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I. Document Overview  
This Quick Reference Guide (QRG) provides end users with concise, step-by-step guidance for key 
budget-related activities performed within BRIDGE. It is intended to help users complete core tasks 
accurately and efficiently by outlining the purpose of each process, the actions required, and the 
expected outcomes. 

The guide covers the following topics: 

1. Review the Base Budget and Prepare for Work - Learn how the base budget is established, 
interpret the instructions and timeline for base budget activities, and review prior biennium 
base budget, prior year actuals, and certified changes. 

2. Review the Base Budget - Review the operating budget at the line-item level, review the 
aggregate FTE and salary totals, confirm the recurring budget amounts are verified and correct, 
and confirm that non-recurring items were removed. 

3. Create and Submit Fund Purpose Statements and Base Budget Adjustments - Create and 
submit a fund purpose statement, identify items within budget requiring revisions, adjust 
budget according to allowed revisions, and prepare and submit adjustment requests for 
approval. 

4. Complete the Approval Procedure - Understand approver notes, review outcomes, and 
decisions, make applicable adjustments and submit to OSBM, track OSBM review and approval 
status, understand how approved changes become part of the base budget, and revise and 
resubmit items when needed. 
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II. Complete assigned tasks on BRIDGE 
1. Navigate to the BRIDGE home page.  

2. Select My Open Tasks under Activity. 

 

3. The Worklist page opens.  

4. On the Worklist tab, note only task is assigned - Seed Budget Review. Click it. 
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5. To submit the assigned item from the Items Assigned tab, click the task.  

 

6. The Seed Budget Review task expands.  

7. The task status is Open with Assignee, with 22 days left, and the priority is set to Medium. 

8. Click Submit Task to mark the task complete.  
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9. A confirmation message appears in Task Manager.  

10. Click Yes to continue or click No to re-evaluate the task.  

 

11. Once the task is submitted, the status changes to Closed with the message Task has been 
submitted.  

 

12. Verify that the completed task no longer appears in the Worklist and that the next task, if any, 
has been assigned. 
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13. Click Task tab to view the complete set of task lists assigned to you.  

14. All tasks assigned to Agency users are displayed here.  
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15. The OSBM admin has set up PREDECESSOR tasks marked in the hierarchy of 1, 1A, 1B… and so 
on.  

 

16. The status icon changes to Submitted.  

17. The next task in the queue, Fund Purpose Statement Review, is now marked as in progress.  
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18. Fund Purpose Statement Review has been assigned as your next task.  
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III. Navigate and Review Base Budget 
1. From the BRIDGE home page, click the Base Budget card. 

2. Click Seed Budget. 

 

3. The Review Seeded Budget page opens. 

4. Click the Var_BRU link to filter and find the data you need to review. Click the Var_BRU link to 
filter and find the data you need to review. 
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5. Clicking on the Var_BRU link opens the Select Members option. Select from the Var_BRU as 
applicable. For this example, select BC_11000 General Assembly – General Fund. 

6. Verify your selection and click OK to confirm. 

 

7. Go over the- Actual Budget, Certified Budget, Authorized Budget, Base Working, and Base 
Approved. 
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8. Click the Budget for Authorized Annual Amount and FTE to expand it for more details. 

 

9. It will open to Total Budget Recurring and Total Budget Non-Recurring for Authorized Annual 
Amount and FTE respectively. 
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10. After OSBM runs the seeding process, you can view the starting point of the biennium. 
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IV. Review Operating Budget 
1. From the BRIDGE home page, click the Base Budget card. 

2. Click Seed Budget. 

 

3. The Review Seeded Budget page opens. 

4. Click the Var_BRU link to filter and find the data you need to review. 

 



QRG: Agency Base Budget Creation & Adjustment 

14 | P a g e  
 

5. Clicking on the Var_BRU link opens the Select Members option. Select from the Var_BRU as 
applicable. For this example, select BC_11000 General Assembly – General Fund. 

6. Verify your selection and click OK to confirm. 

 

7. The sheet is populated with the data you selected. 

8. To further drill into the data, you can expand the Budget Fund, Expenditure or Revenue by 
clicking the cell. 

 

9. This is what is visible when you extend the Budget Fund cell. 
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10. To further drill into the data, you can expand the Expenditure or Revenue of any of the items by 
clicking their respective cell. 

 

11. With Expenditures expanded, you can further drill down to the line-item level of the operating 
budget. 

12. With Revenue expanded, you can further drill down to the line-item level of the operating 
budget. 
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13. To further review the Budget, you can navigate to and click Revisions Display Form. 

 

14. This form shows similar data to the ‘Review Seeded Budget’ form but displays data at a Request 
level of detail in the rows.  

15. Click the All Request cell to drill into the data. 

 

16. With All Requests expanded, you can further drill into the data.  

17. For this example, click the Requirements for Base and expand it. 
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18. Expand Personal Services. 

19. Expand Supplements to Regular Wages. Here you can get a better understanding of salary 
totals. 

 

20. You can do the same with Receipts. Collapsing the Requirements, Expand the Base Receipts. 

21. Expanding Sales Services and Rentals and Sales of Service. Here you can get a better 
understanding of the data. 
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22. Returning to Review Seeded Budget form and collapsing the Revenues and Expenditures, we 
can review the aggregate FTE values for the Budget Fund. 

23. Review the FTE for the selected budget. 
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V. Confirm Recurring and Non-Recurring 
1. From the BRIDGE home page, click the Base Budget card. 

2. Click Seed Budget. 

3. This will open the Review Seeded Budget page. 

4. Click the arrow within the Budget cell to expand Authorized Annual Amount and FTE for more 
details. 
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5. It will open to Total Budget Recurring and Total Budget Non-Recurring for Authorized Annual 
Amount and FTE respectively. 

 

6. Clicking on the Total Budget Recurring or Total Budget Non-Recurring figures cell for 
Authorized Annual Amount and FTE allows you to drill into further detail, such as recurring 
adjusted values. 
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7. This will show the Budget Recurring and Budget Recurring Adjustment values and the Budget 
Non - Recurring and Budget Non -Recurring Adjustment values. 

 

8. After OSBM runs the seeding process, you can view the starting point of the biennium. 
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VI. Create and Submit a Fund Purpose Statement 
1. Navigate to the BRIDGE home page. 

2. Select the Fund Purpose Statements card. 

 

3. Open the Fund Purpose Statement form. 

4. Review the form. 

 



QRG: Agency Base Budget Creation & Adjustment 

23 | P a g e  
 

5. Click the Var_BRU to further filter the data and find the Budget Fund you need to add a purpose 
statement for. 

 

6. Clicking on the BRU link opens the Select Members option. Select from the Var_BRU as 
applicable. For this example, select DT_6000. 

7. Verify your selection and click OK to confirm. 

 

8. Click in the Fund Purpose cell beside the Budget Fund you wish to add a statement to. 

9. A text box will appear.  
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a. Enter your Fund Purpose Statement and click Save.  

b. Click Save on the form.  

 

10. A confirmation message is displayed on the screen.  

11. Click OK to continue.  

 

12. The entered statement is copied into the Fund Purpose cell next to the Budget Fund.  

13. Right-click the cell with the Fund Purpose Statement to open an action menu. 

14. Select the Submit Budget Fund option. 
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15. Confirm the correct Budget Fund number in the prompt window. 

16. Click Launch. 

 

17. A confirmation message is displayed on the screen.  

18. Click OK to continue. 
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19. Review and confirm that the Fund Purpose Statement status has changed to Submitted. 
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VII. Create a Base Budget Adjustment Request 
1. Navigate to the BRIDGE home page. 

2. Select the Base Budget card.  

3. Select Base Budget Adjustment from the drop-down menu. 

 

4. The Base Budget Adjustment Request Input form opens.  

5. Click the Var_BRU to further filter the data and find the Budget Fund you need to create a Base 
Budget Adjustment for. 
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6. Select the applicable Budget Fund member. For this example, select BC_11000 General 
Assembly. 

7. Click OK to apply your selection.  

 

8. With the right VAR_BRU selected, select VAR_Year. 

 

9. Select the applicable Year. For this example, select FY28. 

10. Click OK to apply your selection.  
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11. You will land on your desired form to create a Base Budget Adjustment request. 

 

12. Right-click the desired Budget Fund cell to expand the action menu.  
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13. Select Add Base Budget Adjustment. 

 

14. Add the title for the request and verify the budget fund. 

15. Click Launch. 



QRG: Agency Base Budget Creation & Adjustment 

31 | P a g e  
 

 

16. A confirmation message appears on the screen.  

17. Click OK to continue.  
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18. A new request has been created, and its status has been set to Draft. 
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VIII. Edit Base Budget Adjustment Request 
1. Navigate to the Base Budget Adjustment form.  

2. Right-click the desired request to expand the action menu.  

3. Select Add or Edit Justification. 

 

4. The Base Budget Adjustment – Basic Information form opens. 

5. Click the Adjustment Type field to open a drop-down menu.  

6. Choose Adjustment to Receipt Projections for this example, from the drop-down menu.  

 



QRG: Agency Base Budget Creation & Adjustment 

34 | P a g e  
 

7. Click the Justification field to enter a justification for the adjustment. 

8. Click Save to continue or Cancel to discard the justification.  

 

9. Alternatively, to add a justification comment, you can also right-click the Justification line to 
open the action menu. 

10. Select Comments from the action menu. 
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11. Enter the comment in the presented space. The character count should remain under 3000. 

12. When finished, click Post to save the comment on the justification, or click Cancel to discard it. 

 

13. To add an attachment, click the clip icon, within the comment box to open your folders to 
upload the attachment. 

 

14. Select the document or file that supports the justification.  

15. Ensure the file format is acceptable, then click Open. 

16. Click on Post. 
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17. Verify the attachment has been uploaded. 

18. Confirm that the blue flag appears in the corner of the Justification field. 

 

19. With the attachment added to support the justification, click the Attachment drop-down menu.  

20. Select yes or no if no attachment was entered. 
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21. With all the details added, you can Save the changes. 
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22. A confirmation message is displayed on the screen.  

23. Click OK to continue.  
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IX. Base Budget Adjustment Request 
1. Navigate to the Base Budget Adjustment form.  

2. Right-click the entry you wish to add or edit details to open the action menu. 

3. From the action menu, select Add or Edit Base Budget Adjustment Details. 

  

4. The Budget Request Summary form opens. 

5. Right-click the applicable item to open the action menu. 

6. Select Add or Edit Budget Request Requirements. 
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7. This opens the Requirements form. 

 

8. Navigate to the Budget Recurring Adjustment columns.  

9. Add the applicable annual amount adjustment and FTE values for the Budget Fund at the 
required row. 

 

10. To add more data, right click the cell in the desired row and select Add new Base Budget 
Requirement Row. 
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11. For this example, select Yes to proceed on the Confirmation pop up. 

 

12. In the window that pops up, add the applicable data into their respective fields. For this 
example, set account as: "AC_51125000". 

13. Click Launch. 
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14. A confirmation message is displayed on the screen.  

15. Click OK to continue.  

 

16. Verify the creation of the line along with the details of it. Add the applicable data into the lines. 

17. Once the addition of the adjustment values are complete, click Save. 
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18. An information pop-up will appear indicating that the data has been saved. 

19. Click OK. 

 

20. Returning to the Base Budget Adjustment Summary form. 

21. The adjusted values are displayed. 
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22. Return to the BBA from and navigate to the right of the page to see OSBM status. The status will 
show as Awaiting Submission. 
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X. Base Budget Adjustment Approval 
1. Open the Base Budget Adjustment form. 

2. Right-click the applicable request to open the action menu and select either Submit to OSBM or 
Submit to Agency depending on your request. 

 

3. Verify the details in the prompt window.  

4. Click Launch. 

 

5. An information pop-up will appear indicating the request has been submitted. 
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6. Click OK.  

 

7. The Agency status has changed to Submitted to OSBM. 

8. The OSBM status will show Under Review. 
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XI. Update Base Budget Adjustment Request 
1. Navigate to the Base Budget Adjustment form. If already there, refresh the page. 

2. Navigate to the entry that was returned from the approver. 

 

3. Review the return comment and understand the task to be done. 

4. Right-click the request to open the action menu. 

5. Select Add or Edit Base Budget Details. 
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6. The comment had stated to Add Receipts. So, in the Summary Page, right-click the Receipts line 
to open the action menu.  

7. Select Add or Edit Base Budget Adjustment Receipts. 

 

8. Enter the applicable receipt data in the appropriate fields. 
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9. To add more data, right click the applicable cell and select Add new Base Budget Adjustment 
Receipt Row. 

 

10. For this example, select Yes to proceed on the Confirmation pop up. 

 

11. In the window that pops up, add the applicable data into their respective fields. For this 
example, set account as: "AC_41300000". 

12. Click Launch.  
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13. A confirmation message is displayed on the screen.  

14. Click OK to continue.  

 

15. Verify the creation of the line along with the details of it. Add the applicable data into the line. 

16. Once the addition of the adjustment values are complete, click Save. 
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17. A confirmation message is displayed on the screen.  

18. Click OK to continue.  

 

19. Return to the Base Budget Adjustment Summary form.  

20. Confirm that the adjusted values are now displayed. 
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21. Right-click the request you need to resubmit to open the action menu.  

22. Select Change Base Budget Adjustment Status. 

23. Select Submit to OSBM. 

 

24. Verify the details in the prompt window.  

25. Click Launch. 
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26. A pop-up will appear indicating the request has been submitted. 

27. Click OK.  
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28. The Agency status has changed to Submitted to OSBM. 

29. The OSBM status will show Under Review. 
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