbursing account will be used? :

The next question inquires if the new budget code will be interest bearing. The answer defaults to “No”
but can be changed to “Yes” if necessary.

Willthe budget code be interest-bearing? : 7 vez & No

The “Is the Budget Code in a Budgeted Category” question defaults to “No” as its answer. If the answer
is changed to “Yes,” a selection between “Line Item Only” versus “Budget Code Complete” will need to
be made. Only one selection may be made on the form. This information is used for budget publication
purposes. Selection of “Budget Code Complete” will mean that the code will be published in OSBM’s
budget documents.
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lz the Budget Code in a Budgeted Category? . 7 ves & No

c
c

The next part of the section is specifying the NCAS region. Select the appropriate region based on the
budget code that you are creating.

{" PCXTHD directory = "0PCY)
Specify NCAS Region: : {0 2230TND directory = "0FPF)

{" University(}THD directory = "OPU)

The final question of the section inquires if the budget code will use the NCAS Chart of Accounts. The
answer defaults to “No” but can be change to “Yes” if necessary by clicking on the appropriate radio
button.

Wil the budget code use the NCAS Chart of Accounts (OSEM)? : {0 ves (% No

The final section of the form is Agency Requestor Info. Fill in the name, phone number, and email
address of the agency contact person for the budget code request.

Agency Reguestor Info
Hame :

Phone Humber : === ====E=s

Email :

When finished with the form, follow the standard workflow process within IBIS.

Note: If you save and close a budget code form, the request can be accessed in the work queue or from
Organizational Structure Maintenance. The system distinguishes between budget codes and fund codes
that are approved and those that are in progress with the following icons.

@9 In Progress a Approved

When a budget/fund code is in the process of being created or modified, it will be marked with a red “In
Progress” circle as shown below.

Organizational ltem
= a VL - Matural and Economic Resources
= E DT - Depariment of Environmental Quality
= a BRU - Department of Environmental Quality
5 BC - 14300 - DEQ - General Fund
5 BEC - 14301 - DEQ: - Clean Water Management Trust Fund
W BC - 14305 - Test Budget Code
5 BC - 24300 - DEQ - Special
5 BEC - 24301 - DEQ - Reserve for Air Quality - Fuel Tax
E BC - 24302 - DEQ - Governor's Cup Trust
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How to Edit an Existing Budget Code
To edit an existing budget code, navigate to the BRU — text in the Organizational Structure Maintenance
tree. This will highlight the BRU as shown below.

= a BRU - Department of Environment and Matural Rezources

Expand the list to show the budget codes associated with the BRU as shown below.
Jrganizational ltem
= 3 WL - Natural and Economic Resources |T
= 3 DT - Depariment of Environmental Quality
a BRU - Department of Environmental Cuality
ﬂ BC - 14300 - DEQ - General Fund
5 ﬁ BC - 14301 - DEQ - Clean Water Management Trust Fund

Highlight the budget code you wish to edit by clicking on its title.
Jrganizational ltem
= 3 WL - Matural and Economic Resources E
= 3 DT - Depariment of Environmental Cuality
= a BRELU - Department of Environmental Cuality
a BC - 14300 - DEQ - General Fund
= ﬁ BC - 14301 - DEQ - Clean Water Management Trust Fund

After the budget code is highlighted, the right pane will show Add New Fund Code and Open Budget
Code options. To edit a budget code, click the Open Budget Code option.

Add New Fund Code Open Budget Code

When Open Budget Code option is selected, the following screen will appear.

{Duaet Code] Tepanment of Emvimamentl Osaty - Geners land.
4

Stten: Appecved
Sernm 100
BAD XX
Regues: Nemer
Busget Code 14360
Company Mamber | 1611 Created Due - O7A11ETH
Lant sttt st STUATSID
Efective Dot | BTOLISTD
Fxplration Dt - 12345960
She Tie | DEG - Gemeral Fund
Long Tite * Department of Emvironmentsl Guabty - General Fund

Justitestn
[y —

Cxparimire: Ascouming Acvey
Wl e bexiget code Deed & Rew diabariing sccosnt? - WO
What mxating diataurag sccinl wil be ward? WA
Wl the Bustget £ode be interest.bearing? © NO
B4 tha Dodget Code in & lludgebed Catigery?  YES
Ling hom . Bukget Code Completsd
Spcity NCAS Ragions © P
8. ves
Mame
Phona Mamber
Esail
Revirwed by C50M Anayst
Irntiatend ey OB EASHO)
Entered i CMC 5 050
ke ik NEAS O]
Emteved inns Core Banking {D5T)
Approeed by OSUM ASI0]
Agprovel Date.

Exper POF L
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Click on Ed to make changes to the budget code. A form will open and the status will
change from Approved to BRU Draft.
== STATUS: APPROVED = == STATUS: BRU_DRAFT ==

From this point, the process for editing an existing budget code is similar to creating a new budget code.
Click here to be re-directed to those steps. Edit the information desired and submit the form through
the IBIS workflow process.

Note: All fields on the form are required. Since not all fields contained data in the legacy system, you
may have to include this information when editing a budget code form for the first time.
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