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Budget Revision - Capital IBIS User Guide

PREFACE
This training guide describes how to use IBIS to complete a budget revision capital form. For policy guidance
regarding budget revisions, please consult the State Budget Manual.

BUDGET REVISION- CAPITAL

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

Logged i as 1615 Usart1  LROIUL Aboul

%cIBIS

oF NorTH CAROLINA
E BLIDGED ANIDY M, CGEMENT

CYFFICE O3

Wiew BRU - Depariment of Administration -
~ Home BRU Work Gueue
i BRU Work Quewe i Now Bequest » [ View History [T View Messages FiterCritena |~ FromDate: 07012017 = Topaie: 11072017 7
pos “ e e = — — = ~
b Repons Rt Budge! Code Type Hime Staus Updated By Lock Lt Upeakd ™
W [ o 120015 14100 Revision 1121 to Conect BR12-0313 BRU Drar SAHACCDCT 0NT07-3 1101 AM
12-0004 Ta100 Fevion TSTIN Comet BR 12-0108 BRU Draft [ — FO1T-OT-31 1101 AM
120014 14100 Revision 1241 Comect Salary Control for MIS BRU Drat BAABCEACT FNTOT-31 1101 AM
12-0009 24100 Revision 2865 To Comect Salary Control BRU Dl asaseeder F017-07-51 1901 AM
12-0003 24105 Revision 2868 Comect FTE Count 60013524 BRU Draft aaaseeder BT07-31 11:01 AM
12-0001 w4102 Revision 248 Comect FTE Count E0013594 BRU Draft amasseder FO1T-A7-51 1301 AW
120013 14100 Revision 1861 Comect FTE Count 60013524 BRU Draft dartasoeder BNT07-31 1101 AM
12-0008 24100 Revision 283 Comeet Salary Control BRU Dan asasender FO1T-07-51 1101 AN
120012 14100 Revision 1311 Realign Postion 0013778 BRU Draft dataseader HNTO7-31 1101 AM
|7 [ 12-0001 24104 Revision To Budget Transter from GF 10 SF for ATS BRU Dt caaseeder FOT-7-31 10:55 A8
| 120007 24100 Revision 2791 Realign revenues 438165 10 435900 BRU Dvaft aataseeder FNT-OT-31 10059 AM
130011 14100 Revision T Realign Salary Contral BRU Dt aaasender FO4T-07-31 1059 AN
120006 14100 Revision 1311 Reverse Alignment of Posmion 60013818 BRU Draft catazeader 20170731 10:59 AM
120005 24100 Revision 2327 Increase Funding of SalaryBenedts EBRU Dvaft GAHAEDCT TNTO7-31 159 AM
140002 24105 Revizion 2858 Realgn Revenue Accts. BRU Drant cataseader 20170731 10:59 AM
120003 TH0 Revision 7511 Realign Postion 60013778 BRU Dvaft GHABCCT FNTO7-31 1059 AM
120005 24900 Revision. 2327 Realgn Position 50013778 BRU Draft dataseader 20170731 10:59 AM
120003 14100 Revision 1111 Increase Bagt for 50013543 BRU Draft aaasoeder 20170731 10:59 AM
120001 24105 Revision 2058 Bdgt New Posiion 55024805 BRU Draft dataseader 20170731 10:59 AM
140002 14100 Revision 1731 1734 1751 My Bud from 532440 to 532447 BRU Dvaft dataseeder FNTOT-31 10:59 AM
120002 T4100 Revision 7211 To abolish 2 FTE'S in accounting section BRU Draft dataseeder 20170731 10.59 AM
120001 74100 Revision T2157310 Move one position from 7310 10 7215 BRU Draft dataseader 170731 10:59 AM
P— 1] b dpoge s otz b Displinying fers 1.+ 30 of 36

Find the View indicator in the upper left-hand corner of the page. The field should contain only your BRU. 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
Administration.
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Legout

, welBlsS

et iry 32 1BIS Userit

ATE OF NORTH CAROLINA

FATE BUIDX AL ACTEMENT

COIFICE O

View l BRI - Dapariment of Adminisirason -
e e !
B B0 Work Qe 1| croatn bow Rucgacst = [ Viewistony [ Veew Mcssages Fitr Crtoia | From Dale . 070V2017 5] ToDae: 11072017
My Messages . -
ol Repons st Buget Code Type Harme: Status Updatens 8y Lock Lt Updated ~
- story Gt 12-0015 14100 Revisicn 1121 to Comect BR12-0319 BRU Draft gatasender 2017-07-31 11:01 AM
130004 o Rivision TETIN Comedd BRI 12-0105 BRL Deaf AALAeeAer FOT7-07-31 11:09 AN
12-0014 14100 Revision 1241 Comedt Salary Control sor WIS BRU Draft dataseeder 2017-07-31 11:01 AM
12-0009 00 Revision PRES To Comect Salary Control BRU Drart aarateeder 017-07-31 1101 AM
12-0003 24105 Revision 2868 Correct FTE Count 60013924 BRU Dran sataseeler INT-O7-31 1101 AM
12-0001 202 Resion 224k Comecl FTE Count B3804 B Dealt Gt JOVT-O7-31 1101 AM
120013 14100 Revision 1861 Comect FTE Count 60013524 BRU Dvar GaRAEOTICT 2017-07-31 11:07 AM
12-0008 2400 Ruviion 2853 Comecl Salary Control BRU Dean dataseeder J01T-07-31 11,01 AM
12-0012 14100 Revision 1311 Realign Postion 60013778 BRU Dt Gatasosler 2017-07-31 11:01 AM £
120001 04 Revision To Budge! Trarsles from GF 1o SF for ATS B Dean e J017-07-31 10:85 AM
12-0007 24100 Revision 279 Reabgn revernes 438165 10 435900 BRU Dan catasoeder 017-07-31 10:55 AM
12-0011 14100 Revsion To Reatign Satary Controt BRYU Draft s J017-07-31 10 58 AM
12-0006 14100 Revision 1311 Reverse Alignment of Poshion 60013518 BRU Drat sataseeler NT-07-31 1059 AM
120006 24100 Resion 32T Inerease Funoing of SatanyBenests B Dealt Gt JO17-07-31 1055 A
14-0002 24105 Revision 2568 Realign Revenue ACs BRU Dran GaRAEOTICT 2017-07-31 10:55 AM
12-0003 00 Ruvision T611 Resitign Postion S0013778 BRU Dean dataseeder J017-07-31 10:58 AM
12-0005 24100 Revision 2327 Realign Postion 60013778 BRU Dt Gatasosler 2017-07-31 10:59 AM
130003 14100 Ripvision TV Irrias BUGH tor BT840 HIRL Dean e 017-07-31 1089 AN
12-0001 24105 Revision 2868 Bagt New Posion 55024595 BRU Dan catasoeder 017-07-31 10:55 AM
1400032 14100 Resion 1731 1734 1781 My Budd from S32440 50 832447 BRU Crant (e 017-07-31 1059 AM
12-0002 00 Revision 7211 To aboish 2 FTE'S in accounting section BRU Drat sataseeler NT-07-31 1059 AM
12-0001 M Resion TSN Mo e pesilion fram 131010 7215 B Dealt cataseei J0V7-07-31 1055 A =
- Iddraet oz bl Dispiayi ems 130,013

To create a new budget revision form, click on the Create New Request dropdown list in the middle of the
screen.

BRU Work Queue

Create Mew Request = 'j View History [7] View Messages Filter Griteria | From Date © 07012017 7 Topate- 11072017
- X Y

Ret Hi Type Mame Status Upaated By Lock  Last Lipdatea ™

120015 14100 Revision 1121 lo Cormect BR12-0319 BRU Draft dalaseeder 2017-07-31 11.01 AM [E|
120004 74100 Revision TASTI0 Comrect BR 120105 BRL Draft datasesder 20170731 1101 AM

120014 14100 Revision 1241 Comect Salary Control for MIS BRU Draft dataseeder 2017-07-31 11:01 AM

120008 24100 Hevision 2855 To Corect Salary Control BRL Draft dataseeder 2001707311101 AM

120003 24105 Revision 2068 Comect FTE Count 60013924 BRU Draft dataseeder 2017-07-31 11:01 AM

120001 24102 Hewvision 2248 Comect FTE Count 60013924 BRU Draft dataseeder 200707311101 AM

120013 14100 Hevision 1881 Comect FTE Count 60013924 BRL Draft dataseeder 2001707311101 AM

When you click on ‘Create New Request’, the drop-down will display. Click on the Budget Revision — Capital
option on the menu.
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BRU Work Queue

Create New Request ¥ | | View History [ | View Messages

= Budget Revision 4 [_d Operating
[~ Budget Allotment »

[=] Budget Certification » £ capital
E3

[ work Sheet | »

[ Work Sheet Il
[ Work Sheetlll

E3

£ strategic Planning Form

After clicking the option, a New Capital Revision Form — Basic Information window will appear as shown in the
following screenshot.

New Budget Revision- "Capital’ Form - Basic Information %

Please enter the information below and click Proceed

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

Revision Type : () 11 O12 14

Budget Code : v

Request Title :

* | Cancel & Proceed

The first field allows you to select the Fiscal Year that is involved in the proposed budget revision. Click on the
radio button next to the appropriate fiscal year. Only one year may be selected at a time.

Fiscal Year: (8 2017-2018 ()2018-2019
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The next field allows you to select the revision type. Click the radio button next to the appropriate revision
type. Note that the form allows a user to change between an 11 and 12 but will not allow a type 14 to be
changed because it can be approved internally by an agency or BRU user.

Revision Type: (@ 11 012 O 14

Note the next two fields labeled Department/Agency and BRU. In most cases, access will be restricted to a
single department/agency so it will default to your Department/Agency and BRU. If a user has access to
multiple departments/agencies and BRUs, a dropdown option will appear for selection.

Fiscal Year: (820172018  (0)2018-2019

Revision Type : (@) 11 Oz 14
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Click on the dropdown arrow for the Budget Code field. This will display a list of valid Capital Budget Codes for
the selected Department/Agency and BRU.

New Budget Revision- 'Capital’ Form - Basic Information X

Please enter the information below and click Proceed

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

Revision Type: ()11 Oz 14

Department/Agency : |De:a". ment of Administration
BRU : |De:a-‘. ment of Administration
Budget Code : |v |

Request Title : | 40001 Department of Administration - Capital Improvement 2000 | *.
40101 Department of Administration - Capital Improvement 2001-02
40301 Department of Administration - Capital Improvement 2003
40367 Department of Administration - R&R COPs 2003

40401 Department of Administration - Capital Improvement 2004
40467 Department of Administration - YDC Planning LP Bonds
40478 Department of Administration - YDC Construction COPs
40501 Department of Administration - Capital Improvement 2005
40567 Department of Administration - Museum of Art Energy Perf Ct
40568 Department of Administration - Downtown Government Comg
40601 Department of Administration - Capital Improvement 2006
40670 Department of Administration - Downtown Parking Garage C(
40701 Department of Administration - Capital Improvement 2007

Annna [ VPSR R S T . 4 AnAn

m
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Use the pointer to select the appropriate Budget Code from the list. Once selected, the field becomes
populated with the Budget Code selected and the Budget Code list disappears.

New Budget Revision- 'Capital' Form - Basic Information X

Please enter the information below and click Proceed

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

Revision Type: (11 (@Y 014
Budget Code : /40467 iv
Request Title :
% | cancel & Proceed

Click in the Request Title field. A flashing cursor will appear in the field. Type a title for the budget revision. As
you type, the title will appear in the field as shown below.

New Budget Revision- 'Capital' Form - Basic Information X

Please enter the information below and click Proceed

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

Revision Type : (@) 11 O12 O14
Budget Code : | 40467 v
Request Title : Some Tille
% Cancel = Proceed

Clicking on the Cancel button will close the window. Nothing will be saved and the Work Queue will reappear.
If there is no need to cancel the form, bypass this step.

If instead of canceling in the prior step and the entries are satisfactory, click on the Proceed button.
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New Budget Revision- 'Capital' Form - Basic Information

Please enter the information below and click Proceed
Fiscal Year: (8)2017-2018 () 2018-2019

Revision Type: (@ 11 Oz 14

Department/Agency : | Department of Administration

BRU : ‘De:a-i“e’. of Administration

Budget Code : |4D467

Request Title : |S°""e T

| % cancel | | ® Proceed
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A Budget Revision Capital form will open as shown below. Note: The form’s three tabs (Basic Information,
Budget Detail, and Attachments) will appear in the upper left corner of the screen.

| Budget RevisionCapitat: | Titte: Some Titte of Administration Budget - - ¥DC Planning LF Bands |

Status: BRU Draft

| Basic on | Budgel Detail
Screen D
Fiscal Year : 2017-2010 WS ID | S10R

Reference Number : 110001
s

BRU: L M &
BudgetSode : 40457 Depe
Recurrence : Norm-recurni
Rewision Type: (@11 R F3

Effective Date © 1172mT J (]

it of Adminestration - YOO Plansing LP Bonds

Journal Entry Number © Nis
Titte : |Soma THa ]

Statutory : () ¥es (@) Ne

Special Provision: () Yes @& No

Establish New Frogct
New Grant

Increass Project
Decrease Project
Change in Authorization
Realignment

Clost Project

Justification (7]
Flick bt I Bieh ol Frbtee

Expor POE Sawe Oraf Save & Close Ready To Suomil | Dilete Riques!

Note: This section will only address the first two tabs. The Attachments tab’s functionality is addressed in a
different user guide that is available on the IBIS website.

Basic Information

The Basic Information screen comes to the forefront since it is the default tab when creating a new or opening
an existing form.

Verify the information is displayed correctly in the following non-editable fields highlighted in the screenshot
above — biennium, fiscal year, reference number, status, department/agency, BRU, and budget code.

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

Reference Number: The form will show a reference number that begins with the revision type selected
when the form was created (11, 12, or 14) followed by four system generated digits.

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

Budget Code: The Budget Code selected in the initiation window.
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Recurrence: This is set to Nonrecurring for all Capital revisions.

Budget Revision-Capital: | Titke:Some Title Budget - ¥DC Planning LF Bands |

Siatus BRU Draft
Basi Budige Detai

Fiscal Year : 20172018
Reference Number : 110001

BRU ; Department of Adminkstration
BudgetCode : 40457 Department of Adminisiration - YDC Planning LP Bonds
Recurrence : Non-recuming

Revision Type : (®) 11 [2F

Effective Date © 14072017 '3 e

lournal Entry Numbser | HiA
Titte : |Soma THa o

Statatary: () ¥es (8 No

Special Provizion : (7 Yes (&) No

| Establish New Project
Mew Grant

Incregse Project
| Decrease Project
| Change in Authorization
| Reaignenant
| Close Profect

Justification (7]

ke bsres Tre Riech, Tl Friire

Expon POF Save Dran Save & Close Ry To Sumil | Dol Requas!

Saren

WIS 0 S10R

Review the selection for the revision type field as highlighted below. The form should show the revision type
selected when the form was created. The revision type may be changed between an 11 and 12 when either of

those types is created. A type 14 cannot be changed to a different type.

Budget Revision-Capital: | Titke:Some Title Budget - ¥DC Planning LF Bands |

Siatus BRU Draft
Basi Budige Detai

Fiscal Year : 20172018
Reference Number : 110001

BRU ; Department of Adminkstration
BudgetCode : 40457 Department of Adminisiration - YDC Planning LP Bonds
- HOmIeCumng.

I Revision Type : (& 11 Oz
Effective Date : H-E.'!OIJ’ 'a a
ournal Entry Number | N,
Titte - [Soma THA o
Statutory: ()

Special Provizion : (7 Yes (&) No

| Establish New Project
Mew Grant

Incregse Project
| Decrease Project
| Change in Authorization
| Reaignenant
| Close Profect

Justification (7]

ke bsres Tre Riech, Tl Friire

Expon POF Save Dran Save & Close Ry To Sumil | Dol Requas!

Saren

WIS 0 S10R
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View the Effective and Approval Date fields, which are highlighted below. The Effective Date can be changed by
typing in a new date into the field or by selecting a date from calendar after the icon is clicked. The Effective
Date defaults to July 1.

The Approval Date will be inactive for type 11s and 12s at the BRU and Agency levels and active for OSBM
because approval authority resides at that level. For type 14 budget revisions, this will be an active field for
BRUs and Agencies and an approval date is required to be selected prior to approval.

Fiscal Year : 2017-2018
Reference Number : 11-0001
Department/Agency : Department of Administration
BRU : Department of Administration
BudgetCode : 40467-Department of Administration - YDC Planning LP Bonds
Recurrence : Non-recurring

Revision Type: (@ 11 012

Effective Date : 110772017 j (7]

e JUaTTTaT BTy TWOTTOer . s,
Title - Some Title 0

Statutory : () Yes (@) No

.,

Special Provision: () Yes (@) No

If necessary, the title can be changed by clicking in the title field and altering the text.
Title - | Some Title e

The form defaults to a “no” answer to the question, “Statutory?”

Statutory : () Yes (@) No

If appropriate, select “Yes.” If yes is selected, the form creates a required text field where the General Statute
reference will be entered.

Statutory : (e) Yes () No

(General Statute Reference : ‘

The form defaults to a “No” answer to the question, “Special Provision?”

Special Provision: () Yes (@) No
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If appropriate, select “Yes.” If yes is selected, the form creates a required text field where the Session Law
reference will be entered.

Special Provision : (@ Yes () No /
Session Law Reference : /

Review the budget revision categories, which are shown below.

i Establish New Project

["] New Grant

[]Increase Project

[ ] Decrease Project

[] change in Authorization
["] Realignment

[7] Close Project

Check the category that pertains to your budget revision. (Increase Project was selected in the example below.)
[ New Grant

Increase Project

[] Decrease Project

[] change in Authorization
[T Realignment

[[] Close Project

Note: Checking “Establish New Project” will display additional dropdowns to collect additional information as
shown below.

Establish New Project

Please provide information in the following required fields.
Note: The amount entered for Original Allocation needs to equal the total requirements entered on the Bucdget Detail tab.

Budget Funding Type : v
Budget Adjustment Type : Expansion v
Project Type : v

original Allocation :

Clicking the dropdown for Budget Funding Type will display four options: General Fund, Non-General Fund,
Self-Liquidating, and Special Indebtedness. Select the appropriate option.
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Establish New Project

Please provide information in the following required fields.
Note: The amount entered for Original Allocation needs to equal the total requirements entered on the Budget Detail tab.
Budget Funding Type : v

Budget Adjustment Type : 'Ocneral Fund
‘Non-General Fund

Project Type : ‘Special Indebtedness
‘Self-Liquidating

Original Allocation :

Clicking the dropdown for Budget Adjustment Type will display one option. Select the Expansion option.

Establish New Project

Please provide information in the following required fields.
Note: The amount entered for Original Allocation needs to equal the total requirements entered on the Budget Detail tab.

v

Budget Funding Type :

Budget Adjustment Type : Expansion v

Project Type - ‘Xpansion

Original Allecation :

Clicking the dropdown for Project Type will display three options: New Project, Existing, Repair and Renovation
Reserve. Select the appropriate option.

Establish New Project

Please provide information in the following required fields.
Note: The amount entered for Original Allocation needs to equal the total requirements entered on the Budget Detail tab.

Budget Funding Type : General Fund v
Budget Adjustment Type : Expansion v
Project Type : v

Original Allocation : | NeW Project
Existing Project E
Repair and Renovation Reserve
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Clicking in the Original Allocation field will turn the background of the field to white, which indicates text can be
entered. Type the appropriate amount in the field.

Establish New Project

Please provide information in the following required fields.
Note: The amount entered for Original Allocation needs to equal the total requirements entered on the Budget Detail tab.

Budget Funding Type : General Fund ~
Budget Adjustment Type : Expansion w
Project Type : New Project ~

Original Allocation : ‘.__

If Establishing New Project is not the correct choice, uncheck the box and these additional fields will disappear.

Click in the Justification box and enter an explanation of the budget revision within the field. This is a required
field on the budget revision form.

Justification 9
Click here for Rich Text Editor SpeliCheck &

Enter a budget revizicn justification here.

The Rich Text Editor can be clicked to format the text or to enter text.

Justification 9
Click here for Rich Text Editor | SpellCheck ﬂ

Enter a budget revigion justification here.

By clicking the Rich Text Editor, a window will come up as shown below where text entered in the justification
field can be edited or where a justification can be entered. Additional formatting options are available beyond
those displayed on the screen by using shortcuts such as “Control + U”.
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OSBM Narrative 1

|| B 7 s ||i= =] 2 x | || & Ga@2 |[[ad - [[[[[[[TIITI

Done | SpeIIChecka

Click in the Agency Remarks box and enter text if desired. This is an optional field on the budget revision form.
Agency remarks is only editable and seen by BRU or Agency users.

Agency Remarks 0
Click here for Rich Text Editor | SpellCheck 0

l&gency remarks i an optional figld.

OSBM Remarks is enabled only for OSBM users and is an optional field. Once text is entered by OSBM, it can be
viewed but not edited by Agency and BRU users.
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Enter the appropriate information in the justification and remark fields and click on the Budget Detail tab. Once
clicked, the Budget Detail tab will come to the forefront as shown below.

I Budget Revision-Capitsl: { Tie: Some Titie BRU.I of Buoget Codes of - YDC Planning LP Bonds )
Stas BRU Dratt
Barsic Budget Detall
Soreen 1D | |G
BISID | $10R
Requirsments ig
EdR Row Remove Row(sh Sor Rows. 1. Waiidation Messages
| Funds i foca |l [Accounts ¥iAmt Ada
- -y - Amounl Authoeized By
Flnd Code = | Cost Center = 3 Account Number = 3 Accout Deszrpton it S iy
g e B Show
4 4 Page 1 o1 Displinirg lemns 0 - 0ol 0
Recoipts g
i Row. Ve Row(s) Sorl Rows
Funds [l {fece « | |Accounts v A Add
a a a Amount Authorized Budget
Fund Code * 3 Cost Cenior * 2 Account Number * 3 Account Descrighon (ET-18) a017-18)
Mo feme ta show
Export FOF Save Draft Save & Ciosa Ready To Sunmit | Deiete Request

In the Requirements and Receipts sections, there are four buttons that appear first: Edit Row, Remove Row(s),
Sort Rows and Cancel Edit. These functions are only utilized when rows have been entered into the form so the
data entry function will be explained first. Then these buttons will be explained.

To add a row of data for a requirement on the budget revision form, focus on the data entry row directly below
the buttons mentioned above. The fields in this row are editable, and when the end of the row is reached, the
Add button will save this data so that another row can be entered.
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Requirsments g

Edit Row Remae Row(s) Sont Rows i, vanaation Messages

Fundi v |[cou 1| [Accounts Y1 Al Al

= = r TRV TR0 EX0eT
Fund Codz = Cost Center * ¢ Account Mumber = 3 Account Descrigtion (2017-18) [2017-18)
1o flems to show

.H 4 Page 1 of1 @ i Digplaying Items 0 - 0 of &

The Fund field contains a dropdown list that displays fund codes available for the budget code associated with
the budget revision being created.

Reguirementsid

Edit Row Remove Rowi(z) Sort Rows
Fund# w | |CC# w | |Account®
440 CAPITOL 50 ELECTRICAL -

sount Mumbe
4402 ARCHIVES & HISTORY BLDG

4403 SALISBURY 5T PED BRIDGE

44004 HEVY EDUC HVAC COMPUTER

4405 COOPER BLDG ELEVATOR REP

4408 REPAIRS & WATERPROOFING

4207 HALIFAX MALL R&R

4402 SIDEVVALK REPAIRS - GOV'T

4405 SEABOARD BLDG EXTERIOR

42110 OCRACOKE ISLAND PHASE 2

42411 LABOR - 2004 R&R FUNDS =
4212 DPl - 2004 R&R FUNDS

4213 REV - 2004 R&R FUNDS

4214 STATE LAND FUND zount Mumbe
4215 VET CEMETERY JACKSONVILL -

wnt#

Select the fund from the list for the budget revision form being created. The selected fund will populate the
field and the dropdown list will disappear. The fund code can also be typed in manually.

4414

Cost Center is an optional field and the Cost Center dropdown list will only display values if the
Department/Agency uses Cost Centers. This field can be bypassed if desired because the form defaults to a
blank cost center as highlighted below.
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|| w IAccnunt#

102099
1020C3
102032
102199
1021C3
102299
10222
102399
10231
1023%2
109499
1094C3
108431
10942 r

If necessary, select the desired Cost Center from the dropdown list. It will populate the field and the dropdown
list will disappear. The Cost Center can also be typed in manually.

The Account field will present a list of accounts once the user has entered three digits into the field as shown
below. Accounts are numerous so the system allows you to narrow the list down by entering the first few
digits, or the full account code can be entered manually in the field.
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F‘.egl.|irE:r11E:r1ts@I

Edit Row Remove Row(s)
SR v | |CC#
Fund Code * + Cost Center * z
Receipts G
Edit Row Remove RHow ()
IFL||1|:1# v | |CC#
Fund Cods * + Cost Center * z

Sort Rows

()

RAT

537010
53711
537102
537103
537104
537105
337106
337107
537108
537109
337110
5371
537112
337113

537114

I Validation Me=ssa

WA

RESERWVE-CI PROJECTS
RESV-SALARY & F. B.
RESERWVES

RESV AQUARIUNM SUPPORT
RESV FAC COND ASSESS TEAM
RESV MLK COMMISSION

RESV DISPARITY STUDY

RESV DISPLACED HOMEMAKERS
RESWV-CENTRAL MAIL CENTER
RES GPAC PERSONNEL REFORM
RESV 5HP PUR ALLIANCE BD
RESV-HURRICANE FLOYD
RESV-E-COMMERCE INITIATIV
RESERVE MGMT FLEX REDUCTI
RESERWVE ETHICS FLEX REDUC

T TIETTRE TO ST .

ges

El

Select the desired account from the list or type in the account number manually. It will populate the field and
the dropdown list will disappear. By selecting/entering the Account number, the associated Account
description will also populate the adjacent field.

4414 v |cc#

R37010

RESERWVE-CI PRO

The next field in the Add/Edit Row area is the Year 1 amount field (Y1 Amt). Year 1 and Year 2 amount fields.

Y1 Amt

Enter an amount in the field as appropriate. The value will reformat to dollars when you click Add to finish the
row entry. Be aware that amounts may be entered as either positive or negative amounts.

Once amounts are entered, the current authorized budget will be displayed for the fund, cost center, and
account combination as highlighted below.

4414

537010

RESERWE-CI PRO... 2

L]

|I
50

When all data has been entered for a row, click on the Add button. The row will move down to the grid below,
and the majority of the Add/Edit row will clear.
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Add as many rows of requirements as appropriate to complete the budget revision form. Once the first row is
added, the fund code and cost center codes will pre-populate with the choices made when entering that first

row to help quicken the entry of subsequent rows. If these values are not appropriate for subsequent row(s),
they can be overwritten.

Requirements igh
Edt Row Remove Rowis) Sort Rows &, vasdation Messages
4801 «|lcCH || Accountii | Y1 Am A1
Fund Code = 1 Cost Center * 3 Account Number * 1 ‘Account Descrgtion ‘;5',“?’.“"‘!'” it 3“;"9“'
AR S3r0 RESERVE-CI PROJECTS $25.000 00 5000
4 dprage 1 o bl

Disphaying llems 0 -0 of 0

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

Receipis &
Edil Row Remave Row(s) Sort Rows
[Fund F.l[cch | [ Accounti 1 Amt Ada
Furd Code * ot Conter * 3 Actound NurrBer = 3 Atcount Description [2'“0";“;“"';' ”‘m’?g’?‘ﬂg‘;wﬂ
Mo items to show
§4 A page 1 of1 b b Dispranyeyg Bems O - 0of 0

To edit a row that has been entered (in either Requirements or Receipts), click on a row to highlight it.

b, Valkgation Messages
An01

w|[oca « || ccount: 1 Al
Fund Gode * 1 Cosl Cerer * 3 Accou Number * Account Descriplion [?"mw‘:u M"g.{“'-‘gi"s‘fﬂ“
537010 RESERVE-CI FROJECTS 525,000.00 000

14 4 Page 1 o1 ¥ oj Displaying fems 0 - 0.of O
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Click on the Edit Row button and the data in the selected row will populate the Edit/Add row line at the top of
the grid.
Requiremants
Cancel Edil b, Vabdation Messages
| Au0n - e RESFRVE-CI FRO. 25000 W0 | upaite | |
Fund Cade = ¢ Cost Center * 3 Account Number = 3 Account Description ‘m] 2017-18)
A8 3700 RESERVE-CI PROJECTS 525,000 00 0,00
4 dpPage 1 o1 b a;i

Displaying Ilems 000600

When a row has been selected for edit, the previously entered data may be changed. The Update button as the
end of the row must be clicked to save changes.

Requiremants

Canced Edit 1, Vakdation Messages
anot - ™ (el L] RESERVE-CI PRO 25000 0 | Lipetat I
Fund Coge = | Cost Cenler = & Account Number = 3 Account Descripion AT o
ABn SO RESERVE-CI PROJECTS

£25,000.00

Id4prager o1 b bl Displatying llems 0-0 010

Once Update has been clicked, the add/update row will clear (except for the fund code and cost center fields)
and the updated data will show in the grid below the data entry row.

Requirements ig

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

Edit Row Remave Rowis) Sort Rows L Valdation Messages
apai s « | Accounts | 1AM Asd
Fund Code * 1 Cost Center = 3 Actount Number = 3 Actoun Descrpton r;&“";"‘"l'u “‘"‘g;’:;[‘“'s;'q"
4801 537010 RESERVE-CI PROJECTS $25,000.00 20.00
I dpage 1 o1 b B
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Click on the Remove Row(s) button and a confirm deletion message box will appear.

srrAcy A w N —— EETTE N

X

| Confirm

@ Are you =ure 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.

Requirements ig
ke TRC—
apn = w | HACCounts 1A Asd
~o0e et Cantir — i Amgunt Ausmorizes Buoget
Fund Coce Cost Conter * 3 Actount Number * 3 Accouet Description (201719 ot
4801

537010 RESERVE-CI PROJECTS $25,000.00 20.00

I dpage 1 o1 b B Disphaning Items 0 - 0 of 0

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

Note: There is also a built-in sort for Fund Code, Cost Center, Account Number, Account Description, Position
Number, and Classification that will sort ascending or descending when the column header is clicked.

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 without changes.

Reguiremants g}
Lancel EdA WlkIabon MESsagEs
4801 - go. [ 13370 RESERVE-C1PRO. 25000

50 Updale
- " Amount
Fund Code = 1 Cost Cenner * 2 Account Description @718

4B saroio RESERVE-CI PROJECTS

Aushorized B
(201 7-18)

525.000.00 000

Diesgitaying Bems o - 0ol 0

When Requirements and/or Receipts entries are entered into the budget revision form, the data populates the

Summary table at the bottom of the Budget Detail tab. The Summary table will add all Requirements and
Receipts entered in this form and calculate the Appropriation amount.
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Summary
201718
Total Requirements $25,000.00
Total Receipts $0.00
Appropriation $25,000.00

The transfer to/from section of a budget revision is required for any revision that increases or decreases
appropriation. If appropriate for a budget revision, click the dropdown arrow for the budget code field under
the Transfer to/from section.

Transfer to/from: &g

Edit Row Remove Row(s)
IEudget Code I‘ﬁ Amt 11 - Reference# ~ Add
Amount
Budget Code (2017-18) Revision Type Revision Number
No items to show.
Total Appropriation Transfer: $0.00

Enter at least the first two digits of a budget code and a list of all budget codes that begin with those digits will
appear. The budget code can also be typed in manually.

Budget Code Name
140001 DEPT OF ADMIM Cl 2000 -+

40002 Q3BPM Cl 2000 E

40005 O3BPM-CI 2000-PROJ RESERVE

40007 CRIME CONTROL-CI 2000 12 -
40008 DOT-Cl 2000

40005 VWILDLIFE RESOURCES COMMISSION vizion T
40010 MWC STATE PORTS AUTH.-CI 2000

40011 GEMERAL ASSEMBLY-Cl 2000 oW,
40012 UNC - GA, C.I. 2000

40013 CORRECTION-CI 2000

40014 CULT.RES.-CI 2000

40015 JUSTICE-CI 2000

40018 DENR -Cl 2000

40017 DACs-Cl2000

40018 COMMERCE-CI 2000

40015 NCSEM CAPTAL IMPROW. 2000

|-

| P T » I

Select the appropriate budget from the list. Alternatively, a budget code can be manually entered in the field.
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Transfer tolfrom: &)
Edit Row Remove Row(s)
40001 Y1 Amt 11 - |Reference# | ~ Add
Budget Code (?31125"1”;) Revision Type Revision Number
No items to show.
Total Appropriation Transfer: $0.00

Click in the Y1 Amt field and enter the amount being transferred to/from the selected/entered budget code.

Transfer toffrom: &g
Edit Row Remove Row(s)

40001 25000 11- |Referenceﬁ ‘ ~ Add

Amount

Budget Code (2017-18)

Revision Type Revision Number

No items 1o show.

Total Appropriation Transfer: $0.00

Click on the dropdown arrow next to the Reference# field. You will see a list of current month budget revisions
that are the same type as the budget revision form you are completing. The Transfer to/from is restricted to
current month revisions and by type. An entry should be made for transfers involving statewide reserve budget
codes (19xxx) but no revision number needs to be selected.

Transfer toffrom: &3
Edit Row Remove Row(s)

40001 25000 11- I ‘ Reference# ‘ |v Add

Amount

Budget Code (2017-18)

Revision Type Revision Number

No items to show.
Total Appropriation Transfer: $0.00
Select a revision from the list.

When you have completed the new row, click on the Add button. The row will move down to the grid below.

Add

Add additional rows to the table if appropriation is being transferred from multiple budget codes and through
multiple revisions.

The Edit Row, Remove Row(s), and Cancel Edit features work the same as the Requirement/Receipts table and
will not be explained here. For assistance, refer to those functions described in previous sections of this
document.

At the bottom of the 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
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these buttons is standard within the IBIS application and their functionality is covered in the “Standard Form
buttons” training document found on the IBIS website.

Page 25



