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Home and Admin Menu

Log into IBIS using your NCID and NCID password. Once the login window has closed, you are presented
with the Home page.

Logged in as IBIS Userg  Logout About

STATE OF NORTH CAROLINA

View . BRU - Department of Agriculture and Consumer Services ‘
v Home BRU Work Queus
-4 BRU Work Queue Create New Request v (=] View History  [=] View Messages Filter Criteria | From Dats i ToDate: it
Iy Messages T |
. | l—‘v_! ¥
~all8 Reports Reft BudgetCode  Type Name Status Updated By Lock  LastUpdated ™
% salary Control =
No items to show.
A Admin Ud dpage 1 or1 b bl Displaying tems 0- 0 of 0

The Home page is divided into left and right pane viewing areas. The left side contains a Home option
and an Admin option. These will be explained in the following sections of this user guide.

%  Home

4§ BRU Work Queue
----- My Mezzagesz
..... sls Reports

... $ Salary Control

A Admin
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The right side defaults to a work queue. This will be a Budget Reporting Unit (BRU) work queue, an
Agency work queue, or OSBM work queue depending on your login credentials. The example below
shows a BRU work queue.

BRU Work Queue

[ Croate New Request » ] View History  [7] View Messages Filler Critaria | FromDate: 07012017 (] Topae: 1120207 59
- = = '_r.

Rt Budget Code Type Name Stalus Updated By Lock  Last Updated ™

12-0016 14100 Revision Sarme Tille BRU Drafl isuser ] 2017-11-07 337 PM -

110001 40467 Revision Some Tite BRU Draf wisuser1 2017-11-07 201 PM

120015 14100 Rewision 1121 10 Corect BR12-0319 BRU Draf dataseeder 2017-07-31 11:01 AM

12-0004 74100 Revision 721570 Corrent BR 120105 BRL Dran dataseeder 2017-07-31 11:01 AM

120014 14100 Resision 1241 Correct Salary Control for MIS BRLU Dran dataseeder 2017-07-31 11:01 AM

12-0009 24100 Revision 2065 To Comrect Satary Control BRU Draf dalaseeder 2017-07-31 11.01 AM

12-0003 24105 Reision 2068 Correct FTE Count 60013524 BRU Draf dalaseedes BOTO7-31 1101 AM

12:0001 24102 Revision 2248 Correct FTE Count 60013924 BRU Dran dataseeder 2017-07-31 11:01 AM

120013 14100 Revision 1851 Correct FTE Count 60013924 BRU Dran dataseeder 2017-07-31 11:01 AM -

120008 24100 Resision 2093 Correct Satary Cantrol BRLU Draf dataseader 2097-07-31 11:01 AM

120012 14100 Revision 1311 Realign Postion 60013778 BRI Draf dataseeder 2017-07-31 11:01 AM

120001 4104 Revision Ta Budget Transter from GF 1o 5F for ATS BRLI Drah datiseedes 2097-07-31 10,55 AM

12-0007 24100 Rewision 2791 Realign revenues 438165 o 435500 BRU Draf dhatisendes FOITOT-31 1055 AM

120011 14100 Rewision To Realign Salary Control BRU Draf dataseeder 2017-07-51 10:55 AM

120006 14100 Resision 1311 Reverse Adgnment of Position 50013818 BRU Oraf dataseeder 2017-07-31 10:59 AM

120006 24100 Revision 2327 Increase Funding of Salary/Benefits BRU Draf dataseeder 2017-07-51 10:50 AM

140002 24105 Revision 2858 Realign Revenue Accts BRU Draft dataseeder 2017-07-31 10:50 AM

12-0003 74100 Reision 7511 Realign Position G003778 BRU Draf dalaseedes 2097-07-31 10:58 AM

120005 24100 Resision 37 Realign Posilion 50013770 BRU Draf dalaseedes BOMT-O7-31 1058 AM

12:0003 14100 Resision 1111 Increase BgL o 50013849 BRU Dra datasieder 2017-07-31 1059 AM

120001 24108 Revision 2858 Bagl New Posiion 65024595 BRU Dran dalaseeder 2017-07-31 10,59 AM

140002 14100 Revision 1731 1734 1781 My Bud from 532440 to 532447 BRU Oraf dataseader T3 1059 AM 3

4 dpage1 o1zl Desglarying Merms 1 - 30 of 38

The left menu presents four navigation options under the Home header: BRU Work Queue, My
Messages, Reports, Salary Control. Admin is another option located at the bottom of the screen. Clicking
Admin will bring forth a separate set of options, which will be covered later in this user guide.

% Home

ﬁ BRU Work Qusue

..... Iy Mezzages

.ale Reportz

i o Salary Control

A Admin

Clicking on the BRU Work Queue option will bring the user back to the default Home page view as
shown below.
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Create New Request =[] View History (] Visw Messages Filter Criteria | From Date: 071012017 5] Topate: 11202017 5
I > ¥
Reti Budget Code Type Hane Stalus Upetalest By Lock  Last Updated *
12-0016 14100 Revision Sorme Titie BRU Draf isuser 1 20171107 337 PM
11-0001 40467 Revision Some Tine BRU Draft Disuser 2017-11-07 201 PM
120015 14100 Revision 1121 10 Comect BR12-0219 BRU Draft dataseeder 201707-21 11:01 AM
12-0004 74100 Revision T21ETI0 Correct BR 12-0105 BRLI Draft dataseader 2017-07-31 11:01 AM
120014 14100 Reviaion 1241 Cearect Salary Control for MIS BRU Drant aataseeder 2017-07-31 11:01 AM
120009 24100 Revision 2065 To Commect Satary Conlrol BRL Draf dalaseeder 201707-31 11.01 AM
120002 105 Revision 2868 Correct FTE Cound 60013524 BRL Draft dalaseeder F09T-07-31 11.01 AM
120001 24102 Revishon 2248 Comect FTE Count 60013924 BRU Draft dataseeder 2017-07-31 11:01 AM
120013 14100 Revision 1861 Cofrect FTE Count 60013924 BRU Draft dataseeder 2017-07-31 11:01 AM L
| 120006 24100 Revigion 2093 Correct Satary Cantrol BRU Draft dataseader 201707-31 11:01 AM
120012 14100 Revision 1311 Realign Position 60013778 BRU Draft dataseeder 20170731 11:01 AM
12-0001 104 Rewision To Budge! Transter from GF o SF for ATS BRLU Draf dhalasender F01T-07-31 10 55 AM
120007 100 Renision 2T91 Realign revenues 438165 to 415500 BRU Draf chabaseeder FOUT-07-31 10 55 AM
12-001 14100 Reviskon To Reaign Salary Controd BRU Draft datasseder 2017-07-21 10:55 AM
120006 14100 Revision 1211 Reverse Algnment of Position E0013818 BRU Draft dataseeder 2017-07-31 10:59 AM
12,0006 24100 Revision 2327 Increase Funding of Salary/Benefs BRU Draf dataseeder 20170731 10:59 AM
140002 24105 Revision 2856 Realign Revenue Accts BRU Draft dataseeder 20170731 1059 AM
12-0003 T4100 Revision 7511 Realign Position 60013778 BRLI Drafl dalaseeder 2017-07-31 1055 AM
12-0005 24100 Revigion 2127 Realign Posilion 0177 BRU Deaft dalaseeder F09T-07-31 1055 AM
12-0003 14100 Revision 1111 Increase Baglios 60073849 BRU Dran dataseeder 2017-07-31 10.59 AM
12-0001 24708 Revision 2858 Bagl Mew Postion B5024596 BRU Dran dalaseeder 2097-07-31 10:5% AM
140002 14100 Revision 1731 1734 1781 Wv Bud from 532440 to 532447 BRU Draft dataseeder 2017-07-31 10:58 AM E
4 A page 1 oz b bl Displaying e 1 - 20 0f 38

Clicking on the My Messages option displays the My Messages detail in the right pane.

wiew | BRLY - Department of Adminisiration

| Home
| B BRL Work Cusus

by Fepons
% Satary Conirol

- ~ STATE OF NORTH CAROLINA
—— EMFFICE COF STATE BLIDGET AND y MENT
| AP Work Cusue. |
Crente New Request ~ | View History 7] View Messages. Filter Criteria FiomDae 0742017 T To0aie 11202017 E |
- " -l
Rty Buagel Code Type Name Status Lipdatied By Lock  LastUpdated ™
120016 14100 - Some T A1 Dram et 171107 337 P
110001 a0t Revision Some Tite BRU Draft Bisumert 200TNOT 201 PM
120005 14100 Fenson 121 1o Comect BRIZONS Ry Oraf Asmseedsr FOTTOTA1 110 A
120008 4100 FRemon TRUMTIN0 Corect DR 120105 AU Dran dstaseeder 270721 1700 AM
120014 14100 Revdion 1241 Comect Salary Control for 1S BAU Dean Astaionded 201707-31 1101 AM
120009 2400 Revision 20655 To Conet Sty Control BRU Draft dtirseeder 20170731 1100 AM
12-0003 4108 Revision) 2553 Comect FTE Count 60013924 BRU Draft AFEend 0NTL7-31 1101 AM
120001 200 Revmon 2248 Corvect FTE Count 60013524 BRY Draf detseeder TR 1107 AWM
120013 14100 Fevtsion 1851 Comect FTE Count 60013304 BRU Crat dataseeder 0170731 1101 AM =
12-0008 24100 Rtsion 2553 Cormect Satary Control AL Oraft Adarasonder. BOATO7-31 1100 AM
120012 14100 Resdtion 1311 Realgn Posiion 60013778 BRL Dran datasender 20170731 1101 AM
12-0001 4104 Retsion To Budget Trarster fiom GF 10 SF ke ATS BRU Draft datasonder 70731 1059 AM
12-0007 24100 Feevision 731 Realign revenues 435165 10 435900 BRU Craf dRASEO0 201707-31 10.59 AM
120011 14100 Ftsion To Realgn Satary Conirol EAU Draft dataonder 20170731 1055 A1
1240006 14100 Fision 1311 Rriverse Abgnment of Fosition 50013818 BRY Dran dstmseeder 17731 1055 AM
120005 24100 Ravetiion 2337 Increase Fending of SalaryBenesits BAL Cran el F0NT-O7-31 1055 AM
140002 2408 Revtscn 2068 Fiealgn Revenoe Accts BRI Craf dataseeder 20170731 1055 A
12-0003 T4100 Resion 7511 Realgn Postion 60013778 BRU Draft daasend AT07-31 1059 AM
120005 24100 Resion 32T Fosalgn Posmon S0013TTE BRU Oraft dieedsr 20170731 1055 AM
120003 14100 Fevson 1111 Increass Bagl ke 60073048 WAL Dran dstaseeder 20170731 1056 AM
120001 208 Futnion 2058 gt New Postion E5024896 BAY Cran dsmmseeder 20170731 1055 A
140002 14100 Fevison 1731 1734 1781 My B from 532440 10 532827 BAU Oran Aummseder FNTOT31 1055 AM = |
Iddpoger oz b bl Ditsplaying tems 1 -30 of 38

My Messages provides internal system communications and updates about each form within the
system. Click here for detailed instructions about My Messages.
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Clicking on the Reports option will cause a second window to open and allow the user to access and run
IBIS reports.

nc.gov/ibis-webapp/BIS.h U%20%20%20°%20-%20Depar tment %200f%20Agriculture %20and % 20Consumer %205er

-
i8] htp://qa.ibis.nc.gov/ibmcognos/cgi-bin/cagnas. caizb_actior B | B2 | #2 1|  ||[=] &ing L~
7cIBIS o
Public Folders - IBM Cognos Connection _
View : BRU - Department of ult
BM Cognos Co 0 B e
v Home
..... A BRU Work Queve GE: Public Folders My Folders [
My Messages. Public Folders ICTEEREE YR XIEDn
Entries: [1 - O | [1][«]¥][»1
% Salary Control
| |vameg | Modified & | Actions
I [ stendard Reports April 2, 2013 2:17:37PM ' More....
™ @ IBIsReports April 1, 2013 2:47:28 FM B More...
I [ Department of Insurance April 9, 2013 11:15:08 AM ' More....

Detailed information on the Reporting functionality can be found in the report user guide located on the
IBIS website.
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Clicking on the Salary Control option displays the Salary Control information in the right pane.

72CIBIS

Logged in a5 1813 Usertt
: oF NorTH C

Wiew | BRI - Deparsnent of Adenistration

v Home Contral
i BRU Work Quene Berom - 2T | Flscal Yeur  (8) 20172008 (20102019 Refresh o Search
My Messages
Ja Fapors Buggetcose  Descnpton FundCooss  Descripton Accourn Descripton Transackon I Actual Diae Effbctive Date  Postion #

I HoAx Conem . No e o shaw 10 RETS 10 Show, Ho fems 10 Show.
{24100 DOA - Special
| 24102 DO - Special Feverme
{24108 DO - Special Revenus - infer
| 74100 DOA - Intemal Service
|\ Tat0a DOA - Infomal Service - Soecial |7 !
iddpramge1 o kil B4 4 page 1 # i4 4 Page 1 ] 4 A page 1 el
Detabed View © (8} Autn () Budget Code () Pund Cose {JActount () Transacson @ 5D Asdaguument Transachon ] Expont to Excel
Code Titie BISFTE Beacon FTE 1665 Buriget Beacon Salary Salary Reserve o w
14100 DOA - Ganeral 0.000 0000 s0.00 sa00 s000 o
24100 DO - Specal o000 0000 5000 5000 5000 o
22102 DO - Specal Revenve 0.000 0000 $0.00 000 5000 [
24105 DO - Specil Revenue - Inte 0000 0000 5000 s000 5000 o
Taton DO - iemal Benios 0.000 0000 80,00 sa.00 s000 o
Ta103 DA - Infiemat Service - Spec o000 0000 5000 5000 5000 o
A admin

Detailed information on Salary Control can be found in the Salary Control user guide located on the IBIS
website.

At the bottom of the left pane is an Admin option.

% Home

...... # BRU Work Queue

- My Mezzages

A Adrnin

Clicking on the Admin option will display three sub-menu options: Program Crosswalk Maintenance,
Organizational Structure Maintenance and Fund Purpose Maintenance. Depending on budget
development timing, the Program Crosswalk Maintenance option may or may not be displayed.
v Admin
.0 Program Crosswalk Maintenance
.4 Organizational Structure Maintenanc

.6 Fund Purpose Maintenance

Detailed information regarding Admin functionality, such as creating new budget and fund codes, can be
found in other user guides located on the IBIS website. This document focuses on the Home menu and
work queue and their features and functionality.
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Create New Request
The BRU Work Queue presents several options across the top: Create New Request, View History, View

Messages, Filter Criteria (header), From Date and To Date.

BRU Work Queue

Create New Request « Ij View History Ij View Messages Filter Criteria From Date : E To Date : E

The Create New Request function presents a dropdown list where you can select from many forms and
functions. Depending on budget development timing, some options may or may not be active such as
Worksheet |, II, and llls.

Create New Request v | | View|
| | Budget Revision »
|| Budget Allotment »
| —| Budget Certification 3
Eg

| = Work Sheet | »

|2 Work Sheet Il
|2 Work Sheet Il

Ed

| Strategic Planning Form

Page 8
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To make a selection from this list, move your cursor/pointer to the preferred option (which will become
highlighted) and click on it. Some items will have additional sub-menus as shown below.

Create New Request v | | ViewHistory | | View Messages
| —| Budget Revision 3
Type
| —| Budget Allotment 3
| —| Budget Certification 3 Revision
Revision
=g
Revisio]
R
| —| Work Sheet | M | a Increase/Decre
| Work Sheet Il
|- Work Sheet 11l g Actual
= Revision
Revision
[ Strategic Planning Form Revision
12-0012 14100 Revision

Selecting any of these options will open a “Basic Information” window. This window is discussed in
depth in each of the form training documents and will not be addressed in this user guide. For specific
form information, visit the other user guides located on the IBIS website

View History
The View History button allows you to see the workflow history of a selected item in the work queue.

BRU Work Queue K”-

Create New Request ~ I:l Wiew History | I:l View Messages Filter Criteria From Date : E To Date : E

Clicking on the View History button without having first selected an item in the work queue will result in
the following message displaying:

Note o

Please =zelect a Work em to view its History.
d

e

Lok |

Click on OK to close the message window and return to the work queue.

To properly display a form’s history, highlight an item in the work queue, click on the View History
button and the work item history will be displayed as shown below.

Page 9
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Work Item History Window
Rt Budgel Code Type Name Previous Status Status Updated By Date
12-0377 14440 REviSon Increase CSE $25 Fee Budget CURRENT Mot Availabie Submitted To OSBM ibisusertt 2017-10-24 1146 AM
12-037T 14440 Revision Increase CSE 5295 Fee Buoget Agency Ready To Submit Submitied To OSBM aataseeoer 2N7-07-14 452 PM
120377 144340 Revision Increase CSE $25 Fee Budget HISTORY BRU Ready To Subm Submitted To Agency dataseeder 70714 325PM

The Work Item History Window displays information regarding the workflow movements of the item
selected from the work queue. The Work Item History Window replicates the display of the Ref #,
Budget Code, (form) Type and Name (title) fields as displayed in the Work Queue, followed by the line
indicator (Current or History version of the form), Previous Status, Status, Updated by and Date
information.

There can be several different statuses displayed for a form. The View History feature is designed 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. 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.

Page 10



7CIBIS

Home Menu and Work Queue Overview

IBIS User Guide

Basic Flow
/f New Form Start a new form
Y
w
c
kel
£ BRU Draft Work on the form
c
=
[l
=
&
Y
. Review the form in read-only
T mode before submitting
Y
- Submitted to OSBM OSBM receives the form
o
-
5]
=
=
(Tl
s Y
o
v
o . OS5BM reviews the form in read-
Validated .
only mode before approving
Y

(/ ) The form is approved by
Fully Approved OSBM

From here you can...

Edit the form

Save and Close

Create a PDF copy of the form

Delete the form

Mark as Ready to Submit, puts form in read-only mode

Edit the form

Close the form

Create a PDF copy of the form
Delete the form

Submit the form to OSBM

From here OSBM can...

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

Edit the form

Close the form

Create a PDF copy of the form
Delete the form

Return the form to the BRU
Fully Approve the form

Forms can be opened from the Work Item History Window by double clicking on a form. The form will
be displayed in read-only mode and it can be exported to a PDF from this view by clicking on the Export

PDF button in the bottom left corner of the screen.
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Receipts

Account

Justification

Federal Receipts
1

Basic Information

Biennium : 2011-13
Quarter: 3
Budget Code - 13700-Agriculture and Consumer Services - General Fund
Reference Number : AR-106K4

Title - KC's 2212013 allotment

Home Menu and Work Queue Overview

Budget Allotment-Operating: (Ttle: KC's 2212013 allotment , BRU: 100-Department of Agriculture and Consumer Services , Budget Code:13700-Agriculture and Consumer Services - General Fund)

=== STATUS: RETURNED_TO_BRU ==

Fiscal Year

BRU

Effective Date
Request Type

IBIS 1D

2012-2013

Department of Agriculture and Consumer Services
0212112013

Operating Allotment

10645

EIBEIEE | SpeliCheck @

[This is a justification for KC's 2212013 alliotment

Account Allotment Amount

1300(-Personal Services 50
200(-Purchased Services 50
3XCK-Personal Services £50,000
430CK-Property, Plant and Equipment 50
SX3X-Other Expenses and Adjustments 2,500
EX00(-Aid and Public Assistance 0
TXXX-Agency Reserve 50
EX00(-Intergovernmental Transactions 50
Planned Requirements $52,500

Aliotment Amount

0

IBIS User Guide

Export PDF

mn

My Messages
To view messages attached to a form, highlight the form in the work queue and click on the View
Messages button at the top of the work queue.

¥

View | OSEM "
v Home GSEM Werk Qusus
i 0S5 Work Queve | Create New Request » (] View Hestory. FiterCritoria  BRU . | My Defauf BRUS IO T ToDame: MR0RNT o
ity Messsages I e
ol Fegorts - BRY Budget Code Type Hame stas Lock k3 Updated ¥
s 110001 Genesl Assemiy 40611 Revision Test 3K2 OSEM Drat 0971130511 P
A o A ey | 121927 Dwvesion of Pubéc Heath 14430 Revision Comection 1o Fund 1341 OSEM Draft FOT-41-20 1229 PM
{CLREAY Depariment of Adminsiration Worisheet 1 Green Square Canopy and Giass Rpiacement OSEM Drat 171920 1305 AM
BASIOT Deparment of Ao 14100 Woriheet Test wit OSEM Drant FAT-107 756 A
| 12-0003 Dovson of Social Servces 44z Rvision Increase CSE §25 Fee Budget Submited To 71055 042 AM
12-0377 Dwvesion of Socal Services 14440 Revision Increase CSE $25 Fee Budgel Submitted To OSEM 01T-A0-24 11,46 AM [
[ ARG Norih Cavouna Statn Lneversty ) Py 1534 390 Aok 300,000 TsEm Dran TOT7-06- 15 10,40 AM
| eramsL Depariment of Commerce 14600 re— TEST TEST IGNORE T 58N Drat @ ATOTSA0PM
G131R Dovson of Medical Assistance 14445 Centcanon Compensaton Increase Resorve Submitted To OSEM FT-07-AT 553 M
|atam Eivsion of Medical Assistance 14445 Cerifcaton State Retimmert Contributons Submited To GSEM HAT-0717 553 PR

The Work Item Messages Window will open and display all messages associated with the selected form.
Messages are generated when a form moves through the IBIS workflow process. OSBM can also return
forms with messages attached. This will be displayed in the user message highlighted below.
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Work Hem Messages *
Title Created Date Form
4 Conference Report #22 has been Returned To BRU 2013-04-21 08:24:41.760000000 Open Form
Created By: | jwhite
System Message:
Uzer Meszage: | Correct the appopriation transfer amount and re-zubmit to OSBM. 1

The Work Item Messages window displays any messages attached to the selected form, and the multiple
workflow versions of that form. Next to each line appears an Open Form button which will open a form
as it looked at that state in the workflow.

Work tem Messages *

Title Created Date Form
2012-04-21 08:24.41.750000000

4 Conference Report #22 has been Returned To BRU Open Form

Created By: | jwhits
System Message:

User Message: | Correct the appopriation transfer amount and re-submit to OSBM.

The Open Form button will open the form in read-only mode where the user can only Export the form as
a PDF or close the form.

| Budget Revision-Operating: { Title:Conference Report #22 BRU:210-Division of Aging and Adult Services Budget Code:14411-DHHS - Division of Aging and Adult Services )

*==* STATUS: O0SBM_DRAFT ==

)

Biennium : 201112
Fiscal Year: 2012-2012
Reference Number - 11-484Q
Status : Returned To BRU

DepartmentiAgency ©
BRU :
BudgetCode
Revision Typs -
Effective Date :
Approval Date ©
Recurrence
Engd Date :
Title :

Iz thig revizion authorized 4 General Statute?

Is this revision authoriz

¥ Special Provision? :

Export PDF

Department of Health and Human Services

Divizion of Aging and Adult Services

14411-DHHS - Division of Aging and Adult Services
1"

0T0ZNZ

Conference Report #22

Ho
No

Close
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My Messages is also available through the left pane options displayed under the Home menu. This
option is highlighted below. Clicking this option will show a My Messages window on the right side of

your screen.

7%cIBIS

View CS8M -
v Home iy Mazsages
i 0SB Work Queue | Fier Criteria | BRL | My Detal BS00S

e |"""‘-i

wly Reports Ty
 Satay Contred

EFICE 1

« | FromDate 10202017 = ToDme 11202007 5

Tite
Comection 2 Fund 1241 has boen OSEM Draft

Mew Fird Titke: has besen BIALY Ready To Subma

Pew V51 Request increassDeciease fs beén Feques] Deleled
Sate Level FICA has been Request Deleted

Unread hessages Cety

Creaned By
18IS Usertt
1845 Usert1
S Lsertt
1815 Usert

Logged in a5 45 Usert1 M

or NorTH C)

TATE BUIDGE T ANIDY MA

ROLINA
AVCGEMENTT

pate ™
FNT1-201207 PM
2017-11-08 309 P
20171107 314 PM
0171107 305 PM

Revision
3 Smiet And Saspoy ! Fund Coge
Workshen!d
WWorksheet
~ Admin B4 4 Page 1

ot1 b il

Dsplaying lerms 1 - dof 4

The view has four column headers as shown below: Type, Title, Created By, and Date.

Type Title Created By
Revision Corection b Fund 13A1 has been O50M Dralt 1BI5 User1d
Fund Code Mew Fund Title has been BRLU Ready To Submit 18IS User11
Worksheet-| Hew W51 Reques! IncreaseDecrease has been Reques! Deleted 18IS User1d
Worksheet-| Sate Level FICA has been Request Dejeted IBIS User11

Date ™
H7T-11-20 1207 PW
20171108 3:00 P
HNTA107 314 PM
HNT11-07 309 PM

To view a message associated with a form, double click a displayed item. A Work Item Messages window
will appear that displays information about the selected form.

You may also sort the My Messages screen by clicking the dropdown arrow above type, selecting an

option and clicking the filter button

BRI | My Defaul BRLS

‘.f.

| FromDaie: 10202017 9 ToDaw. 11202017 Unvead Messages Only

Wiew {=
v Home My Messages
“ CSBM Work Queve Filter Critenia.
My Mizssages
oy Reports
Satary Concrol [
¥ | Anctment
& Shont And Snspoy H e ok
| Cenfication
| Fund Code
|/ 5P Data Form
| Revion
[E
| Stravegic Pannig
‘Worksheet-|
WWorksheet-ll
| Worksnest i

Tie

Cormecton 10 Fund 1341 hiss been OSM Dl

Hew Fund Title s been BRL Ready To Submst

ew W1 Request increasa Decteins has been Request Deted
Sate Level FICA Ras boen Ruquest Delsted

Created By
18NS sty
1S Usert
18IS Lserty

1BIS Usertt

Date ™
20079120 1207 P
20171108 3:09
NTA107 1L PM
071107 3:09 PM

This will display messages associated with a particular type of form. In the example below, a revision

filter was used.
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My Messages

Filter Criteria Division of Aging and Adull From Date : j To Date : j [ unread Messages Only
Revizion v

Type Title Created By Date ™

Revizion Conference Report #22 has been Returned Te BRU Jog White 2013-04-21 824 AN
Revizion Staff Costs Funded by PCAST haz been BRU Ready Te Submit Helen Tack 2012-04-16 12:32 PN
Revizion Budgst Existing LTS Grantz has been BRU Ready To Submit Helen Tack 2013-04-16 12:25 PM
Revizion Non-Profit Contract Reduction has been BRU Ready To Submit Helen Tack 2013-04-16 11:54 AN
Revizion Non-Prefit Contract Housing Program has besn BRU Ready To Su... Helen Tack 2012-04-18 11:47 AN
Revizion test has been BRU Ready To Submit Joe White 2012-04-18 10:38 AN
Revizion Realign Retirement Accounts for Clozing has been Validated By B... Helen Tack 2012-04-11 2:01 PM

My Messages can also be searched by title. To do so, type in a title, word, phrase, etc. above the Title
field and click filter. In the example below, the word Staff has been typed in the title search field.

My Messages

Filter Criteria IDi'-iSiEm of Aging and Aduli From Date : E To Date : '3 [F] Unread Mes=ages Only

Revizion v | Staff T

Type Title \ Created By Date ™

Revigicn Cenference Report #22 has been Returned Te BRU Joe White 2013-04-21 8:24 AN |7
Click filter to return search results. In the example, one budget revision was returned based on the
search criteria.

My Messages

Filter Criteria Division of Aging and Aduli From Date : 'E To Date : 3 [ unread Meszages Only

Revision v | Staff k- d

Type Title Created By Date ™

Revizion Staff Costz Funded by PCAST has been BRU Ready Te Submit Helen Tack 2013-04-15 12:38 PM

Filtering and Sorting

There are various options available for filtering and sorting what is shown in the work queue. One
option is to filter by date. There are From Date and To Date fields, which, when utilized, will filter work

gueue items that do not fall within a specified date range.
BRU Work Queue

———

To use the date range filter, enter a start date in the From
the date from the calendar next to the field.

Create New Request » [=] View History [=] View Messages Filter Criteria From Date - '3 To Date - '3
All v All Active v <|
Ref# Budget Code ™ Type Name Status Updated By Lock Last Updated
BB-10888 14710 Worksheet-1 More meney for Kathleen Craw ford® BRU Ready To Submit  ibisusers 2013-03-12 2:34 PM
14710 Budget Code KCCode BRU Draft ibisusers 2013-02-01 4:06 PN
13700 Worksheet-ll KC's Increase request March 2013 BRU Draft ibisusers e\ 2013-03-12 258 PN

Date field either by keying it or by selecting
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IH 4 Feb2M3 » »

3u Mo Tu We Th Fr 5a
1 2

3 4 5 68 7 3§ 9
< 10 11 12 13 14 15 16
17 18 1% 20 21 22 23

% 24 25 28 27 28

Today Cancel

Repeat the same action in the To Date field. The From Date needs to occur prior to the To Date in order

to be a valid range.

From Date : 10/20/2017 j To Date :  11/20/2017 j

To complete the filtering process click on the Filter icon, which is a funnel ?on the line below the date

range filters. The icon is highlighted below.

My Messages

Tl

i Filter Criteria = BRU - My Difiull BRUS ~ | FromDate: 10202017 T Topale. 1202017 T Unraad Messages Only

| s L] Created By Date ™

| Revisan Cormeclion o Fund 1347 his been OSEM Dran IE1S Userl 2017-11-20 1207 PR
| Fund Coge New Fund Title has been BRU Ready To Submit IBIS Usarti 2017-11-08 3:09 PM

| Waorkshees-| Mew WS1 Request increase/Decrease has been Request Deleted IB4S Userti 2071107 314 PM

| IB1S Usertt 2017-11-07 309 PM

‘ Worksheet- Sale Level FICA has been Request Deleted
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Prior to filtering, the work queue may contain many pages of items. After applying a filter, only the
defined set will be displayed. The bottom of the screen displays indicators of the number of pages in
the work queue as well as the number of items being displayed per page.

View (e 2] -
= Home My Maszages
- | Fmer Criteria | BRU | My Detaut BRLS | FromDam: 002016 TN ToDwe; 11202017 T[] Unead Messages Only
My Messages IRx_-\ns-oﬁ L3 ¥

o Regons pe Toe Croated By Date *

g fvisson Conrection 10 Fund 1341 has been OSEM Dran S Liser1 FNT1:20 1207 B

S A0 Ang Ao Revision Test SK2 has been OSEM Dran 8IS User FT-10-09 245 P
Reiason Test SKZ has been BRU Dral S User1t 20170920 508 PM
Revision Test SKI has been BRU Ready To Submit EBIS Useri 20MT09-28 807 PM
Revision Test SK1 has been BRU Ready To Sutmt HHS User1 2070820 8.05 PM
Reswision Test Type14 fute 2 has been BRU Drat IBIS Users HAT-DE-09 F43 AM
Revision Test Typet4 Rube 2 1 been Vasdated By BRU B Users 270809943 AM
Revision Test 14 nue1 has been Vakdaed By BRU 18IS UserS 201T7-08-09 40 AM
Revision Test 14 nae1 has Deen BRU Draft BIS Users 2017-08-09 540 AM
Reswision Test 14 nae1 has teen Vakdated By BRU IBIS Users A T-DE-09 F40 AM
Rewision Test 14 nie1 nas been BRU Draft IS Lisers 2017-08-09 937 AM
Revtsion Test 14 nde1 Fas been Vakiaied By BAU IS Lsers 2017-08-09°957 AM
Revision Test 14 nae1 has Deen BRU Daft 18IS Users 2017-08-09 9 36 AM
Revision Tmuminumnumagsuu 185 Users 2017-08-09 936 AM
Rewision Test 14 nie1 nas been BRU Draft IS LiserS 2017-08-09 9.3 AM
Rewiaion Tt 04 rute Mo Dewen Valdaed By BRU IS Users 2070809 93 AM
Revision Teest oid Typetd rule nas Deen Vasdated By BAL B3 Users F017-08-09 9 74 AM
Renvision ‘“UEHS-WWWMMVMMW Duna Seader 2MTOTAT 536 PM
Rewision 2501 - UERS-Power School Budge? has Deen V; v OSEM Data Sended 2NTOTAT 536 PM
Rewision 1808 UERS - Power School Budget has been OSEM Or. Duna Seeoe’ 2MTOTAT SN P
Revision 2501 - UERS-Power School Budge! has been OS8M Draf Dara Seeder 270747 530 PM
Im Buaget Revenue tof June 2017 fas been BRL Dratt Duna Seader 2MTOTAT S PM

y—thm ] G4 drage 1 o2z b b Déspiayng Nems 1 - 25 of 57068 l
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After entering a date range and clicking on the filter icon, the number of work queue pages has been
reduced as shown below. The date range remains displayed in the criteria boxes. The standard default
view of the work queue is to display 25 active items starting with the most recently updated and going
backward in time.

View | OS50
w Home My Massages
T OSBM Wark Cueus | FmerCrinia | BRU- | My Defaui BRLUS = Imem« BOVAIE T ToDale: 11209017 3' Unread Messages Only
My Messages Fvsion E -
ol feponts | Tipe Tise Croated By Da ™
s | Reaian Conrection 1o Kl 1241 has been OSEM Dran WS User) 20171120 1207 PM =
I Shork A Snieey. | Revsion Test Been DSEM Dran S User!1 F017-10-09 245 P
| feisson Tiest S has D BRU Dran S Liser 2017.00:20 8108 PM
| Revsion Test SKZ has een BRL Ready To Suom S Usert F017-09-26 807 PM
| Retasan Teeat SK1 P D BRU Ready To Subert WS Lisar1 FNT-09:20 805 M
| Revsion Test Typetd Fuse 7 nas been BRU Drat S Users F017-08-09 943 AM
| Retsion Test Type14 Rule 2 has been Vasdated By BRU IEIS Users 2017-08-09 9 43 AM
| Revsion Test 14 nse! has been Vakiaed By BRU S Users F017-08-09 940 AM
Revision Test 14 rue1 ras peen BRU Draf 813 Users F017-08-09 940 AM
|1 | mevision Test 14 et nas been Vakdated By BAL IS Users F017-08-09 940 AM
Revision Test 14 nse ras besn BRU Dran 1S Users 2017-08-09 937 AM
| Revsion Test 14 nse1 has been Vakiaed By BRU S Users F017-06-09 937 AM
| Revision Test 14 e ras peen BRU Draf 813 Users F017-08-09 936 AM
| Revision Test 14 et has been Vatdases By BAL 845 Lsers F017-08-09 955 AM
Revision Test 14 nse ras besn BRU Dran 1S Users 2017-08-09 934 AM
| Revinion Tiest 14 futer] Nl e Visscanen By BRU S Users FOVTD009 934 AN
| Revision Test oid Typetd rule has Deen Vasdatea By BRL 813 Users 20170809 924 AM
| Revision 1808 LERS - Prowes School Budgel has been Vislgaled By CSBM Diana Sesder V077 536 P
Revision 2501 - UERS-Power School Budge! has Deen v v 0SEM Dt Seeder 20170717 536 P
| Remon 808 UERS - Powesr Schodh Budget nas been CSBM Cr Dana Seeder HNTATAT E3 PM
| Reveion 25011 - UERS-Power School Budget has Deen DSEM Dran Dt Seeder FONT-07-47 530 M
| Rewiion Buget Revenue fof June 2017 Fas been BRU Dral Duna Seeder BNTOTHT 521 P
~ Admin I fd drager  orzzm b b Déspiayng lems 1 - 25 o1 57065 I"'

To remove the filter and restore the work queue display to its default appearance, clear the dates from
the date range fields and click on the Filter icon again.

Another set of headers located directly above the work queue table perform more specific sorting and
filtering.
BRU Work Queue / \

Create New Request v [=] View History W Messages \ Filter Criteria | From Date : T ToDate i |
7 = = =
Status Updated By

Refi Budget Code  Type Name Lock LastUpdated ™
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The first of these rows provides “search” functionality, meaning it allows the user to enter in specific

search criteria and then filter the work queue to display only results that contain those criteria.
BRU Work Queue ~

Create New st v [=] View History [=] View Messages Filter Criteria | From Date - T ToDate i |

- - <]

Ref# Budget Code Type Name Status Updated By Lock LastUpdated * |'

For example, in the space above the Ref#t header, the user can type a reference number associated with

the form. To complete the search, the user must click on the filter button.
BRU Work Queue /

Create New Reql®t = [=] View History [=] View Messages Filter Criteria From Date '3 To Date - '3
14-0002 | v v 7|
Ref# Budget Code Type Name Status. Updated By Lock LastUpdated ™
1111 Fund Code il BRU Draft ibisusert 2013-04-10 1:18 PM
11-0002 16800 Revision test BRU Draft ibisusert 2013-04-09 2:02 PM
06800 Certification pdf test BRU Draft ibizuseri 2013-04-09 1:48 PM
41220 Certification test dups BRU Draft ibizusert 2013-04-09 1:01 PM
14-0002 16800 Revigion t 14 again BRU Draft ibisusert 2013-04-08 5:44 PM
14-0001 16800 Revision Agness-test internal BRU Draft ibizusert ﬂ\ 2013-04-08 5:39 PM
12-0001 16800 Revizsion test tabbing BRU Draft ibisusert 2013-04-08 5:14 PM
12-0001 16800 Revision test BRU Draft ibisusert 2013-04-05 2:23 PM
14-0001 40070 Revision capital test BRU Draft ibizuseri 2013-04-05 2:23 PM

The list in the work queue will display filtered results based on the search as shown below. This type of
filtered search can be completed for Ref#, Budget Code, Name, and the Updated By field.

BRU Work Queue

Create New Request v [=] View History [=] View Messages Filter Criteria From Date 'j To Date - j
14-0002 v v 7
Ref# Budget Code Type Name Status Updated By Lock LastUpdated ™

14-0002 16800 Revision t 14 again BRU Draft ibisusert 2013-04-08 5:44 PM

To return the work queue to its unfiltered state, the user should clear the entry from the search field
and click the filter button.

BRU Work Queu7 / / 7
Create %uest v =l vgluHistory [=] View Messages / Filter Criteria | From Daf: ] ToDate : i
» v 4
Ref# Budget Code Type Name Status Updated By Lock LastUpdated ™
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The Type Field and the Status Field have dropdown lists which can be used to filter the items in the work

gueue. To display specific items, make a selection from the dropdown list.
BRU Work Queue

Create New Request » [=| View History [5] View Messages Filter Criteria From Date E To Date : 'E
St e ey
¥ i d
Ref# Budget Code Status Updated By Lock Last Updated ™
Al . :
1111 Budget Code 3 BRU Draft ibisusert 2013-04-10 1:16 PM
11-0002 15800 Form Budget Code test BRU Draft ibisusert 2013-04-09 2:02 PM
06300 Fund Code rhif test BRU Draft ibigusert 2013-04-09 1:45 PM
Form Fund
41220 Cost Center tést dups BRU Draft ibisusert 2013-04-09 1:01 PM
14-0002 18800 Account th4 again BRU Draft ibisusert 2013-04-08 5:44 PM
. g -
14-0001 18800 Worksheet| gness-test internal BRU Draft ibisusert @  2013-04-085:39 PN
Worksheet-Il
12-0001 16800 \Worksheet Il tést tabbing BRU Draft ibisusert 2013-04-08 5:14 PM
12-0001 18800 Strategic Planning test BRU Draft ibisusert 2013-04-05 2:23 P
Program Data Form ) . .
14-0001 40070 S cenario dapital test BRU Draft ibisusert 2013-04-05 2:23 PM
Publication
Allotment
Cerlification
Revision

The Type Field dropdown (shown above) lists all of the types of forms that an IBIS user might have in
his/her work queue. To filter on a Type, click on the desired type and the dropdown list will close and
populate the field. Click the Filter button to complete the action.

BRU Work Queue P
Create New Request =[] View History (5] M Filter Criteria | From Date : 7 ToDate : |
{Revision v 4
Ref# Budget Code Type Name Status Updated By Lock Last Updated ™
11111 Fund Code JTANN} BRU Draft ibizuser1 2013-04-10 1:16 PM
11-0002 16800 Revision test BRU Draft ibisusert 2013-04-08 Z:02 PR
05800 Certification pdf test BRU Draft ibizusert 2013-04-09 1:48 PM
41220 Certification test dups BRU Draft ibizuser! 2013-04-09 1:01 PM
14-0002 16800 Revigion t14 again BRU Draft ibisusert 2013-04-08 5:44 PM
14-0001 162800 Revision Agness-test internal BRU Draft ibisusert ﬂ‘ 2013-04-08 5:39 PM
12-0001 16800 Revision test tabbing BRU Draft ibisusert 2013-04-08 5:14 PM
12-0001 16800 Revision test BRU Draft ibizuseri 2013-04-05 2:23 PM
14-0001 40070 Revision capital test BRU Draft ibizuser1 2013-04-05 2:23 PM
The result will be a filtered work queue based on your selection.
BRU Work Queue
Create New Request » [=] View History [=] View Messages Filter Criteria From Date : '3 To Date E
Revision v » T
Ref# Budget Code Type Name Status. Updated By Lock LastUpdated ™
11-0002 16800 Revision test BRU Draft ibisusert 2013-04-09 2:02 PM
14-0002 16800 Revision t 14 again BRU Draft ibisusert 2013-04-08 5:44 PK
14-0001 16800 Revision Agness-test internal BRU Draft ibisusert 0\ 2013-04-08 5:35 PM
12-0001 16800 Revision test tabbing BRU Draft ibisusert 2013-04-08 5:14 PM
12-0001 16800 Revision test BRU Draft ibisusert 2013-04-05 2:23 PM
14-0001 40070 Revision capital test BRU Draft ibizuzert 2013-04-05 2:23 PM

To clear the filter, return to the Type Field dropdown list and select the blank or the word “All” and click
the filter button.
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BRU Work Queue

e,

Broowe >~ T

Create New Request v [=| View History fliews Messages Filter Criteria From Date :
Al i v
Ref# Budget Code Type Name Status Updated By
11-0002 16800 Revision test BRU Draft ibisusert
14-0002 16800 Revizion t 14 again BRU Draft ibisuzert
14-0001 16800 Revision Agness-test internal BRU Draft ibisusert
12-0001 16800 Revision test tabbing BRU Draft ibisusert
12-0001 16800 Revigion test BRU Draft ibisusert
14-0001 40070 Revision capital test BRU Draft ibisusert

The Status filter works the same way as the Type Filter.

Embedded in each column header in the work queue are sorting features.
BRU Work Queue /" \

Lock Last Updated ™
2013-04-09 2:02 PM
2013-04-08 5:44 PM

a\ 2013-04-08 5:39 PM
2013-04-08 5:14 P
2013-04-05 223 PM
2013-04-05 223 PM

A7)

Create New Request » [=] View History w Messages \ Filter Criteria From Date :

3 To Date

v v
Ref# Budget Code Type Name Status Updated By

Lock LastUpdated ™

e

Each column header in this row performs an ascending/descending sort. To see this illustrated, the

default view displays the work queue date by the most recently updated. When you look at the

headers, you will see a small downward facing arrow indicating this sort.

BRU Work Queue

'j To Datel

Create New Request v [=] View History [=] View Messages Filter Criteria From Date :
v
Ref# Budget Code Type Name Status. Updated By
1111 Fund Code ik BRU Draft ibizusert
11-0002 16800 Revision test BERU Draft ibisusert
05800 Certification pdf test BRU Draft ibizuser!
41220 Certification test dups BRU Draft ibizuser!
14-0002 16800 Revision t 14 again BRU Draft ibisusert
14-0001 16800 Revision Agness-test internal BRU Draft ibisusert
12-0001 16800 Revision test tabbing BRU Draft ibisuser!
12-0001 16800 Revision test BRU Draft ibisusert
14-0001 40070 Revizion capital test BRU Draft ibizusert

o |

+

Lock |Last Updated ™

ZUT3-04-T0 T TE P
2013-04-09 2:02 FPK
2013-04-09 1:48 PM
2013-04-09 1:01 PM
2013-04-08 5:44 PM
@  2013-04-08 5:35 PM
2013-04-08 5:14 PM
2013-04-05 2:23 PM
2013-04-05 223 FK

To reverse the sort order and see the work queue results by the oldest update, click on the words “Last

Updated” and the sort will reverse as shown by an upward facing arrow.

BRU Work Queue

Create New Request » [=] View History [=] View Messages Filter Criteria From Date - '3 To Dﬂte\ '3
Al v v 7 e
Ref# Budget Code Type Name Status Updated By Lock | LastUpdated “ |
14-0001 40070 Revision capital test BRU Draft ibisusert -201 30405223 PM
12-0001 16800 Revision test BRU Draft ibisusert 2013-04-05 223 PM
12-0001 16800 Revision test tabbing BRU Draft ibizuzert 2013-04-08 5:14 PM
14-0001 18800 Revision Agness-test internal BRU Draft ibisusert e 2013-04-08 5:39 PM
14-0002 16800 Revision 114 again BRU Draft ibisusert 2013-04-08 5:44 PM
41220 Certification test dups BRU Draft ibisuzert 2013-04-09 1:01 PM
06800 Certification pdf test BRU Draft ibisusert 2013-04-09 1:48 PM
11-0002 18800 Revision test BRU Draft ibisusert 2013-04-09 2:02 PM
11111 Fund Code i BRU Draft ibisusert 2013-04-10 1:16 PM
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This ascending/descending sort can be performed on each of the headers, Ref#, Budget Code, Type,
Name, Status, Updated By, Lock and Last Updated.

To open any item displayed in the list area of the BRU Work Queue, simply double click on the desired
row, and that document will open.

Locking Feature
Forms that are in use or close improperly (without using the system buttons such as Save and Close) are

displayed in work queues with a lock icon. @ This notification protects a form when it is in use.
However, if a user desires, a locked form can be accessed (unlocked) by double-clicking on the form in
the work queue, which will display the form. In the upper right corner of the form, there is an Unlock
Form option (as shown below).

To access the form, click on the Unlock Form button. The system displays a screen stating that the form
is in use. If you proceed and open the form, you will gain access to the form but jeopardize losing data
entered by the IBIS user who was initially in the form.
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