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Generating PDF from Work Queue

Right Click on any record/form from the Work Queue. It would popup a conformational window as shown in

the screenshot.

7cIBIS

LINA

H CARO

M

OFEICE OF S5TATE BUDGE]

View | (OSBM -
| o O Viork Cusue Crisate Mew gt » [ View History ] View Mescages. Filter Criterta | ERU - Wy Defaull BRUS | FromDate- 0712017 = ToDme- 1120207 T3
— My Messages v . Y
sk Regorts Retm Ry Budget Gode  Type Hame st Upted By Lock Las Updstes ™
$ sy conel 124827 Diviskon of Publc Heatn Reviion Correction 1o Fund 1241 088N Drat susertt 141501747 P [
£ Shant Ao ey CLRCAY Departmn of AdTIESIrANon Wiorkaree ol Canogy and G 580 Dral [l FOVEATG0 1109 A
BA-SIOT Deparment of Admenisiration = OSEM Draft suserit 0171107 256 P
13-0003 Drvision of Social Serdces. Sutrmmed T OSBM  Desuser! FOVT10-25 WHAT A
120877 Divesion of Social Senices . Doyou 10 8XpOM the selected form s FOFT Suomsed To OSBM. Dsusert HAT-10-24 1945 AM
110001 General Assemity a Form Type: Ravision 550 Dram Cuser 01008 258 P
AR-RNCV Horth Canina State Lintersity Resferencs Number 12-1827 OS8M Dradt iosuserid 0170918 10045 AM
CLRREL Degantment of Commesce mﬂmw‘mmm SN Dran [l @ FONanEa 301 Fm
GisR Division of Medical Assistance T s o Sunmmed To OS6M  datasceder 0170717 5563 P
GINR Dnvesinn of kil ARERInce Submiied To OSBM  dalaseeder PNTLRAT S5 PR |
G13eR Divesion of Medical Assistance XS L Suomited ToOSEM  dataseeder HATH71T 552 FM il
GIXSR v of Medcal Assolace TR TR TR TN Sutmmed To OSBM  ditisesder FONT0717 552 PM
GA3ENR Divssion of Medical Assstance 14445 Certification NC TRACKS Changes and Enhancements. Submised To OSEM  dataseeder 20170717 552 PM
GITR Dvesian of Medicsl Assstance 14445 Celificaton Personal Cafe Senace Rale: Sutmimed To OSBM  datiseeder 20110817 552 Fm
GI3SNR Division of Mol Assstande: ARIEEY Cetiticaton Gradiste Medcal Education Submmed ToOSEM  datasceder 20170717 552 P
GUONR Drvesion of Medics Assistance 18835 Carmification Management Flexbilty Reducion Sutmined To OSBM  datasesder FOT1T 551 P
G108 Drvision of Mental Heath Developmental Desabl | 14460 Ceftificaton Traumatc Bran injry Piot Submisied To OSEM  datasesdsr 20170717 551 P
G Orvesion of Mental HestnDevelopmental (Hsabil 18360 Certificaton Geniral Assessment and Navgaton ol Frogram Suteniled To OSEM dataseeter FTATAT 550 PM
G111 Division of Mental Heath Devsopmental Disabll | 14460 Cetification Community Education for Substance Abuse Neads Submmed To OSBM  dataseeder 20170717 550 M
G112 Urvesaon of Mental HeathDevelopmental Disabil 14360 Canmhcanon Asgction Tremment Senices. Sutmmed To OSBM  dalasesder 200110717 S50 PM
X113 Dnesion of Mental HeamnTevalopmental [isabll . 18460 Camcation Opaia Dveraase Hapd Response Team Submmed To OSEM  dataseeds 0717 545 P
G Dnvesion of Mental HesthTevelopmental Disatin 12350 Catificaton Feti Lite Sutmemed To OSBM datasesdes 01T 545 FM 3
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STATE BLULGET]

View | (OSBM -
| o O Viork Cusue Crisate Mew gt » [ View History ] View Mescages. Filter Criterta | ERU - Wy Defaull BRUS | FromDate- 0712017 = ToDme- 1120207 T3
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$ sy conel 124827 Diviskon of Publc Heatn 14420 Reviion Correction 1o Fund 1241 088N Drat susertt 141501747 P [
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13-0003 Drvision of Social Serdces. Sutrmmed T OSBM  Desuser! FOVT10-25 WHAT A
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110001 General Assemity a Form Thpe, Ravision OS50 Dram Cumer 01008 258 P

AR-RWCV Horth Canina State Lintersity Resferencs Numiber 12-1827 OS8M Dradt osuseri] 0170918 10045 AM
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GUONR Drvesion of Medics Assistance 18835 Carmification Management Flexbilty Reducion Sutmined To OSBM  datasesder FOT1T 551 P

G108 Drvision of Mental Heath Developmental Desabl | 14460 Ceftificaton Traumatc Bran injry Piot Submisied To OSEM  datasesdsr 20170717 551 P

G Orvesion of Mental HestnDevelopmental (Hsabil 18360 Certificaton Geniral Assessment and Navgaton ol Frogram Suteniled To OSEM dataseeter FTATAT 550 PM

G111 Division of Mental Heath Devsopmental Disabll | 14460 Cetification Community Education for Substance Abuse Neads Submmed To OSBM  dataseeder 20170717 550 M

G112 Urvesaon of Mental HeathDevelopmental Disabil 14360 Canmhcanon Asgction Tremment Senices. Sutmmed To O56M dalaseeder 200110717 S50 PM

X113 Divesion of Mental Hean Tk wsopmental Disati | 14460 Camcation Opaia Dveraase Hapd Response Team Submmed To OSEM  dataseeds 0717 545 P
G Dnvesion of Mental HesthTevelopmental Disatin 12350 Catificaton Feti Lite Sutmemed To OSBM datasesdes 01T 545 FM 3

A PDF view of the form will open in a separate window/Tab where you can Save, Print, or otherwise utilize the

PDF version of the form.
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a @ hupiqaibis negoviibis-webapp/ibisfexportPdi?hizObjld = 130121 3&serverAddrs=http:/iga.ibis.nc goviibls-webapp 2 = & l
File Edit Goto Favorites Help

Fincal Year: 20062007
S1atus: DSEM Draft

Bt Divisan of Public Haath
Budget Code: 14430 - DHHS - Publc Healm

OPERATING BUDGET REVISION - CORRECTION TO FUND 13A1

Stawus: OSBM_Draft

Retesence Number: 12-1017
Revision Typs: 12
Effective Date: 080172017
Approval Dace: 11202017

Recumence: Kon-recamng
Titlex Comection to Fund 1341 inciuded in Base Budget: No
Joumal Eniry Number; NA s Kk AT
Statistory: By Morw Gaant: Mo
‘Special Provision: Ho Change to Existing Grant: bo
Lagmad Salary: b Over realisnd Deparimentsl Recsipts: Mo
Ome-time Salaty Change to Reatignment: Yes
Carry Forwaed: Mo Program Restructure: Mo
Oster: B
o Fund 11 naew ¢ - T O
[SFY 4T DHHS ITD Cotical Neads Transter (12-1811).
, 140930 and. ounty lunds o ROC.
anomed. Dua 5 Ths ST, 3 pos L Rof ikt Thes, in tum,
qa re Fund 1341 appeoved

Cane Quideines DEfore and 2fer gang DN, SENA0es NOUKE
- Prenata Care.
- Prognancy Care Management

OSHM Remarks;

1172012017 12:25 PM

FORM MANAGEMENT BUTTONS

= ¥ s
= X

5@

Across the bottom of most IBIS forms are several form management buttons. These buttons are Export PDF,
Save Draft, Save & Close, Ready to Submit and Delete Request.
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et P—— Funa 1341 - Fupilc Heain |
Etatus: OSBM Draft
Posions Buogel Overview  Attachments
Aatachmants “
And Atachment s ot Screen 10
| = IBISID . RWOT
| Adtachmens Name Amachimen] Typi Anachment Sge Dtk Lipboaaced Uplsacid By
Na Rems to show.
Export POF Save Draf Save & Close vawsate | Retam ToAgency | RewmTo8RU. | Defete Request
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GENERATING PDF

In order to generate a PDF file of a form, click on the Export PDF button as highlighted below

Budget Revision-Operating: [ Tale:Cormection 1o Fund 1341 BRUZ2B0-Division of Public Heaith Budget Code:14430-DHHS - Pubiic Heaith )
sStalus OSEM Dratt
{Basic informaticn Fosifions  Budget Detal | Budget Ovendow | Attachmants.
Attachments
A Atiachment soeen 0 EENEN
S0 RWOT
| Adfachment Name Alachmeni Type Astachment Size e Uploaded ™ Upkoaged By
UssuesCRAnges 4105017 docx 15 563 ki MFuRm? 1B Usertt
; / )

T e

Return To Agency | Relun To BRU | Delele Reques!
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A PDF view of the form will open in a separate window/tab where you can Save, Print, or otherwise utilize the

PDF version of the form.

a & hupiqgaibisnegov/ibis-webapp/ibisfexportPdi?bizObild =1301213&serverAddrs =htip://qa.ibis. ncaov/ibls-webapp 2 = & [
File Edit Goto Favorites Help

7¢IBIS —

ATICAA] JUOCET SMMATON 1T

Fincal Year: 20062007
S1atus: DSEM Draft

Bt Divisan of Public Haath
Budget Code: 14430 - DHHS - Publc Healy
Titke: Comuction 1o Fund 1341
Jounal Entry Number: N

OPERATING BUDGET REVISION - CORRECTION TO FUND 13A1

Stawus: OSBM_Draft

Retesence Number: 12-1017
Revision Typs: 12
Effective Date: 080172017
Approval Dace: 11202017

Rcumence:

umumﬂmém
Iois M FADT

Statistory: By Morw Gaant: Mo
Special Provision: Mo Change to Fusting Grant: Mo
Lagmad Salary: b Over realisnd Deparimentsl Recsipts: Mo
Ome-time Salaty Change to Reatignment: Yes
Carry Fotwaed: Mo Progeam Restrucswe: Ho
Oster: B

Trom Fung Tl ngewd L an xpp T DPH

[SFY 4T DHHS ITD Cotical Neads Transter (12-1811).
, 140930 and. ounty lunds o ROC.
anomed. Dua 5 Ths ST, 3 pos L Rof ikt Thes, in tum,

o Fund 1341

- Prosatal Caoe
- Pregrancy Care Management

Cane Quideines DEfore and 2fer gang DN, SENA0es NOUKE

OSAM Remarks:
1172012017 12:25 PM
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Use the browser contro

e & hitpy/qaibisnc.gov/it bapg/fibis/s

I ", XII

in the upper right corner to close the PDF view.

File Edit Goto Favorites Help

portPdibizObjld=13012138&server Addrs=hitpfqa ibis nc gov/ibis-webapp O ~ &

OPERATING BUDGET REVISION - CORRECTION TO FUND 1341
Status: OSBM_Draft

Fiscal Year: 20182017
Status: OSOM Dran

Jesuimal Entry Mussbar: Nis

11/20/2017 12:25 PM

URU: Dtvmen of FK Weath
Budet Code: 12430 « DHHS - Publit Hodah
Titve: Cortection 1 Fund 1341

IBIS User Guide

The Tueds from Fund 1581

140030 a0

30 (utetarars betore 30 3% G baTh. Saces Roucs

BIAK o0 3 on-mcurtieg banis
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SAVING A DRAFT

In order to save a draft of the form you are editing without closing the form, click the Save Draft button that is
highlighted below. When the button is clicked, a message will appear briefly in the upper right area of the form
stating that the form is saving followed by a “Draft Saved Successfully” message. The form will remain open.

Note: IBIS is designed to save data frequently. For example, every time a requirement or receipt is added to

each respective table, the form saves. The system was designed in this manner to minimize the potential loss of
data.

=== STATUS: BRU_DRAFT ==
'WORKSHEET Il (TITLE: Extended Substance Abuse Services)

Basic Information Positions Budget Detail Other Attachments/References
Screen D RIEISS
IBISID: | TN
Attachments
Manage Attachment(s) Wiew Attachment

D Attachment Name: Attachment Type Attachment Size Date Uploaded ™ Uploaded By
1 350988 October 25 2012 docx. application/vnd.openxmiformats-officed 15913 KB 11/08/2012 IBIS UserS
References )

Add Row Remove Row(s)

References

No items to show.

Export PDF Save Draft Save & Close Ready To Submit Delete Request

Diraft Saved Successfinlly .

-
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SAVING AND CLOSING A FORM

In order to save a draft of the form you are editing and close the form, click the Save & Close button highlighted
below. When this button is clicked, the form will close and return you to the Work Queue.

==t STATUS: BRU_DRAFT =+
WORKSHEET Il (TITLE: Extended Substance Abuse Services)

Basic Information Positions Budget Detail Other Attachments/References
P
screen D : [[[EEE
IBISID: [7UN
Attachments
Manage Attachment(s) Wiew Attachment
D Attachment Name: Attachment Type Atlachment Size Date Uploaded ™ Uploaded By
1 350888 ‘October 25 2012 docx. application/vnd.openxmiformats-officed 15913 KB 11/08/2012 IBIS UserS
References i)
Add Row Remove Row(s)
References

No items to show

——
Export PDF Save Draft Save & Close Ready To Submit Delete Request
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DELETING A REQUEST
In order to delete a form, click on the Delete Request button as shown below.

=t STATUS: BRU_DRAFT ****
WORKSHEET Il (TITLE: Extended Substance Abuse Services)

Basic Information Positions Budget Detail Other Attachments/References
P
screen D : ([N
IBISID: |7UN
Attachments
Manage Attachment(s) Wiew Attachment
D Attachment Name Attachment Type Attachment Size Date Uploaded ™ Uploaded By
1 350888 ‘October 25 2012 docx. application/vnd.openxmiformats-officed 15913 KB 11/08/2012 IBIS UserS
References i)
Add Row Remove Row(s)
References

No items to show

Export PDF Save Draft Save & Close Ready To Submit Delete Request

When the button is clicked, a Confirm delete window will appear. If you do not wish to delete the form, click
the cancel button. The Confirm window will close and you will be returned to the form.

Confirm b4

o Are you sure vou want to delete this request #

QK Cancel
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If you wish to complete the deletion, click on the OK button. The Confirm delete window will close, and the
form will be deleted. You will be returned to your work queue.

Confirm s

o ATE YOU BUME YOU \wlete this reguest 7

. Ok | Cancel
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SUBMITTING A FORM

If you are ready to submit a form, click on the Ready to Submit button as shown below.

=t STATUS: BRU_DRAFT ****
WORKSHEET Il (TITLE: Extended Substance Abuse Services)

Basic Information Positions | Budget Detail Other Attachments/References
o
sereen - [IEEE
1BIS 1D : [ 71N
Attachments
Manage Attachment(s) View Attachment

D Attachment Name Attachment Type Attachment Size Date Uploaded ™ Uploaded By

1 350988 ‘October 25 2012.docx application/vnd.openxmiformats-officed... 15.813 KB 11/08/2012 BIS UserS

References i)

Add Row Remove Row(s)

References

No items to show

Export PDF Save Draft Save & Close Ready To Submit Delete Request
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Selecting the Ready to Submit begins the form validation action. The form validation will examine the form to
ensure all required fields are completed and any required fields not addressed will be identified (in red). Prior
to successful submittal, required fields must be filled.

_—
Please correct the errors m
-
WorkSheet Il
=+ STATUS: BRU_DRAFT ==**
'WORKSHEET Nl (TITLE: Elderly Day Care Coordination)
Basic Information Positions Budget Detail Other AttachmentsiReferences
Please correct the errors in
the tabs marked Red befere
Screen D : lick Sub
Budget Cycle - 2013-15 iz p . | Fou chek submit
Worksheet Type - Increase
Request Type : New program
Department/Agency : Department of Health and Human Services
Divisions of Mental Health/iDevelopmental Disabilities/
BRU : Substance Abuse Services, and State Operated Healthcare
Facilitiies
Division/Institution - Division of Aging and Adult Services
BudgetCode | 14460 E
Title ; |Elderly Day Care Cocrdination Q
Give a brief description of the item or \nit\ativ:ﬂ
Click here for Rich Text Editor SpeliCheck
Problemfissue being addressed:ﬂ
Click here for Rich Text Editor speliCheck @
Anticipated outcome/impact after implementation of changeﬂ
Click here for Rich Text Editor SpeliCheck &g
4 »
Export PDF Save Draft Save & Close Ready To Submit Delete Request

After correcting required field validation errors, click the Ready to Submit button. A message will briefly flash
by that the form has changed state. The active form will close and a read-only version will appear.
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=== STATUS: BRU_READY_TO_SUBMIT ===
Screen ID : WSIIl-Read Only 4
IBIS D : TILK
Budget Cycle - 201315
Worksheet Type : Increase
Request Type - New program

Department/Agency : Department of Health and Human Services
BRU ' Divisions of Mental Health/Developmental Disabilities/ Substance Abuse Services, and State Operated Healthcare Facilitiies
Division/Institution : Division of Aging and Adult Services
BudgetCode : 14450
Title : Elderly Day Care Coordination

Give a brief
of the item or
initiative:

Brief Description

Problemiissue being addressed:

[ issus being |

Anticipated outcomefimpact after implementation of changes:

[Anticipated outcome/impact after of change |
Relation to agency goals and agency key indicators:
[Relation to agency goals and agency key indicators |

Agenda Do more with less
Impact on Governor's Agenda:
[mpact on Governor's Agenda

2. POSITIONS

Positions Requested

FundCode  CostCenter e e T i T |

ocoun Grade/Band | Classification Effective Annual Budgeted Salar Budgeted Salar Retirement

Other FTE FTE
Information Dale (201314) | (201415} | Salary* | (201314) | (2014-15) Program

No items to show

“Midpoint ievel saisry for the classification requestsd unless othenwiss justifisd in the Narrstive ssction sbove.
1 »

Export POF Close Edit Submit To Agency | Submit To OSBM Delete Request

Above is the read only version of a Worksheet Il form in Ready to Submit status, which presents several buttons
across the bottom of the form. These buttons are Export PDF, Close, Edit, Submit to Agency (for the University
System and DHHS), Submit to OSBM, and Delete Request.
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The Export PDF button functions as described above. Select the Close button to close this read only version of
a form and return to the work queue.

*==* STATUS: BRU_READY_TO_SUBMIT **==
Screen ID : WSILRead Only 14
IBISID : 7ILK
Budget Cycle - 201315
Worksheet Type - Increase
Request Type : New program
Department/Agency : Department of Health and Human Services
BRU : Divisions of Mental Health/Developmental Disabilities/ Substance Abuse Services, and State Operated Healthcare Facilitiies
Division/Institution : Division of Aging and Adult Services
BudgetCode : 14460

Title : Elderly Day Care Coordination

Give a b"i'“he o Brist Description
initiative:
Problemiissue being addressed:
[P being |
Anticipated outcome/impact after implementation of changes:
[Anticipated outcome/impact after of change |

Relation to agency goals and agency key indicators:
[Relation to agency goals and agency key indicators |

Agenda Do more with less
Impact on Governor's Agenda:
Impact on Governor's Agenda

2. POSITIONS

Positions Requested

Account Other Effective FTE FTE Annual Budgeted Salar, Budgeted Salar Retirement
Fund Code Cost Center e Account Description ianmation Grade/Band  Classification Date (2013-14) (2014-15) Salary* (2013-14) (2014-15) Program

No items to show.

“Midpoint level salary for the classification requested unless otherwise justified in the Narrative section above.
1 »

Export PDF Edit Submit To Agency | Submit To OSBM Delete Request

i

A Confirm window will appear when the Close button is clicked. Click the Cancel button to cancel the close
action and return to the read only form. Click the OK button to close the form and return to the work queue
where you can see the form request listed with a status of Ready to Submit.

Confirm #

o Are you sure vou want to Cloze this window?

| Ok Cancel
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Logged in
Logout

71 CAROLINA
AND MANAGEME

View: gRu - ivisions of Mental Abuse Services, and State Operated Healthcare Facilitiies |ﬂ‘
~ Home BRU Work Queue
- BRU Work Queue Create New Request v [=] View History [=| View Wessages Filter Criteria | From Date To Date i |
My Messages
s L L i ¥
Ref# Budget Code | Type Name Status Updated By Lock  Last Updated
~aly Advance Reporting
BA-TTS 14411 Worksheet-| Test#3 BRU Draft ibisuser20 2012-11-08 9:50 AM
BA-TISH 14411 Worksheet-| Test#2 BRU Draft ibisuser20 2012-11-08 9:45 AN
BA-TISG 14411 Worksheet-| Test BRU Draft ibisuserz0 2012-11-08 8:45 AN
14480 Worksheet | Elderly Day Care Coordination "VBRU Ready To Submt _ ibisuserS 2012-11-08 11:58 AM
BA-THH 24485 Worksheet-| Add service BRU Ready To Submit  ibisuserS. 2012-11-07 3:35 PM
BA-TIF 14460 Worksheet | test edit after return to bru Returned To BRU ibisusers: 2012-11-07 2:50 M
BB-THU 24485 Worksheet-| Added new service for Umstead Hospital BRU Draft ibisusers. @ 2012-11-07225PM
BB-TIOC 14460 Worksheet-| test 7 Returned To BRU ibisusers 2012-11-07 11:24 AW
BE-7NQ 14460 Worksheet-| test view messages open form Returned To BRU ibisusers. 2012-11-07 10:51 AW
BA-TING 14470 Worksheet-| Test BRU Draft ibisuser21 2012-11-06 8:13 PM
BATIMG 14460 Worksheet-| paftwo windows BRU Draft ibisusers. 2012-11-06 3:46 PM
BATILI 14460 Worksheet-| test two window error BRU Ready To Submit  ibisusers. 2012-11-08 11:50 AM
BA-TIKA 24401 Worksheet-| sdfsdf BRU Draft ibisusers. 2012-11-05 3:20 PM

U4 A page 1 o1 #

Displaying ltems 1-13 0f 13

IBIS User Guide

To re-open the form, double-click on it in the work queue. The form will re-appear in a Ready to Submit status.

To edit the read only form, click on the Edit button.

Screen ID

18IS ID

Budget Cycle

Warksheet Type
Request Type : Hew program

DepartmentiAgency : Department of Health and Human Services

BRU : Divisions of Mental i

Division/Institution ion of Aging and Adult Services
BudgetCode : 14460

Title : Elderly Day Care Coordination

WSlI-Read Only
TILK

201315
Increase

Give a brief

== STATUS: BRU_READY_TO_SUBMIT ===

Abuse Services, and State Operated Healthcare Facilities

o the ttern or BE1 Descripion

initiative:

Problemlissue being addressed:

[ being addressed

Anticipated outcome/impact after implementation of changes:

|Anticipated after of change

Relation to agency goals and agency key indicators:

[Relation to agency goals and agency key ingicators

Agenda: Do more with less
Impact on Governar's Agenda:

[mpact on Governor's Agenda

2.POSITIONS
Positions
Account . Other ’ Effective FTE FTE Annual | Budgeted Salar Budgeted Salar  Retirement
Fund Code Cost Center T Account Description Information Grade/Band Classification Date (2013-14) (2014-15) Salary= (2013-14) (2014-15) T
No items to show.
“Midpoint leve! salary for the clsssification requested unless othenwise justified in the Narrative section above.
1
Export PDF Close | Edit I Submit To Agency | Submit To OSBM Delete Request
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A Confirm window will appear. Click the Cancel button to cancel the edit action and return to the read only
form. Click the OK button to open the form in editable mode and make changes as appropriate.

Confirm b4

o Are you sure vou want to EDMT this form?

| QK Cancel

From the Edit mode, the form will be an active form again with the standard buttons discussed above. Edits can
be made and it can be returned back to a Ready Submit status by clicking on Ready to Submit.

WorkSheet Il

2 STATUS: BRU_DRAFT =+
WORKSHEET Il (TITLE: Elderly Day Care Coordination)
Basic Information Positions. Budget Detail Other Attachments/References

Screen ID . QISR

Budget Cycle : 2013-15 BISID : | 7ILK

Worksheet Type : Increase
Request Type : New program
Department/Agency : Department of Health and Human Services

Divisions of Mental Health/Developmental Disabilities/
BRU : Substance Abuse Services, and State Operated Healthcare
Facilitiies

Division/institution - Division of Aging and Adult Services
BudgetCode : 14460
Title ; Elderly Day Care Coordination 0

Give a brief description of the item or imtialweﬂ
Click here for Rich Text Editor Spelicheck
Brief Description

Problemiissue being addressed:

Click here for Rich Text Editor SpeliCheck 0
Problem/issue being addressed

Anticipated outcomelimpact after implementation of change @

Click here for Rich Text Editor SpeliCheck &g
‘[ p after of change e
1 -~
Export PDF Save Draft Save & Close Ready To Submit Delete Reguest
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In the ready to submit, read-only view, the form can be deleted by clicking the Delete Request button. When
Delete Request is clicked, a confirm window will appear asking if you wish to delete. If you click yes, the form
will be deleted. If you click no, the window will disappear and the form will remain.

WorkSheet Il

== STATUS: BRU_READY_TO_SUBMIT *=*

Screen ID : WSll-Read Only
1BIS 1D : 7ILK
Budget Cycle - 2013-15
Worksheet Type : Increase
Request Type : Hew program

DepartmentiAgency : Department of Health and Human Services

BRU : of Mental t pmental Abuse Services, and State Operated Healthcare Facilitiies
Division/Institution . Division of Aging and Adult Services
BudgetCode : 14460

Title : Elderly Day Care Coordination

Give a brief description
of the item or

Erief Description

initiative: :
Problemiissue being addressed:
[P being addressed ]
Anticipated outcome/impact after implementation of changes:
[Anticipated outcomesfimpact after of change ]

Relation to agency goals and agency key indicators:
[Relation to agency goals and agency key indicators. ]

Agenda : Do more with less
Impact on Governor's Agenda:
[mpact on Governors Agenda

2. POSITIONS

Positions Requested
Account

Fund Code Cost Center Account Description ity Grade/Band Classification

Effective FTE FTE Annual Budgeted Salar Budgeted Salar Retirement
Number Information Date

(2013-14)  (2014-15) Salary** (2013-14) (2014-15) Program

No items to show

*Midpoint leve! salary for the classification requested uniess otherwise justified in the Narrative section above.
1 »

Export PDF Close Edit Submit To Agency | Submit To 0SBM
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From the Ready to Submit state, the form can be forwarded in the workflow by clicking the Submit to OSBM
button.

=== STATUS: BRU_READY_TO_SUBMIT =
Screen ID : WSII-Read Only =
IBIS ID : TIVF
Budget Cycle : 201315
Worksheet Type : Increase
Request Type : New program
Department/Agency : Department of Labor
BRU : Department of Labor
Division/Institution : Wage and hour Bureau
BudgetCode : 13300
Title : Employee Rights

Give a brief
of the item or
initiative:

Brief Description

Problemiissue being addressed:
I

Anticipated outcomefimpact after implementation of changes:

[outcomesimpact |

Relation to agency goals and agency key indicators:
[kPis |

Agenda Position NC for economic recovery
Impact on Governor's Agenda:

[governor's agenda

2. POSITIONS

Positions Requested

Account Other Effective FTE FTE Annual | Budgeted Salar Budgeted Salar  Retirement
Fund Code  Cost Center Number  Account Descripon | Grade/Band | Classificaton 0 01244 201445 Saan 201318) 201415) e
No items to show
“idpoint level salsry for the classification requestsd unless otherwise justified in the Narrative ssction sbove. E
17 B - ) ) - ) »
Export PDF Close Edit Submit To OSBM | Delete Request

When Submit to OSBM is selected, a Confirm window will appear. To continue the Submit to OSBM action,
click OK. To cancel the Submit to OSBM action, click on Cancel.

| Confirm b4

o Are you sure you want to submit this request to OSBM?

oK | | Cancel |

When OK is selected, a message will flash that the form is changing status from Ready to Submit to Submitted
to OSBM, followed by a Status changed successfully message. The form will close and the user will be returned
to the work queue. The form will no longer be displayed in the work queue since it has been moved to the
OSBM work queue.
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Changing status firom
BEIT Eeady To Subrmt to
Subtnitted To OSBM

Note: There is also a Submit to Agency option for the University System and the Department of Health and
Human Services as shown below. This option only exists for these two departments.

=+ STATUS: BRU_READY_TO_SUBMIT ***
Screen ID : WSIl-Read Only -
1BIS ID : 7ILK
Budget Cycle - 2013-15
Worksheet Type : Increase
Request Type : Hew program

DepartmentiAgency : Department of Health and Human Services
BRU : Divisions of Mental HealthiD Di Abuse Services, and State Operated Healthcare Facilitiies
Division/institution : Division of Aging and Adult Services
BudgetCode : 14460
Title : Elderly Day Care Coordination

Give a brief description
of the item or
initiative: -

Brie f Description

Problemiissue being addressed:

[Problemfissue being addressed ]

Anticipated outcomeiimpact after implementation of changes:

I p pact after of change ]

Relation to agency goals and agency key indicators:

[Relation to agency goals and agency key indicators. ]

Agenda : Do more with less
Impact on Governor's Agenda:

mpact on Governor's Agenda

2. POSITIONS

Positions Requested

Account Other Effective FTE FTE Annual | Budgeted Salar Budgeted Salar  Retirement
RaiCoie i oS e Nimpher o ACCOUnE Desciption oo | Gradalbiand | Gesstieatog Date (2013-14)  (2014-15)  Salary™ (2013-14) (2014-15) Program
No items to show
=Midpoint leve! sslery for the classification requested unless otherwiss justified in the Nerrative section gbove: S E
1 >

T
Export PDF Close Edit | Submit To Agency | Submit To OSBM | Delete Request

When the Submit to Agency option is selected (DHHS and University system only), a Confirm window will
appear. To continue the Submit to Agency action, click OK. To cancel the Submit to Agency action, click on
Cancel.
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| Confirm * [

@ Are you sure yvou want to submit this reguest to Agency?

| Ok Cancel

When OK is selected, a message will flash that the form is changing status from Ready to Submit to Submitted
to Agency, followed by a Status changed successfully message. The form will close and the user will be
returned to the work queue. The form will no longer be displayed in the work queue since it has been moved
to the Agency level work queue_.

Changing status firom
BET Eeady To Subtnit to
cubmitted To Agency
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GENERAL IBIS WORKFLOW OVERVIEW
There can be several statuses for a form within the system. The full list of available statuses can be shown by
clicking the dropwdown option above Status in the work queue as shown below. The list shown below is for a
BRU; however, there will be slightly different options for agency and OSBM users.

7ciIBIS

INTECRATED BLDGET IMPORMATION SYa1EM

—

Logged in as Joe White

Logout

STATE OF NOoRTH CARO
OFFICE OF STATE BUDGET AND MANAGE

About

Wiew : |BRU - Department of Administration »
e | BRU Work Queue
+ BRU Work Queug Create New Request v [=] Wiew History  [=] View Messages Filter Criteria From Date : j To Date : j
Ity Mezsages ™ T v 7
| Reports Reft Budget Code | Type Name [«l}ed BY Lock | Last Updated ™
Salary Control All -
AR-4RER 14100 Allotment June Payroll Allotment Al Active @  2013-06-18 9:43 AN
12-0018 14100 Revizion new fund test Agency Draft 2013-06-13 222 PN
sgency Ready To §
140017 14100 Revision Jos Type 14 Test Ageney Ready To Submiy 2013-08-12 11:38 AN
Approved
120015 14100 Revision testtype 14 Approved Infernally 2013-08-12 4:00 P
AR-AQNU 14100 Allotment Casf For Stash BRU Draft 2013-08-12 223 P
_ BRU Ready To Submit
14-0003 14100 Revizion ype 14 Jos Demo 5-28 Deciined = 2013-08-12 228 AN
14100 Fund Code Jog's Special Fund Deleted 2013-06-11 3:04 PM
140008 14100 Revision Type 14 Revision 8-4 Jos OZBM Dratt 2013-06-11 2:57 PM
Planned
23 14100 Certification DOA Expand Returned To Agency 2013-08-11 Z13 P
14100 Allotment June Operating Allotme: Returned To BRU é 2012-08-11 1:45 PN
Submitted To Agency
AR-AQVN 14100 Allotment test6-8-13 Submitied To Agency sd 2013-06-08 2:11 PM
Submitted To OSBM
14-0011 14100 Revizion Fund 1110 Validated By BRU 2013-06-05 Z:52 PN
12-0007 14100 Revision Joe Training 6-4 Type 11112 Valdated 3w O 2013-06-04 11:24 AM

The Submitting a Form section in this user guide details how to submit a specific form. There are other areas of
the system that allow you to track all workflow changes, including the View History, My Messages, View
Messages, and work queue filtering features. Each is designed to provide a user with information to track
workflow changes for each form in the system. For example, if a form is submitted to OSBM then there will be a
record created within View History. For more information on these functions, please consult the other user
guides posted on the IBIS training page.

The diagram on the next page describes the general workflow of the system and what actions can take place at
various workflow stages. This diagram applies to all BRUs within IBIS except for the University of North Carolina
and the Department of Health and Human Services. In those areas, there is also a option to submit to the
agency, which would be an intermediate step between the BRU and OSBM. When a form resides at the agency,
an agency user will have the same basic options available to BRU users but also has the ability to return a form
to a BRU.
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Basic Flow

-[/ New Form Start a new form

From here you can...

Edit the form
Save and Close
BRU Draft Work on the form Create a PDF copy of the form
Delete the form
Mark as Ready to Submit, puts form in read-only mode
Ready to Submit

BRU Functions

Edit the form

Close the form
Review the form in read-only Create a PDF copy of the form
maode before submitting Delete the form

Submit the form to OSBM

From here OSBM can...

h 4

Edit the form

Save and Close

Create a PDF copy of the form

Delete the form

Return the form to the BRU

Validate the form, puts form in read-only mode

Submitted to OSEM OSEM receives the form

Validatad

Edit the form
Close the form
OSBM reviews the form in read- Create a PDF copy of the form
only mode before approving Delete the form
Return the form to the BRU
Fully Approve the form

OSBM Function

B S

/ ) The form is approved by
Fully Approved 0SBM
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