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PREFACE

This user guide describes how to use IBIS to complete a certification operating form. For policy guidance regarding
certification, please consult the State Budget Manual.

CERTIFICATION — OPERATING
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.

View indicator contains 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.
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J When you click on ‘Create New Request’, the

Create Mew Reguest
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Strategic Planning Form
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Program Data Form

The biennium and fiscal year will already
be selected when you create a new
certification entry.

drop-down will display the following: access
will appear in a drop-down list in this field for
you to select from.

Click on the Budget Certification — Operating
option on the menu. After clicking the operating
option, a New Operating Certification Form —
Basic Information window will appear as shown
in the following screenshot.

New Operating Certification Form - Basic Information

Select one option from the dropdown list in
the Session Law field. Only one item can be
selected.

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.

Please enter the information below and click Proceed

Biennium : (@) 2023-25

Fiscal Year: (@) 2024-2025
Session Law: v
S.L. 2023134
Department/Agency : S 2024-40 v
BRU : v
Budget Code : v

Committee Report Item

Title :

Budget Adjustment Type : v

Is this Recurring?: (O Yes (O No

% | Cancel & Proceed
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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.

New Operating Certification Form - Basic Information x

Please enter the information below and click Proceed
Biennium : (@ 2023-25
Fiscal Year: (® 2024-2025
Session Law : SL 2023-134 v
Department/Agency : Office of State Budget and Management v ,

BRU : |Office of State Budget and Management v

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

New Operating Certification Form - Basic Information 3

Please enter the information below and click Proceed

Biennium : (® 2023-25

Fiscal Year: ®) 2024-2025

Session Law: S.L. 2023-134 v
Department/Agency : Office of State Budget and Management w
BRU : Office of State Budget and Management v
Budget Code : | 13005 v 4’
Committee Report Item | 13005  State Budget and Management - General Fund [

Title : 13085 State Budaet and Manaaement - Reserve for General Assemb
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Select a Budget Code from the list. Once selected, the budget code will populate the field and the list will disappear as
shown below.

Certification - Operating IBIS User Guide

| New Operating Certification Form - Basic Information
| Please enter the information below and click Proceed

Biennium : @ 2023-25

Fiscal Year : (® 2024-2025

Session Law : |S.L. 2023-134 v
Department/Agency : Office of State Budget and Management w
BRU : |Office of State Budget and Management v
Budget Code : 13005 v

Click in the Committee Report Item Title field. Type a title for the certification entry. As you type, the title will appear in
the field as shown below.

New Operating Certification Form - Basic Information 3
Please enter the information below and click Proceed

Biennium : ®) 2023-25

Fiscal Year: (® 2024-2025

Session Law: SL 2023-134 v
Department/Agency : Office of State Budget and Management v
BRU : |Office of State Budget and Management v
Budget Code : 13005 v

Committee Report Item Title
Title :

The Budget Adjustment Type field is a dropdown field. You must select one item from the dropdown list. Once selected,
you will see that the field is populated with the Adjustment Type selected and the Budget Adjustment Type list

disappears.
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Department/Agency : ‘Ofﬁoe of State Budget and Management

BRU : ‘Ofﬁoe of State Budget and Management

[ ] [ ) e |

Budget Code : ‘13005

Committee Report Item

Title : ‘me ‘

Budget Adjustment Type : v
Technical

Expansion

Reduction

Continuation

Is this Recurring? :

The final item on this window asks if this entry is recurring. Only one answer can be chosen.

Department/Agency : ‘Ofﬁce of State Budget and Management

BRU : ‘Ofﬁce of State Budget and Management

[ ] [ J [ |

Budget Code : ‘13005

Committee Report Item
Title :

Budget Adjustment Type : ‘Expansion E

‘T‘rﬂe ‘

Is this Recurring? : (O Yes (O No

[@Canoel] [*Prooeed]
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If you click on the Cancel button, the window closes, nothing is saved, and you return to the BRU Work Queue. If you are
satisfied with your entries and want to continue, click on the Proceed button as highlighted below.

New Operating Certification Form - Basic Information x

Please enter the information below and click Proceed

Biennium : (@ 2023-25

Fiscal Year : (@ 2024-2025

Session Law ; S.L. 2023-134 v
Department/Agency : Office of State Budget and Management w
BRU : Office of State Budget and Management ~
Budget Code : 13005 v

Committee Report ltem Title
Title :

Budget Adjustment Type : |Expansion v

Is this Recurring? : (O Yes O No

* Cancel & Procesd

After clicking Proceed, you will see an Operating Certification form open. Note: The form’s five tabs (Basic Information,

Positions, Budget Details, Budget Overview and Attachments) will appear in the upper left corner of the screen as shown
below.

Certification- Operating ( Title: Title BRU:Office of State Budget and Management Budget Gode:13005-State Budget and Management - General Fund )

Status: OSBM Draft
BasicInformation | Positions | Budget Defail | Budget Overview | Attachments

Fiscal Year - 2024-2025 Certification Type : Operating Certification Screen 1D : EETNEEN
Session Law - |S.L 2023-134 v Committee Report Item Number : IBIS ID: | 14TFL
Department/Agency : Office of State Budget and Management Committee Report Item Title : Title
BRU - Office of State Budget and Management Budget Adjustment Type - | Expansion v

Budget Code - 13005-State Budget and Management - General Fund
Is this Recurring? © @ Yes O No

Committee Report Item Narrative

=[=[=(=/[s]/ [y

Export PDF Save Draft Save & Close Validate Retum To BRU | Delete Request
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Basic Information Tab

When the form opens, the Basic Information screen comes to the forefront. It is the default position when creating a
new form or opening an existing form.

Certification- Operating ( Title: Title BRU:Office of State Budget and Management Budget Code:13005-State Budget and Management - General Fund )
Status: OSEM Draft
Basic Information | Positions | Budget Detail | Budget Overview | Attachments
Fiscal Year - 2024-2025 Certification Type : Operating Certification Screen ID - E N
Session Law : [S.L. 2023-134 v Committee Report [tem Number : IBIS ID : [14TFL
Department/Agency - Office of State Budget and Management Committee Report Item Title : Title
BRU : Office of State Budget and Management Budget Adjustment Type - Expansion v
Budget Code - 13005-State Budget and Management - General Fund
Is this Recurring? © @ Yes (O No
Committee Report item Narrative
= B|/|u
1
Export PDF Save Draft Save & Close Validate Return To BRU Delete Request

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:

Session Law: The form will show the Session Law reference selected in the initiation window
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

Committee Report Item Title: The Committee Report Item title entered in the initiation window — this may be
changed at this time

Committee Report Item Number: Fill in the appropriate Committee Report ltem number
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Adjustment Recurrence: Displays the answer selected in the initiation window — this may be changed at this
time

Budget Adjustment Type: Displays the answer selected in the initiation window — this may be changed at this
time

Enter the appropriate information in the field and click on the Positions tab at the top of the form to continue filling out
the form. When clicked, the Positions tab will appear on your screen.

Certification- Operating ( Title: Title BRU:Office of State Budget and Management Budget Code:13005-State Budget and Management - General Fund )

Stalus’ OSBM Draft
Basic Information Positions | Budget Detail | Budget Overview = Aftachments

/ Screen ID : IEIEEN 4

IBIS ID - [ 14TFL
Positions Requested
Edit Row Remove Row(s) Sort Rows Excel Processing
BdgtFnd# |+ AMU# ~ | |Program# |~ | FndSrc# |+ Project# ~ ||Position Numbe| | Classification Annual Salary 07/01/2024 T FTEY1 FTE Y2 Add
Account Annual Effective Y1 FTEY2
Budget Fund Number Account Description AMU Program Fund Src Project Position Number Classification salary Date (2023-24) (2024-25)
No items to show.
Summary.
FTE Y1 FTEY2
Budget Fund + Account (2023-24) (2024-25) Annual Salary
No items to show.
L — ‘ 3
| i I
Export PDF Save Draft Save & Close Validate Return To BRU Delete Request

Complete this tab only if you are creating new positions, transferring positions to another agency, or adjusting the
number of positions to reflect the item you are certifying.

Positions Requested

Edit Row Remove Rov(s) Sort Rows

Excel Processing ™
Bdgt Fnd# | v -Accuum# AMUE - Programs |~ Fnd Sicé | v Project? v |Position Number Classification Annual Salary s T fa— — -
Budget Fund Account

R Account Description AMU

Program Fund Src Project Position Number Classification S e (2023-24) 2024-25)
No items fo show
Summary
Budget Fund | Account (2033.28) (202495 Annual Salary

Mo items to show.

Page 9



7CIBIS

Certification - Operating IBIS User Guide

In this section, four buttons appear: Edit Row, Remove Row(s), Sort Rows and Cancel Edit:

Edit Row Remowe Row (s} Sort Rows

The above buttons can only be utilized once rows have been created. Since this guide’s focus is developing a new
Certification 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:

Basic Information Positions.

Positions Requested

Budget Detail | Budget Overview | Attachments

Edit Row Remove Row(s) Sort Rows

Screen ID : [EEEIEEN -
IBIS 1D - | 14TFL

Excel Processing v
|BdgtFnd# ~ | | Account# AMUE - Program# |+ Fnd Src# |+ Project#

~ || Position Numbe| |Classification Annual Salary 07/01/2024 T FTE Y1 FTEY2 Add 1
Account Annual Effective FTE Y1 FTE Y2
Budget Fund Number Account Description AMU Program Fund Src Project Position Number  Classification ‘Salary Date (202324 (2024-25)
No ftems to show.
Summary
FTE Y1 FTE Y2
Budget Fund 1 Account (2023-24) (2024-25) Annual Salary
No items to show.
| m
Export PDF Save Draft Save & Close Validate Retum To BRU | Delete Request

Note that the following fields are required: Budget Fund, Account#, AMU, Program, Fund SRC#, Project#, Annual Salary,

Position Number, and Effective date, FTE Y1 and FTE Y2. The AMU, Program, and Fund Source.

If your agency has not created specific NCFS account segments for the item you are certifying, the AMU, Program, and

Fund Source will default to zero.

Fill in the fields in the order they appear in the row. Budget Fund, AMU#, Program#, Fund Source#, and Project# are all
dropdown lists and your entry can be selected from the dropdown lists based on existing chart account segments.

Page 10




7CIBIS

Certification - Operating IBIS User Guide

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

Click in the Position Number field to make the field editable. A cursor will appear, and you may type in the appropriate
position number. The position number is an optional field.

100276 ~ | [51520000 () 0000000~ /0000000~ | @ 1000 |~ “Y0000000000 v Classification | |Annual Salary | 07/01/2024 T FTE Y1 FTE Y2 Add

Click in the Classification field to make the field editable. A cursor will appear, and you may type in the appropriate
classification. If positions are entered in a reserve account (57XXX), the classification is optional.

100276 || 51520000 () 0000000 | (0000000~ | 1000 |- V0000000000 - |Pasiion Numbe| |Classication HAnnuaISalary | orousoas @ FTEYI FTE v2 Add

In the Annual Salary field, enter the annual wage for the position(s) in whole numbers, without a dollar sign, comma or
decimal point.

A
4200

Annual
Salary

In the Effective Date field, enter the beginning date of the position(s) requested, formatted as shown, or select the date
from the calendar by clicking on the calendar icon next to the field.

T Jul 2097 ¢ b
S5u Mo Tu We Th Fr 5a

16 17 18 18 20 21 22
23 24 25 256 27 28 28
i =

o7 2M e
Today Cancel
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In the next two fields, FTE Y1 and FTE Y2, enter the number of positions of this type that are requested for FY1 and FY2
of the budget period. Numbers may be entered as either positive or negative number.

[}

FTE "1 FTEY

Click the Add button and the row will populate the positions grid, clearing the fields for entry of another row; however,
the row will retain the last fund code and cost center entered to reduce the amount of manual entry required by the
user in order to create a second row. Although these entries will be pre-filled, other Fund Codes and Cost Centers may

be selected by the user.

Add

Repeat the above process to add all the Position rows necessary for the Certification form you are creating.

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

Account i i Annual Effective EY1 FTEY2
Budget Fund P Account Description AMU Program Fund Src Project Position Number  Classification ‘Salary i (202324 (202425
100276 51520000 REG RETIRE CONTRIB 0000000 0000000 1000 0000000000 $52,000.00 07/01/2024 1.000

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.

Positions. Requested/
Edit Row Remove Row(s) Sort Rows Cancel Edit Excel Processing v

100276 | |51520000 0000000 || |0ooOOOCO [ | 1000 v | |0000000000 |« | Position Numbe| |Classification 52000 07/01/2024 T | FTE Y1 1 Update
Account " . . I Annual Effective FTEY1 FTEY2
Budget Fund N Account Description AMU Program Fund Src Project Position Number Classification Salary Date (2023-24) (2024-25)
100276 51520000 REG RETIRE CONTRIB 0000000 0000000 1000 0000000000 $52,000.00 07/01/2024 1.000

Below is a screenshot of a row that populates the data entry row and may be edited.

Positions Requested

Edit Row Remove Row(s) Sort Rows Cancel Edit Excel Processing ¥
100276 « | |51520000 0000000 [+ | 0000000 [+ [1000 «| (0000000000 |+ Position Numbel | Classification 52000 0710112024 T FTE Y1 1 Update /
Account i i Annual Effective FTE Y1 FTEY2
Budget Fund Nicoher Account Description AMU Program Fund Src Project Position Number  Classification Salary Date: (2023-24) (2024-25)
100276 51520000 REG RETIRE CONTRIB 0000000 0000000 1000 0000000000 $52,000.00 07/01/2024 1.000
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When a row has been selected for editing, 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.

Zrvas BRU Crafl
N —
Sewe T NN
- o
Pasitsres Regesstrd
T —
Fend Cosa Com Carmer Aosoumt e Daacrgran Pontcn Homtar Sansscasas e Trace D ks
Nt o B s Glagod Sxury -2 [FaEST ] Lo

et aprey SO0, & WATER TRGH AESERVE g LUy b

220000 omeLsnT

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.

Positions Requested

Edit Row Remove Row(s) Sort Rows

Excel Processing v
100276 |+ \:l AMUE o] [Program# [v] [FndSrc# [v] Projects +||Position Numbe| |Classification | |Annual Salary | o7/01/2024 T FTE Y1 FTE Y2 Add
Budget Fund jccount

Nrer Account Description AMU

X Annual Effective FTE Y1 FTEY2
Program Fund Src Project Position Number  Classification Salary Date (2023-24) (2024.25)
100276 51520000 REG RETIRE CONTRIB 0000000 0000000 1000 0000000000 $52,000.00 07/01/2024 1.000

To delete a row that has been entered, click on a row to highlight it and click on the Remove Row(s) button, and a confirm
deletion message box will appear.

Positions Requested
Edit Row Remove Row(s) Sort Rows Excel Processing v
100278 |- \:| AMUE |v| [Frogamé || FndSrc |v| [Projects « Position Numbe| |Classiication | |Annual Salary | 077012024 B FTE Y4 FTEY2 Add
Account i " . Annual Effective FTE Y1 FTEY2
Budget Fund R Account Description AMU Program Fund Src Project Position Number Classification Salary Date (2023-24) (2024-25)
100276 51520000 REG RETIRE CONTRIB 0000000 0000000 1000 0000000000 $52,000.00 07/01/2024 1.000

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

| Confirm

0 Are you sure yvou want to remove the selected Row(s)?

QK. Cancel

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

Edit Row Remove Row(s) Excel Processing
100276 | AMUE || Progam# |~ [FrdSrcé || |Projects « | Position Mumbe| | Classifcation | |Annual Salary | 070172024 T FTE Y1 FTEY2 e

Account 8 " - Annual Effective FTE Y1 FTEY2
Budget Fund Niliber Account Description AMU Program Fund Src Project Position Number Classification Salary Date (2023-24) (2024-25)
100276 51510000 SOCIAL SEC CONTRIB 0000000 0000000 1000 0000000000 $71,000.00 07/01/2024 2.000
100276 51520000 REG RETIRE CONTRIB 0000000 0000000 1000 0000000000 $52,000.00 07/01/2024 1.000

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

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

Positions Requested

Edit Row Remove Row(s) Sort Rows Cancel Edit _ Excel Processing v

100276 ~ | 51520000 0000000 v 0000000 v 1000 v 0000000000

~ ||Position Numbe| |Classification 52000 07/0112024 T FTE Y1 1 Update
Account i " Annual Effective FTEY1 FTEY2
Budget Fund i Account Description AMU Program Fund Src Project Pasition Number Classification Salary Date (2023-24) (2024-25)
100276 51510000 SOCIAL SEC CONTRIB 0000000 0000000 1000 0000000000 §71,000.00 07/01/2024 2.000
100276 51520000 REG RETIRE CONTRIB 10000000 0000000 1000 0000000000 $52,000.00 07/01/2024 1.000

At the bottom of the Positions tab, a Summary table is displayed. The Summary information is taken from the data
entered above in the Positions Requested table and none of the data in the Summary is editable. Any changes to the
Summary information must be made by editing the data in the Positions Requested table.

Summary.
Budget Fund + Account (;rm%\g) (;025\(2%) Annual Salary
= 100276 Fund (100276) Totals : 0.000 3.000 $123,000.00
100276 51510000 0.000 2.000 $71,000.00
100276 51520000 0.000 1.000 $52,000.00

Move to the top of the Certification form and click on the Budget Detail tab to bring that portion of the Certification
form to the forefront.

Biasic Information Positions Budget Overview | Attachments

Budget Detail Tab

Once clicked, the Budget Detail tab will appear as shown below.
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Status: OSBM Draft
Basic Information Positions | Budget Detail | Buaget Overview = Attachments

Screen 1D - [ECTNEEN |

IBIS ID : | 14TFL
Requirements
Edit Row Remove Row(s) ‘Sort Rows Excel Processing v
Bdgt Fnd# « | Account# AMU# ~ |Program# « |Fnd Src# ~ |Project# « |Int Fnd# ~ | Y1AmMt Y2 Amt Add
Account . Amount Amount
Budget Fund e Account Description AMU Program Fund Src Project Inter Fund (2023-24) (2024-25)
No items to show.
Receipts
Edit Row Remove Row/(s) Sort Rows Excel Processing ~ ~
Bdgt Fnd# - AMLm . |Programs# . |Fnd srez « |Projects . |Int Fnd# v | Y1 Amt Y2 Amt Add
Account i Amount Amount
Budget Fund e Account Description AMU Program Fund Src Project Inter Fund (2023-24) (2024-25)
No items to show.
Summary
2023-24 2024-25
Total Requirements 50.00 $0.00| 4
Total Receipts $0.00 $0.00|=
Appropriation 30.00 $0.00( -
1 >
Export PDF Save Draft Save & Close Validate Return To BRU Delete Request

Inserting rows in the Requirements and Receipts sections of the Certification form works in the same fashion as inserting
rows on the Positions tab. In the Requirements section, 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 and
will be described later in this user guide.

To add a requirement of this Certification form, focus on the data entry row highlighted in red in the screenshot below.

Requirements

Edit Row Remove Row(s) Sort Rows Excel Processing v
[Bdgt Fnc# « | Account# AMUz « |Program# « |Fnd src# + |Project#t « |Int Fnd# v | Y1 Amt Y2 Amt Ad
Budget Fund chn:ggﬁ Account Description AMU Program Fund Src Project Inter Fund (?Sﬁgsz”;) (ZAolgguzné)

No items to show.

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.

The budget fund field contains a dropdown list that displays Fund codes available to the agency/BRU. A fund code can be
selected from the dropdown list or typed in manually.

Page 15



7CIBIS

Certification - Operating IBIS User Guide
Regquirements
Edit Row Remove Row(s) Sort Rows
Bdgt Fnd# ~ | Accountd AMUZ v |Program#

100276 GOV 1310 OFFICE OF STATE BUDGET BC 13005 -

cription
100278 GOV 1312 OSBM INTER AUDIT EFFICIENCY REVIEW BC 13005 -
100230 GOV 1320 STATE FISCAL RECOVERY EC 13005

1 (1] »

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

Once selected or typed into the field, the account code will show.

GETREE SOIL & WATER T

The next set of fields in the Add/Edit Row area include the remaining NCFS segments, and the Y1 and Y2 amount that you
need to certify. Note, when certifying short session items, you will only be able to enter Y2 amounts.

Y1 Amt 2 Amt

Enter amounts in the Y1 Amt and Y2 Amt fields (if applicable). The values will reformat to dollars when you click Add to
finish the row entry. Amounts may be entered as either positive or negative amounts. Amounts are not required to be
entered in both year fields and if an amount field is left blank, then the value added to the table will be $O.

When you have completed the new 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 (Fund Code and Cost Center will be retained).

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

Receipts

Edit Row Remove Row(s) Sort Rows Excel Processing T

Fund# |v [ece [[= ‘Accnum# ¥1 Amt Y2 Amt Add

™ Account e— Amount Amaunt
Fund Code Cast Canter e Account Description s aoteas)

N items to show.

To edit a row that has been entered (in either Requirements or Receipts), click on a row to highlight it. 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.
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| Edit Row | Remove Row(s) Sort Rows Excel Processing
100276 +|“I51110000 AlUE ~ |Program# ~ Fnd Src# ~ | Project# « |Int Fnd# v | Y1 Amt Y2 Amt Add
Budget Fund Qﬁ_ﬁgg ‘Account Description AMU Program Fund Src Project Inter Fund (é\[;ggszﬂﬁ) (gggu;é)
100276 51110000 EPA-REG SALARIES 10000000 0000000 1000 0000000000 000000 §0.00 $32,000.00

When a row has been selected for editing, 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.

Edit Row ‘ Remove Row(s) Sort Rows Cancel Edit Excel Processing  ~

100276 « 951110000 0000000 - |0000000 - [1000 - 0000000000 - |000000 v|0.00 32000

Account Amount Amount
Budget Fund e Account Description AMU Program Fund Src Project Inter Fund (2003-24) (2024-25)
0000000000 000000 $0.00 $32,000.00

100276 51110000 EPA-REG SALARIES 0000000 0000000 1000

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

Requirements

Edit Row Remove Row(s) Sort Rows Excel Processing v
100276 v AMU# v |Program# ~ |Fnd Src# v |Project# ~ |Int Fnd# v | Y1 Amt Y2 Amt Add
Budget Fund Qﬁ%’ggﬁ Account Description AMU Program Fund Src Project Inter Fund (?g;gt_j;;) (onrgiu;;')
100276 51110000 EPA-REG SALARIES 0000000 0000000 1000 0000000000 000000 $0.00 $32,000.00

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

Requirements

Edit Row Sort Rows Excel Processing  ~
100276 . AMU# - |Program# . Fnd src# « Project# + [Int Fnd# «¥1Amt Y2 Amt Add

Account . Amount Amount
Budget Fund Nirirer Account Description AMU Program Fund Src Project Inter Fund (2023-24) (2024-25)

0000000000 000000 $0.00 $32.000.00

100276 51110000 EPA-REG SALARIES 0000000 0000000 1000

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

I Confirm %

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

K. Cancel

To cancel the deletion, click the Cancel button, to complete the deletion, click the OK button.
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To Sort the rows that you have entered, click the Sort Rows button.

Requirements

Edit Row Remoave Row(s) | Sort Rows I| Excel Processing v
100276 + | Account# AMUHE « |Program# w |Fnd Src# ~ |Project# w |Int Fnd# ~|Y1Amt Y2 Amt Add
Budget Fund Qicn?ggﬁ Account Description AMU Program Fund Src Project Inter Fund (%ggszﬂﬁ) (gggugé)
100276 51110000 EPA-REG SALARIES 0000000 0000000 1000 0000000000 000000 $0.00 $32,000.00

The rows will be sorted in Fund Code, 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, simply click
the Cancel Edit to clear the Add/Edit row and to return the selected row to the grid, unchanged.

When requirements and/or receipts have been entered into the Certification form, the data populates the Summary
table at the bottom of the Budget Detail tab. The Summary table will add all requirements entered in this form and
display them in their appropriate budget cycle. The Summary table will also add, and receipts entered in this form and
display them in their appropriate category/year. The Appropriation row will then calculate requirements minus receipts
and display those amounts in their appropriate budget cycles.

Summa
o 2023-24 2024-25
Total Requirements $0.00 $32,000.00 4
Total Receipts $0.00 $0.00 &
Appropriation $0.00 $32,000.00 -

Move to the top of the Certification form and click on the Budget Overview tab to bring that portion of the form to the
forefront.
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Status: OSBM Draft
Basic Information Positions | Budget Detail | Budget Overview | Altachments
Screen ID -
IBISID :  14TFL
Requirements
Budget Fund Account Number Account Description Yeart Yearz
=) 100276
100276 51110000 EPA-REG SALARIES $0.00 $32.000.00
Budget Fund Totals: $0.00 $32,000.00
Receipts
Budget Fund Account Number Account Description Yeart Yearz
No items to show.
Summary.
2023-24 2024-25

Total Requirements $0.00 $32.000.00| %

Total Receipts $0.00 $0.00|E

Appropriation $0.00 $32.000.00| =
1 >

Export PDF Save Draft Save & Close Validate Retumn To BRU | Delete Request

The Budget Overview tab is a read only tab that reflects the data entered on the Budget Detail screen and it shows
summaries by fund. None of the data on this tab is editable and will not display cost center data.

At the bottom of the Certification 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.

Attachments Tab

Move to the top of the Certification form and click on the Attachments tab to bring that portion of the Certification
form to the forefront.

Certification- Operating ( Title:test BRU:Department of Administration Budget Code:14111-Office of State Human Resources - General Fund )

r Status: OSBM Draft
Basic Information Positions Budget Detail Budget Overview = Attachments

Once the attachments form opens, you may add attachments to your certification entry by clicking on the add attachment
button on the top left.
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[ g ( INUEest BRUUep or Buaget Goge:14111-UIMICe OF State HUMAaN Kesources - General Funa )

Status’ OSBM Draft

Basic Information Positions Budget Detail | Budget Overview = Attachments
Attachments
Add Attachment |‘ Screen ID
IBIS ID - | 14TI8
Attachment Name Attachment Type Attachment Size Date Uploaded ™ Uploaded By

No items to show.

Once you click the ‘add attachment’ button, you will be able to browse the files on your computer and select an attachment
to add to the certification entry. You may also close the window if you clicked the add attachment button accidentally.

0OSBM
July 2024
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