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About this Tutorial

This tutorial was developed to take budget staff through the sequential steps of building an initial
allotment submittal using The Allotment System (TALS) Allotment Management and Review (AMR).
The sample allotment submittal created in this tutorial is developed using the most basic features of
TALS AMR. It is recommended that users with the various TALS AMR security access levels (Budget
Operations, Edit Access, and Read-only) should complete this tutorial. The tutorial will outline
differences in access and system usage based on security level where it applies.

The tutorial can be used in a formal training session, for individual practice, or for developing the
agency allotment submittal. Some tutorial conventions:

= Actual values to be entered when using for training or for practice are highlighted.
= Functions to use will be in Bold.

= If using on your own, please use your judgment to determine values to be used for practice or
actual allotment development.

= Each task is preceded by a brief explanation of the task, its importance in your allotment
development, and general business rules.

= Specific business rules and recommendations for entering your allotment submittals are
denoted with a L] under the task.

= Additionally, Appendix 1 contains a central listing of all the business rules.

Every effort is made to ensure that the TALS AMR tutorial and OFM Allotment Instructions agree in
every way. In cases where a discrepancy exists, the OFM Allotment Instructions take precedence. The
OFM Allotment Instructions can be found at http://www.ofm.wa.gov/budget/instructions/default.asp

The TALS AMR Tutorial is available online in the BASS Help Library at

http://bass.ofm.wa.qov/BASSPR/library/default.htm - or —

https://fortress.wa.gov/ofm/bass/BASSPR/library/default.ntm for those using Fortress.

The library may also be accessed by the help links available in all BASS applications. You can also
contact the Department of Enterprise Services (DES) Solutions Center at (360) 407-9100 option 2 or
e-mail the DES Solutions Center at solutioncenter@des.wa.gov.



http://www.ofm.wa.gov/budget/instructions/default.asp
http://bass.ofm.wa.gov/BASSPR/library/default.htm
https://fortress.wa.gov/ofm/bass/BASSPR/library/default.htm

Getting Started — Logging on to TALS and System Navigation

1. Open Internet Explorer and enter the login address http://bass.ofm.wa.gov/BASSLogon_pr/ (or
https://fortress.wa.gov/ofm/bass/BASSLogon_pr/ for those using Fortress) in the address bar of
the browser.

If in a training session, use the link provided in class.

2. Use your login ID and password to log in to BASS. If you do not have a login ID and
password, a security form can be found in the BASS library at the appropriate site listed on
page 4.

If in a training session, use the login ID and password provided in class.

3. Select the pie chart icon for TALS AMR (The Allotment System — Allotment Management and
Review).

Washington State Department of

j Enterprise Services LoGouT@p

DES Budget and Legislative Applications HELP @

You have been authorized to use the following systems:

i) Results through Performance Management System

@ Release Data To OFM

@ Administer System Security
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The Allotment System - Allotment Management & Review

) By By

Budget Development System

Capital Budgeting System

=
o=

Return to Logon Screen



http://bass.ofm.wa.gov/BASSLogon_pr/
https://fortress.wa.gov/ofm/bass/BASSLogon_pr/

All navigation bars and selection tabs are in the same place on every page. The selection tabs run
horizontally across the top of each screen, allowing for the selection of screen features and system
navigation. Shortcut links on the application tab bar (3) and the breadcrumb bar (4) allow for the
ability to “jump” to previously viewed pages without using the browser Back button.

How to Disable Pop-Up Blockers
Note: In order for the application to work, you must disable your pop up blocker for this site. The

easiest way to do this if your security is set to block pop ups, is to take the following actions when the
message below appears as you try to work in the application:

Pop-up blocked. Ta see this pap-up or additional aptions click here

Wiew Pachet List 0 ews sz R 0 ket Status
View Packet List = Allotment Coding Structures Thamas Heichelbech : 001 - State Revenue for Distribution

Sz (=gl Cach Dishursements | CashRecsipts | Reverue

Packet Number: 0004 Status: Drakt Purpose: Cperating Unarticipated Receipts

Rows Load

Add Update Delete Delete Al Alat, Datails Cornrents Copy

Program Index m AFRS Project AFRS Sub-Project m Budget Unit Budget Activity User Defined

There are currently na coding structures in this companent for the selected packet,

Click on Pop-up blocked, To see this pop-up or additional options click here. .,

and the following choices will

appear:

Temparartily Allow Pop-ups
Always Allow Pop-ups from This Site, ..
Settings k

Information Bar Help

Choose “Always Allow Pop-ups from this Site...” This will put the site in your security settings
automatically.



Or, while in Internet Explorer, select Tools, Pop-up Blocker, Pop-up Blocker Settings as seen below:

File Edit View Favorites BEERES Help

- Mail and Mews k i a . o
Q- © ¥ -

Turn OFf Pop-up Blocker
Manage &dd-ons, .. Pop-up EBlo
Svnchronize. ..

Windows Updake

| &

Address |@ http: [ /qabass . ofm,

- - Sun Java Console
Views Packet List

Internet Opkions. ..
Biermiurn | 2007-03 v , —

This will bring you to the following:

Pop-up Blocker Settings

X
Exceptionz
Pop-ups are currently blocked. “ou can allow pop-ups from specific
Wweb sites by adding the site ta the ligt below,
Addresz of Web site to allow:
|www.u:ufm.wa.gu:uv | [ Add
Allowed zites:
Remove
Remove Al
Motifications and Filter Lewvel
Play a zound when a pop-up iz blocked.
Show Infarmation Bar when a pop-up is blocked.
Filter Lewel:
| b ediurm: Block most automatic pop-upz w |
Pop-up Blocker FAL

Type in under the “Address of Web Site to allow:” bass.ofm.wa.gov or fortress.wa.gov and click Add.



Key Navigation Features

T BASS | TALS | AMR | View Packet List - Microsoft Internet Explorer

(B it ven Favoites Took Help #
Badc e B@@ ,OSeardﬂ %Favmtes 6‘@ I Dﬂ)&

: Address @ http://ofmapaly400/BASSWEE _qa/TALS /AMR PacketManagement VienPackets, aspx .V;| Go
‘O ]3455 82006 ] Home -Eudget Portol Team Home Fage (] Logi to TestTrac Web ] OFM - Inranet Homepage @ gl B -

Onlne Ve

UserBO Tester? : 105 - Offce of Financial Management
AMR Pre-Relzsse Edis ¥ R
Status Program Exp Cash Dish Cash Recpt Rev Explanation Internal Comment  Last Update Creator
D 0057 Operating Initial Allotment viendi test Draft v Gunther, Wendi  Gunther, Wendi
0o 055 Opersting Intl Allctment Font size test packet Drsh 020-Budget ¥ ¥ v v Tester?, UserEA  Testerd, Superlser’
D 0055 Oparating Govemnor's Cash Defict Reductions Draft v v McGrath, Sharlene  Carbin, Sarad
0 054 Opsreting Unanticpated Receipts Test Adjustment Month Draft v v Overman, At Overmen, Art
D 053 (Operating éth Qtr Adjustments Test Adjustment Month for FY1 Approp  Draft v v McGrath, Sharkne ~ Overman, At
O @ W52 Operating Unanticpated Receipts Test PDF Link in Emal Draft v Ouarmzn, At Overman, Art
O 60 wa Operating Unanticipated Receipts Test PDF Link in Emal Pending Y v Admin, AMR Overman, Art
0 i) Operating Inital Allotment test Drat v McGrath, Sharkene  McGrath, Sharkne
D M9 Oparating 4th Qtr Adjustments Test Adj Month Draft v Qverman, Art Qverman, Art
0 48 Opersting Internal Adjustments Test FM Posting of Adjustment Amount  Drsf Overman, At Overmen, Art

{) 200-2008 Wizhington State Office of Financizl Management
Eudget and Allotment Support System (BASS) : AlphaQA

1. Internet browser navigation buttons. Note: The BASS suite of applications does not
support the use of internet browser navigation buttons, i.e. ‘back arrow’ and ‘forward arrow’.
You should avoid using the back arrow and forward arrow buttons available on your web
browser tool bar when working in BASS. Using these buttons will give unpredictable results
depending on the screen you are on when used.

2. Page Header includes Application Title (Allotment Management & Review) and Logout
Link. Note: It is extremely important to properly logout of the system when not in use.
There is a timeout provision included in the system. If your session is inactive for 120 minutes
the system will time you out. Your packet may be flagged as “in use.” If you login again with
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the same user ID it will clear the in use flag and you will be able to access your packet. The in
use flag will be removed nightly. You will know a packet has been flagged as in use when you
try to work with it and it the system tells you that someone is using it.

3. Application Tab Bar is always available, and includes a tab for each major functional area in
the system including View Packet List, Online Views, Enterprise Reporting, and Charts.

e The View Packet List tab enables you to view a list of the agency’s allotment packets
for the biennium and to navigate to all the detail related to a chosen packet.

e The Online Views tab allows you to view allotment data for analytical purposes. See
Lesson 11 — Online Views for more information.

e The Enterprise Reporting tab opens up the Enterprise Reporting login page. See
Lesson 15 — Reports for more information.

e The Charts tab allows you to run a variety of charts displaying allotment (pending,
review and approved packet information only) vs. actual data. See Lesson 14 — Chart
Features for more information.

4. Breadcrumb Bar serves as a trail to navigate back to any previously viewed screen in the
application. The breadcrumb bar is dynamic in that any given page will show a different
breadcrumb trail based on how the page was reached.

Closer look at Breadcrumbs below:

Wi,
Wiew Packet List = View Packet Header = Allatment Coding Structures

Cash Disbursements | Cash Receipts | Revenue

Biennium: 2007-09 Packet Number: 000z Status: 2pproved

Biennium Selection Box—allows you to choose which biennium you wish to work with.

Row Selection Box—allows you to choose how many rows of data you would like to see with
the choice of 10, 20, 30 or All. This makes it so you can scroll to choose a packet rather than
go from page to page. Note: The row selection box can be found on the view packet list,
allotment coding structure and allotment details screens.

7. Biennium and Row Load Button—after you choose the biennium and number of rows you
would like to see; you must hit the Load button to get what you asked for.

8. BASS Contact, BASS Help and Logout -- includes BASS Home link which takes you to the
BASS system main menu page, Contact BASS link which tells how to contact the BASS help
staff, and BASS Help link which takes you to BASS Help documentation.



LESSON 1 - PREPARE AN ALLOTMENT PACKET
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Lesson 1, Task 1 — Establish an AMR Allotment Packet

Allotments are detailed plans (or amendments to plans) of the scheduled revenues and expenditures
authorized in the budget and the related cash receipts and cash disbursements. Agencies submit these
allotment plans to OFM for review using the TALS AMR system. Prior to entering new allotment
data into AMR, the agency needs to establish a new allotment packet. An allotment packet is a
container in which allotment records are created for a specific allotment purpose.

The Add Packet feature creates a new allotment packet on the View Packet List screen. This packet
will be assigned a system generated four digit number used to identify the allotment packet and will
display descriptive information pertaining to the packet. Note: This feature is not available for
those with read only security access.

The following steps will take you through entering the new allotment packet with the appropriate
packet descriptive elements, adding narrative comments that support the allotment, as well as, adding
attachments that will be needed by an OFM budget analyst in the allotment review process.

After Logging in to TALS AMR, the View Packet List screen is displayed. See below.

' Contac 35

Allotment Management & Review i

Logout

' - - - | e e

Viewi Packet Lig UserBO Tester? ¢ 105 - Office of Financal Management
Biennium | 20703 ¥ Ras| 10 ¥ Loed AMR Pre-Relass Edts ¥ | Run

View Packet || AddPacket | Update Packet || View Hitory || Delte || et Locks || Allotments | Import || Export || Copy || Review Issuss

Status Program Exp Cash Dish Cash Recpt Rev Explanation Internal Comment  Last Update Creator

D w57 Opersting Intial Aletment wenditest Draft v Gunther, Wendi ~ Gunther, Wendi
D 1 0% Operating Intial Altment Font sizz tedt packet Drft 00-Budgt v ¥ v v Tester?, UserEA  Tester3, Superlser]
D 005 Opersting Governor's Cash Defict Reductions Draft v oY MeGrath, Sharene  Cortin, Sara?
D 054 Operating Unanticpated Recepls Test Adjustment Month Draft v v Overman, At Qverman, Art
D 3] Dperafing 6 Qfr Adjustments Test Adjustment Month for Yl Approp  Draft v v MeGrath, Sharne  Qverman, At
D 1 2] Operating Unanticpated Recepls Test PDF Link in Emai Draft v Overman, At Qverman, Art
D 09 m Operating Unanticpated Recepls Test PDF Link in Eml Pending v v Adrin, AMR Overman, At
D ] Operating Intial Alotment fest Draft v WeGrath, Shariene  McGrath, Sharkene
D ] Operafing 4t Qir Adjustments Test Adj Month Dreft v Overman, At Overman, Art
D ] Operating Internal Adjustments Test FH Pogting of Adjustment Amount  Draft Overman, At Qverman, Art

1. Select the appropriate Biennium using the dropdown box, and then the Load button. [
Note: You will know the data is loading by the status bar in the lower right hand corner. This
shows quickly, so you might miss it.
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10.

Select the Add Packet tab in the upper left hand corner of the View Packet List screen.

On the Add Packet screen, Note: The Packet Number will remain listed as [unassigned]
until the required packet elements have been selected and saved for the packet being added.
This is a system generated number and deleted packet numbers will not be reused. See below.

Verify the Biennium. LLJ Note: This dropdown will default to the biennium selected on the
View Packet List screen. Once a packet has been saved this field cannot be updated.

Select a packet type from the Purpose dropdown box. L Note: The packet purpose describes
the reason for the allotment submittal. The initial allotment requires an initial allotment packet
purpose type. Please see the allotment instructions for more information on the correct packet
purpose to use for allotment amendments.

Operating Initial Allotment

Program. LI Note: The dropdown list displays official agency programs. This is required for
DSHS.

No program is needed for this task.

To forgo assigning a program for the packet, verify that the Program field displays [No
Program Selected].

Enter a packet Title that provides a quick description for further reference.
Working Draft of Initial Allotment Data

Enter a Packet Explanation for information needing to be communicated to your OFM budget
analyst. L] Note: Field is not required to save an allotment packet, but an explanation is
required by the OFM allotment instructions in certain cases. Explanation text is required for
official allotment submittals when a pre-release edit check warning message requires an
explanation. This text is visible to your OFM budget analyst.

Staff month increase in September and October of 2007 for Program 100 due to enhancement
package approved by the Legislature.

Enter Agency Internal Comments that capture detailed agency assumptions. Note: For
informational use for the agency.

Budget and Accounting Manager to review policy decisions with agency director at May
retreat. Program 200 assumptions in staffing have not been approved.

Select an individual from the Primary Contact dropdown list who is the agency spokesperson
for questions concerning the allotment data and its assumptions. Note: The contact field is
populated based on security forms submitted to BASS. The chosen contact will be the person
receiving e-mail issues in relation to the packet. Note: The contact can be changed in
review and approved status.
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Verify your name is listed in the contact field. If in a training session, skip this part.

11. Select an individual from the Secondary Contact dropdown list who is a secondary contact for
you agency.

12. Attachments. Note: Optional field, except for unanticipated receipts. If adding a packet,
the Add Attachments button will only be enabled after the packet details have been saved.
Select the Save tab.

View Packet Lt [l terprise Reporting || Charts || OFM Packet Satus

View Packet Lt > Add Packet Tanya Deuel: 179 - DepePgent of Enterprise Semvices

Saie  Reset | Add Another Packet 9
Packet Number: [urasigned]

Lock Packet

Bennium Agency Intemal Comment
mH3 - 4—@ a
huy

J

[Select 2 Purase] v &=

Pogm
[Ho Program Selected] v

Ttk
‘ ‘4-@ @—p Add || Vew || Dekte
File Name File Type Destription

Racket Expanaton (Agency Extemal Comment) There are curently no attachments for the packet,

: A

Prmary Cantact

[Select 2 Contact] v - @

Seconday Contacts

[Select 2 Contact] v
[Select 2 Contact] v -

(9 2006-2013 Washington State Deartment of Entence Senvices
Budget and Legsttie Appicatons : AphaQA

Field Required? Notes
A. Biennium Yes Once a packet has been saved, this field cannot be updated.
B. Purpose Yes Describes the purpose or type of allotment. Once a packet has been
saved, this field cannot be updated.
C. Program No, except For informational use to quickly identify and sort allotment packets that
DSHS contain allotment detail for one program. There is no system edit

between the Program field selection and the allotment detail included
in the packet.
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Field Required? | L Notes

D. Title No For informational use to quickly identify and describe the allotment
packets data. Visible on the View Packets List screen. This field can
be updated for an allotment packet with a packet status of Draft or
Returned.

E. Packet Sometimes Use this field to communicate to OFM the key assumptions and

Explanation decisions in the allotment packet data. While this field is not required
to save a packet, the OFM allotment instructions do require agencies
to submit explanations in certain cases.

F. Agency Internal | No Comments visible only to the agency. Used to document agency

Comment decisions and assumptions for the allotment packet data.

G. Primary Yes The field is required, and defaults to the contact name, e-mail address,

Contact and phone number of the person who created the packet.

H. Secondary No You may select up to two more contacts, the email address and phone

Contacts number will display, once selected.

I. Attachments No You may attach Word, Excel and PDF files.

J. Lock Packet No Allows staff with budget operations security to lock packets. Once
saved a lock will appear to the left of packet number and the Lock
Packet title will change to Unlock Packet. To unlock, simply click on
the Unlock packet selection box and save again. This function can
also be performed from the View Packet List Screen by choosing the
Set Locks option.

K. Packet Number | Automatic Automatically assigned by the application. Until the packet is saved it
will display as [unassigned].

L. Status Automatic Will remain in Draft status until the packet has been released for

review by an OFM budget analyst for official packets or submitted for
posting to AFRS for internal packets.

RESULTS * You have created a container into which you can enter your allotment spending plan.

See below.
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Allotment Management & Review
L IEERERY onievews | Erlerie fenoring | Chart |

Aod Packst

Contact BASS

BASS Hep
Logout

UserBO Tester? : 105 - Office of Financizl Management

Szve || Resst || Add Angther Packet | Aloments
Packet Number: 0055 Status: Draft Lock Packet [ |
Biennium Agency Intzrnzl Comment
Eudget and Accounting Manager to review policy decisions vith agancy director at May retreat. Program 200 assumptions in
staffing have not been approved,
Purpgse

[operating Iniiel Aloment

Program
[N Program Selected] v

Tre -
|‘.\|'orkmg Draft of Intl Allctment Data ‘ P

| Fiefene | Fi Type

This Packet Contains No Attachments,

Packet Explanation (Agancy Extzrnzl Comment)

Staff month increase in September and October of 2007 for Program 100 dus to enhancament package zpproved by the
Legislature,

Primary Contact

Tester?, UserB0 v ‘]ani:e.‘Nang@ofm.v.‘a‘gm ‘ |[no phene £ on recard] |
Secondary Contacts

Admin, AMR v ‘ofmbas@ofm.wa‘gw ‘ |[no phene £ on record] |
[Sekect 2 Caontac] v

TO DO - Hands on: Create three more packets. Create at least one capital packet. Note: It is
intended that all agencies, except DSHS, submit one packet for initial Operating and one for initial
Capital allotments, if appropriate. DSHS must create separate initial operating packets for each
program and submit all of these packets at the same time.

Lesson 1, Task 2 — Include Packet Attachments

TALS AMR supports Excel, Word, and PDF formats. Documents attached to an allotment packet are
saved to the TALS AMR database. Attachments added become an artifact of the allotment packet, and
are available for viewing until the packet is deleted. For modifications to documents previously
attached, you must update the document on your agency network or workstation, and delete and
reattach to the allotment packet in AMR. Unanticipated receipt allotment packets should include
attachments for the Grant and Award documentation, prior to submitting for OFM budget analyst
review and approval.

Note: You must save your packet before it will allow you to add an attachment.
Note: Attachment files are limited in size to SMB.

1. On the Add Packet screen or Update Packet screen, select the Add selection tab, located on the
right hand side of the screen.
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2. The Add Attachment dialogue box will display. See below.

(PR Ty | Online Views || Enterprise Repo
View Packet List » Update Packst UserBO Tester? : 105 - Office of Financial Manzgement

Skatus: Drsft Lock Packet Il

enrium Agency Internal Comment

Budget and Accounting Mansger to reviev palicy decisons vith agency director ot May rerest, Program 200 sssumptins n
|staffing have not besn approved,

rpose
[operating Initial Alotment

Program
[Ne Program Selscted] v

Tt

— Add || View || Delete
b s o s ' Fie e
packet Explanation (Agency External Comment) This Packst Cantains No Attachments.
[Staff month increase in September and Dctober of 2007 for Program 100 due to enhancement package approved by the
L=gisizture,

2 Add Attachment - Web Page Dialog

To Add an attachment

Add Attachment
Primary Contact

Vaid Fle types: doc, .pdf, s, doot, o
” H Browse.. |

S—— Add Attachment dialog
Admin, AMR Description bOX

[Select 2 Contact]

{2 Office of Financial Management
sort System (BASS) ; AlphaQA

Aftach |[ Gancel

ihttp:  fofmapaly400/BASSWEB_qa/T @ Trusted sites

Select the Browse button to search on your agency network or workstation for the document to
be attached for your allotment packet.

After locating the document, double click the file name or single click and click the open
button. The Choose file dialogue box will close upon your selection of the file.
Locate an excel document on the training room workstation.

Verify that the selected attachment name and file location displays in the field to the left of the
browse button.

Enter a description of the document for future reference. L. Note: The Description field is
optional, and provides the ability to include a synopsis of the material for quick reference. The
description included will display on the View/Add/Update Packet screens.

Spreadsheet contains FTE breakdown for Program 200.

Select the Attach button. A dialog box will display “File Uploaded!” Click Ok. Close the

Add Attachment Dialog box by choosing cancel or “X” out of it. The attached file name, file
type and description now displays in the attachment section of the screen. See below.
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View Packst List
Viewi Packet List » Update Packet UserBO Tester? 1 105 - Office of Financial Management

Save || Reset | Delete | Allotments

Status: Draft

Lock Packet [ |

Biennium

Purpgse
[operating Intal Alotment

Program

[No Program Selected] L/
Tie

Farks = Add | Ve Deele

[t e f s At | Felane | Fele | Desrittn _________|

Import Specads b Spreadshest contains FTE breskdovn for Program 200

Agancy Internzl Comment

Budget and Accounting Manager to review policy decisions with agency director 2t May retreat, Program 200 assumptions in
Istzffing have nct been approved,

Packet Explanation (Agency Exdemal Camment) O

|5t=ff month increzss in September and October of 2007 for Program 100 due to enhancement packags approved by the
Legisizture,

Primary Contact
Tester?, UserBO v ‘lanh:e.Wang@ofm‘wa‘gw | |[nu phone # on record] ‘

Aftachment selector
Secandary Contacts

Admin, AMR ¥ [ofbesBofmaagor |

|[nu phone # on record] ‘

[Sekect 2 Contact] v

® 20062008 Washington Stete Office of Financial Management
Budgetand Allotment Support Sysm (BASS) : AlphaQ

8. View the newly added file. Click the attachment selector (circle to the left of the file name),
and then select the View tab. LI Note: The file must be selected prior to clicking the View tab.
The following toolbox will be displayed:

2} BASS || TALS | AMR | View Attachment - Microsoft Internet Explorer

File Edit ¥iew Favorites Tools  Help & snaglt E BJ #

Open Attachment

@ Done e Local inkranet J
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9. Click Open Attachment to display the dialog box below. If the “Always ask before opening
the type of file” box is unchecked, the dialog box will not display. Note: The view
attachment toolbox will remain open even after you have closed the attachment. To close, “X”

out of it.

File Download

Do you want to open or zave this file?

@ j Mame: Viewadttachment, xls
Hl

Type: Microsoft Excel Worksheet, 14.2 KB
From: ofmapaly400

Open ] [ Save ] [ Cancel

Always azk before opening this wpe of file

harm your computer. If pou do nat truzt the zource, do not open or

@ whhile filez fram the Internet can be uzeful, same files can potentially
zave thiz file. What's the nzk?

10. Click Open, then look at the attachment and close the file.

11. If this is the wrong attachment or it is not necessary, simply click the attachment selector and
click the Delete button in the attachment section of the screen. Do not do this at this time.
Instead, click Save.

12. Go back to the View Packet List screen.

RESULTS * You have added an attachment to your allotment packet. See below.
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Vi Packet Lt - : i UserBO Tester? : 05 - Office of Financil Managemment
gwiumws i AR Pre-Reksse Edts ¥ R
Status Program Exp CashDish CashRecpt Rev Explanation Internal Comment  Last Update Creator

0 0 058 Operafing Initizl Allotment Warking Draft of Initisl Alotment Dats  Drzft [ v Tester?, UserB0 Tester, UserBO

0 g7 Operafing Intial Allotment wenditest Draht 4 Gunther, Wendi  Gunther, Wendi

D 1 0% Operating Initil Allotment Font size fest packst Draft  020- Budgst V' v v v Testerd, UserEA  Tester3, Superlser3

0 DS Opersfing Govemor's Cash Defict Reductions Draht vV McGrath, Sharkne  Carbin, Saral

D 0054 Oparating Unanticipated Receips Test Adjustment Manth Draft v v Overman, At Overman, Art

O fuis] Opersting éth Qtr AdiLstments Test Adiustment Manth for FYi Apprep Drsf v v MeGreh, Sharens  Overman, At

D 1 0052 Operating Unanticipated Recsipts Test POF Link in Emal Draft v Overman, At Overman, Art

0 69 s Operating Unanticipated Receipts Test POF Link in Email Pending 4 ¢ Adwin, MR Overman, Art

D 0y Operafing Initizl Allotment test Drzft ¥ McGrath, Sharlene  MeGrath, Shariens

0 004 Operating 4h Qtr Adiustments Test Adj Morth Drat v Overman, At Overman, Art

{E) 20052008 Washington State Office of Financial Management
Budget and Allotment Support System (BASS) : AlphaQA

TO DO - Hands on: Add a Word and PDF attachment to the packet.
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Lesson 1, Task 3 — View Packet List (View/Update, Delete and Set Packet Locks)

The View Packet List screen enables you to view a list of the agency’s allotment packets for the
selected biennium. Note: Your security access will determine which functions are available to
you. There are three levels of security access: Read only, edit access and budget operations.

View Packet L

Tanya Deusl 179 - Depertment of Enterprce Sanices

T TR — i T T TR @_‘ per— {7 pa—

bp Cehleb  Cosh Recpt ey xplanabon  Intemal Comment Last Update

9 wx Caoial 1t Suopiemestal Capikal Mltments for the 112 Senpiemental Appeaved | 900 - Captal Progams | ¥ ¥ v L Heme nok on record] | [Name nok on recond]
il 9w Capal Amandment Emarency Powaouse Gansmtr Repacement Approved | 900 - Captal Pograms | W v v v [Nama mot on record] | [Mame ot on recond]
il o Canted Amendmest Uipees for Capitad Bond Fund Oely Approved | 900 - CyelPogams | W | @ v v [Mame ik onveened] | [Mame ok o recand]
O 0@ o Cantal Amendment B Aooroved | SO00-CaplaiProgmms | ¥ | ¥ v ¥ [Mame not on recond] | [Hame: nok on recond]
O 08 wa Lt Améndmest Emennency Sems Sistem Regars 1663 Captol Way fosrod | 0 CotlPengame | ¥ | v ¢ Trame not onrecond] | [Hame ok on recond]
0 0@ wn Opetaling 13t Supplementd 2011 Eatly Action SH2 2058 Approved v v v v v v {Harme mot on veced] | [Maeme ot on recond]
& 9 Dpesating Ind (b7 Adfusiments S D5 g Indr Consodtion Appeved v v [Hiame ok on recnet] | [Mame ot on recand]
el e we Dnerating 2od Otr Adustments 2rd guarter alotment adiustments Aoaroved v ¥ Doutl Tan [Hame: ok on record|
i [ 11 Opeing 2nd QU Aduements Gammact EAL rom 968 to 96C 0 OFH packes Aparoved | L v {tama ot on recoed] | [Hame ok on recand]
] v

Reapnrnpated Projects Adestment [Hame ot nrecod] | [Mame ok oo recend]

00301V ' ghan $ate e 2 oedt f Fitér v 1 S6md oy
| ipstandLigsd 1 2 polcation ]

1. Activities Bar—allows you to perform actions related to a chosen packet or to add a packet.
This includes View Packet, Add Packet, Update Packet, View History, Delete, Set Locks,
Allotments, Import, Export, Copy and Review Issues.

The View Packet allows you to look at the packet container information.
The Add Packet tab allows you to add a new packet.

The Update Packet tab allows you to update information in the packet container excluding
Biennium, Purpose and Contact.

The View History tab allows you to see actions that have been taken on the packet
including the action, the user 1D, the date and the time.

The Delete tab allows you to delete a packet.
The Set Locks tab allows budget operations staff to lock and unlock packets.

The Allotments tab allows you to go into the allotment information of the packet. See
Lesson 2 — Create the Expenditure Allotment Data through Lesson 5 — Create the Revenue
Allotment Data for more information.

The Import tab allows you to import data into the packet. See Lesson 9 — Import Text File
and Lesson 10 - Import SPS Data for more information.
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10.
11.
12.
13.
14.
15.
16.
17.
18.

19.
20.

e The Export tab allows you to export data out of the packet to change or use in other
packets. This information remains in the original packet. See Lesson 8 - Export for more
information.

e The Copy tab allows you to copy data from one packet into another packet. See Lesson 6 —
Copy Features for more information.

e The Review Issues tab allows you to see issues created by OFM and respond or to create
new issues. See Lesson 12 — Review Issues for more information.

Packet Selection Box—allows you to work with a particular packet or packets.
Packet Lock Indicator—displays a lock symbol when packet lock is set.

Packet Attachment Indicator—displays a paperclip if an attachment has been added to the
packet.

Page Indicator—specifies the page you are on. The number without the underline is the page
you are on.

Traffic Light Indicator—shows where you are in the AFRS edit check process and the
submittal process. You will see a green, yellow, red or no traffic light depending on where you
are in this process. See Lesson 13 — Pre-Release Edit Check for more information.

Packet Number—number automatically assigned by the system and is the default sort showing
the most recent packets first, descending order. Deleted Packet # will not be reused.

Packet Purpose—displays what type of packet it is i.e. operating initial allotment, operating
internal adjustments, Capital 1% supplemental.

Packet Title—displays chosen title.

Packet Status: Draft, Pending, Review, Returned, and Approved.

Packet Program—displays number and title if populated when packet was created.
Displays check mark if allotment packet contains expenditure data.

Displays check mark if allotment packet contains cash disbursement data.

Displays check mark if allotment packet contains cash receipt data.

Displays check mark if allotment packet contains revenue data.

Displays check mark if allotment packet contains agency external comments.
Displays check mark if allotment packet contains agency internal comments.

Last update—displays the last user that edited the packet. Holding your cursor over this field
displays a tool tip with the date and time of the last edit to the packet.

Creator—displays the user that created the packet.

Action/Report Selection Drop Down Box—allows you to choose certain actions to perform
on your chosen packet(s) and run reports on chosen packets. See Lesson 13 — Pre-Release Edit
Check for more information on action selections (AMR Pre-release Edits, AMR AFRS Edits,
Most Recent Edit Report, Submit Packet(s) and Recall Packet) and Lesson 15 - Reports for
more information on report selections. This includes:
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AMFE. Pre-Feleaze Edits
aME. AFFRS Edits

Most Recent Edit Report
Subrmit Packet[=z)

F.ecall Pack.et

AMED0L Allotment Expenditure Surnmnary

AMEO0Z2 Allotmment Expenditure Detail

AMEO0Z Allotment Revenue Summary

AMMEOD4 Allatrient Revernus Detail

AMMREODS Allatrient Cazh Disburzerments Detail

AMEO0F Allotment Cash Receipts Detail

AMRO0E Allokrent ws, ES Schedule

AMED09 Sllotted Revernue vz, Expenditure YWariance [Fed and P/
AMEO10 Allotted Revernue ws, EAS Revenue

AMMREO11 Allatted Expenditures ws, Cash Disbursenents
AMED12 Allotent Revenue ws, Cazh Receiplts

AMEO1Z Allotted Revernue ws, Expenditure (Al Funds)
AMFE014 Projected Maonthly Zash Balance

AMRO1E Projectad Fund Balance

AMED1E Projected Caszh Balance

AMFEO17 Comparison of Criginal allotrnent

AMEOZ0 Unanticipated Receipt Approwal Reguest
Easoll Expenditure Authority Schedule For <perating
Essolz Expenditure Authority Schedule For Zapital

21. Run Button—this triggers what you have chosen from the Action/Report Selection Drop
Down Box to either perform the task or produce the report.

From the View Packet List screen you can navigate to view, add, or update the packet details.
Note: Those with read only access will only be able to view. Edit access (as long as the packet is
unlocked) and budget operations can do all three.

1. Check the Packet Selection box, and then click on the Update Packet tab.
2. Change Title to:
Working Draft of Initial Allotment Data Updated
3. Save and go back to View Packet List.
4. Select one of your packets, and then choose the Set Locks tab.

Note: The system will allow you to sort on none, or one or more columns. Each column header has
three possible states (not sorted—indicated with no arrow, sorted ascending—indicated with an up
arrow, sorted descending—indicated with a down arrow), which can be selected by clicking the text in
the column header. On the View Packet List screen, the sort default is Number in descending order.

TO DO - Hands on: Practice sorting
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LESSON 2 — CREATE THE EXPENDITURE ALLOTMENT DATA
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Lesson 2, Task 1 — Add Expenditure Coding Structure & Allotment Detalil

After creating a container—the packet—for your allotments, you must next define the program,
project, and organization coding level detail for any data you want to enter in the packet. This is
called the “coding structure.”

Note: Coding Structures and Allotment Details can be added and updated for any packet in a
status of draft or returned.

To add, update, delete, or view coding structures for a packet, place a check mark in the packet
selection box and select the Allotments tab.

Note: The Breadcrumb Bar now includes the Allotment Coding Structure.

The Component Navigation Bar provides the means to switch between the four allotment components
(Expenditures, Cash Disbursements, Cash Receipts and Revenue). The highlighted “tab” indicates the
component which is currently being viewed, and displays all coding structure records established for
the component. In the diagram below, Expenditures is the selected component.

UserB0) Testr] 1 105 - O of Financia Management

Packat Numbar: (353 Status: Dl Purpose: Opersing It Altmert

(9 2006-2008 Washingfon et Office of Fivncal Management
Budget and Alofment Support Syen (BASS) : AlphaQA

The Activities Bar allows you to perform actions related to a chosen coding. This includes Add,
Update, Delete, Allotment Details, Comments, Pattern (only on the Cash Disbursements and the
Cash Receipts components) and Copy.

e The Add tab allows you to add a new coding structure.

e The Update tab allows you to update a coding structure.
24



e The Delete tab allows you to delete a coding structure.

e The Allotment Details tab allows you to add, update, and delete the detail related to a
chosen coding structure.

e The Comments tab is a place where you can make comments about the entire component
(expenditure, cash disbursements, cash receipts or revenue.) Note: The comment tab
within coding structure is where you put comments referred to in the Pre-Release Edits as
component level comments. The copy tab allows you to copy coding structures. See Lesson
6 — Copy Features for more information.

e The Pattern tab allows you to create a pattern for cash receipts and cash disbursements. See
Lesson 3 — Create the Cash Disbursement Allotment Data and Lesson 4 — Create the Cash
Receipts Allotment Data for more information.

Note: The allotment coding structure screen also includes a row selection box which allows
you to choose how many rows of data you would like to see with the choice of 10, 20, 30 or All. To
get this to display the number of rows, make a selection and click Load.

First you must create the coding structure.

1. Click Add while in the Expenditures tab.

2. The following Dialog box will be displayed:

3 Add Expenditure Coding Structure -- Web Page Dialog

Add Expenditure Coding Structure
Prograrm Index
Organization Index Eudget Unit
AFRS Project Budget Activity
AFRS Sub Project User Defined
AFRS Project Phase
Save Reset add Cancel

3. A highlighted selection box appears for program index [Enter or Select a Program Index]
Note: This is a required field.

4. Add aprogram index. Note: While the [Enter or Select a Program Index] box is
highlighted you can hit the keyboard down arrow to see all program indexes available in your
agency, or you can start typing which will bring up a series of program indexes, or type in the
whole thing. If the agency has many program indexes, it cannot hold them all and will show a
‘...” at the bottom. To get to the codes further down you will need to start typing to reach them.
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5. If you allot at the lower levels (Organization Index, AFRS Project, AFRS Sub Project, AFRS
Project Phase, Budget Unit, Budget Activity, User Defined) the rest of the coding structure
operates the same as program index. Note: Only program index is required, the rest of the
coding structure is optional. Note: Project is a hierarchical field, so if you want to enter a
sub project you must enter a project first or if you want to enter a project phase you must enter
both project and sub project first.

6. Add additional coding structure by hitting the down arrow in the program index field, choose a
program index, then hit save. Note: To add additional coding you can choose the Add
button at the bottom of the screen. Note: By clicking the “Add” button the data is saved
automatically; however, after the last code make sure to click the ““Save” button.

7. To leave the dialog box click cancel or “X” out of it.

Now that you have established a coding structure, you may enter allotment data for that structure.
TALS refers to allotment data as Allotment Details. To add or view allotment details for a coding
structure, place a check mark in the coding structure selection box and select the Allot. Details tab.
Note: Allotment details can only be added for an existing coding structure and only 1 coding
structure can be selected at a time. See below.

Allotment Management & Review Lo

(I 2 it | e

Wiew Packet it = Aletraent Cading Structures LUsetBO Testerd ¢ 105 - Office of Financial Management

Statust Draf Purpose Operating Irial Aletmert

ROﬂS i Load

&dd Updste Delete Alct, Cetals i Copy
- Progran Indexd] \ § Praj AFRS Sub-Project AFRS Phase Budget Unit Budget Adtivity User Defined
i . s st . . . .
[ ]

[ 0

[] g
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Allotment Management & Review Logni
Wi Packe Lis I Crline Views I Enterprise Reparting I_
View Packet List = View Coding Shructures = Allatment Detals LzerB0 Testerd 1 105 - Ofice of Financial Management

Packet Number: (14 Status: Draft Purpose: Operating Initial llatment

Program Index Org, Index AFRS Project AFRS Sub-Project AFRS Phase Budget Unit Budget Activity User Defined
w0 . . . . . .

2 Expenditure Allatment Details

Add Updsts Delete

[ et | b | sbob, | Sub Sub-Dbj. FY1 Tl FY2 Tatal Biennial Total

There are currently no deball in this coding structure for the selected packet,

Staff Month Allotment Details
Unallatted Allotment Details

Reserve Allotment Details

Note: You have the ability to hide or expand grid details from view on the Expenditure Allotment
Details screen. By selecting the “+’ plus symbol to the left of the grid title, the grid expands for adding
or viewing details. Likewise the *-* negative symbol to the left of the grid title collapses the grid. By
default the only grid expanded on entry of a coding structure with no allotment details is Expenditure
Allotment Details.

Note: The allotment coding structure screen also includes a row selection box which allows you to
choose how many rows of data you would like to see with the choice of 10, 20, 30 or All for all four
components. To get this to display the number of rows, make a selection and click Load.

Steps for Option 1 agencies — Add Allotment Detail:

Option 1 agencies are required to enter both an Expenditure Authority Index and an Object when
adding allotment detail. However, for Option 1 agencies these two required fields are entered as
separate allotment detail records within the same coding structure. If you are an Option 2 agency skip
steps 1 through 6.

1. To add expenditure allotment detail, click the Add tab within the allotment details.

2. The following dialog box appears:
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Add Expenditure Allotment Detail

EAI

Enter or Seleck an EAI

Chiject

|[Enter or Select an Object]

Sub Ohject

Sub Sub Obj.

Paste| Repeat) Spread) Quarkerly

Fr1 Total [ o

Sawe

Razet Add

3. Choose an EAI (Expenditure Authority Index is also referred to as Appropriation Index or Al)
by clicking the down arrow or typing in the EAI, now the Object, Sub Object and Sub Sub
Obiject are disabled. Enter fiscal year dollar amounts by month and click Save.

Note: Expenditure Authority Index and Object are required allotment detail fields for both
option 1 and option 2 agencies. For option 1 agencies these two required fields are entered as
separate allotment details within the same coding structure. Note: The EAI determines what
fiscal period dollar amounts will be available. For example if you choose a first year EAI, the
second year dollar amounts will be grayed out and not available for input. Note: For records
that have an EAI that cannot be found in the statewide tables, the fiscal period is assumed to be

Biennial.
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Add Expenditure Allotment Detail

EAT Paste Repeat Spread Cuoarterhy
020 - General Fund Federal FM 1

FM 12

FM 2 40,00 FM 14
Object

FM 2 , FrM 15

Fr 4 FM 16

Sub Object

FM & FM 17

FM & FM 12

Sub Sub Obij.

FM 7 FM 19

Fr 2 FM 20

: I I I
o = (=}
= = = = = = = =

Fr 3 FM 21

FM 10

&
=
=
=

Fr 22
FM 11

&
=1
o
=

FM 23

FM 12 Fr 24

= =
= = = = = = = = = = = =

F¥1 Total F¥2 Total

Reset Add Cancel

[iy]
I
=
o =

4. Click Add, then choose an Object and Sub Object, now the EALI is disabled. Enter fiscal year
dollar amounts by month and Save.

Add Expenditure Allotment Detail

Paste Repeat Spread Cuoarterhy
FM 1

FM 12

FM 2 20,00 Fr 14
Object
|.l5. - Salaries and Wages

FM 2 , FrM 15

oo

=

[=1

(=}
ol = | =

oo oo

= =

= =

[=] [=]
=1 =R R ==

FM 4 E0,00 FM 15
Sub Object

|.l5. - State Clazsified Fr 5
FM & 20,000 FM 18

oo
=
[=1
(=}
=

FM 17

oo
=
=
[=]
=

.

Sub Sub Obij,

FM 7 , Fr 19

Fr 2 20,0001 FM 20
Fr 3 20,0001 FM 21
FM 10 20,0001 FM 22

FM 11 20,0001 FM 23

FM 12 20,000 FM 24

oo

=

[=1

(=}
o= == |1=]|1=]]|=

oo

=

=

[=]
== =R =R =R R = =

F¥1 Total F¥2 Total




5. Add further allotment details by clicking the Add selection box and following step 3.

6. Exit the dialog box by hitting cancel or “X”.

Note: For Option 1 Agencies when there is a variance the variance is displayed in the expenditure
grid under variance. Variance displays the difference between the sum of the objects and the sum of

the appropriation indexes for each month. See below.

LiserBO Tester 1 : 303 - Departrent of Health

Program Index Org, Index AFRS Project AFRS Sub-Project AFRS Phase Budget Unit Budget Activity User Defined

10010

Rows Load

| Expenditure Allotment Datails

bdd Updste Delete Disp|ay Free;el:nlumns

et clen oy | FYL | FY2 | Biennial . y ™ M | M M

I A R R HAAHEAAAREARE
] [

60,000 960,000 1,920,000 20,000 80,000 £1,000 80,000 80,000 20,000 0,000 20,000 20,000 90,000 20,000 20,000 $0,000 80,000 20,000 40,000 0,000 80,000 20,000 £0,000 80,000 40,000 40,000 80,000
£0,000 5,000 000 E,000 5,000 5000 5000 5,000 E000 E000 G000 Boo Gooo o0 o0 o0 o0 0O 0 0 0 0 0 0 0

0 m 00 i
360,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40000 40000 41,000 48,000 40,000 45,000 40,000 41,000 4,000 40,000 40000 40,000 40,000 <0000 40000 41000 40,000

0 m 0000 430,000

| \'ariyl
Display Freeze Colunns
| Source i1 Toal Y Total| ienial Tolal |FM 1 [FM2|FM3FM 4 |FM 5 FMG FM 7 |F 8 1FM9 FM 10134 11FM L2IFM 131P 1416 15 FM 16 1716 1816 1910 20 ¥ 21 [ 2 2317 2

1,020,000 45,000 45,000 45,000 45,000 45,000 45,000 45,000 45,000 45,000 45,000 45,000 45,000 40,000 40000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000
1,920,000 80,000 80,000 80,000 80,000 80,000 80,000 80,000 80,000 80,000 80,000 80,000 20,000 80,000 80,000 20,000 80,000 80,000 80,000 80,000 80,000 80,000 80,000 20,000 80000

Tatal Exp. by EAT 54000 440,000
900,000 35,000 35,000 35,000 35,000 35,000 25,000 35,000 35,000 35,000 3000 35,000 35,000 40,000 40000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000

Tatal Exp. by Object 960,000 90,000
Tatal Yariance 420,000 480,000

Staff Month Allotment Details
Unallatted Allatment Details
Reserve Allotment Details

Note: The Expenditure Allotment Details screen also includes a row selection box which allows
you to choose how many rows of data you would like to see with the choice of 10, 20, 30 or All. To get

this to display the number of rows, make a selection and click Load.
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Steps for Option 2 agencies — Add Allotment Detail:

Option 2 agencies are required to enter both an EAI (Expenditure Authority Index) and an Object from
the Add Expenditure Allotment Detail screen. If you are an Option 1 agency, skip steps 7 through 11.

1. To add expenditure allotment detail, click the Add tab within the allotment details.

2. The following dialog box appears:

2 Add Expenditure Allotment Detail -- Web Page Dialog

Add Expenditure Allobment Detail

EAL Pazte Repeat Spread Quarterhy

Enter or Select an EAL FM 1 I:l FM 13 I:l
[E):::: ar Select an Object] | FM 3 I:l FM 12 I:l
Sub Sub Obij. FM & [ o] Fmus [ 4
| IRk [ ams [ 4

FraTetal [ o] FvaTetal [

Sub Object

senvial Tt 1]

Sawe Reset Add Cancel

3.Choose an EAI (Expenditure Authority Index is also referred to as Appropriation Index Or Al)
by clicking the down arrow or typing in the EAI, choose an object, and enter fiscal year dollar
amounts by month and click Save.

Note: Expenditure Authority Index and Object are required allotment detail fields for both
option 1 and option 2 agencies. For option 1 agencies these two required fields are entered as
separate allotment details within the same coding structure. For option 2 agencies, these two
required fields are entered together in one allotment detail as depicted below. Note: The EAI
determines what fiscal period dollar amounts will be available. For example if you choose a first
year EAI, the second year dollar amounts will be grayed out and not available for input. £
Note: For records that have an EAI that cannot be found in the statewide tables, the fiscal period
is assumed to be Biennial. Note: Once you hit save the dialog box will display as an ““update™
rather than an “add”.
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2 Update Expenditure Allotment Detail -- Web Page Dialog

Update Expenditure Allotment Detail

Eal Pacte Repeat| Spread Quarterhy
011 - Salaries % Expenses FM 1 o000 Fr 1z

FM 2 100,00 FM 14
Object
|.l5. - Salaries and Wages

FM 2 100,000 FM 15

FM 4 100,00 FM 15
Sub Object

FME 100,000 FM 17

Sub Sub b, Fr & 100,000 FM 13

FM 7 100,000 FM 14

FM & 100,000 FM 20
Fr 9 100,000 FM 21
FM 10 100,000 FM 22
FM 11 100,000 FM 232
FM 12 100,000 FM 24

Fy1 Tatal 1,200,000 FY¥2 Total

Biennial Total 1,200,000

Celate Add Cancel

4. Add further allotment details by clicking the Add selection box and following step 3. Note:
Your allotment detail should equal your EA schedule when complete.

5. Exit the dialog box by hitting cancel or “X”.

Note: The Expenditure Allotment Details screen also includes a row selection box which
allows you to choose how many rows of data you would like to see with the choice of 10, 20, 30 or
All. To get this to display the number of rows, make a selection and click Load. Note: For
option 2 agencies: If all details aren’t displayed, the first row “Total” will be a sub-total of all the
amounts displayed in the grid. The second row, Grand Total, will be a total of all the amounts if
multiple pages of data exist. In the image below the Grand Total would be the total of all the
amounts on page 1 and 2. See below.
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View Packet List = Vizw Coding Struchures = Allatment Detals UserBO Testerd ¢ 105 - Office of Financial Management

Packet Number: 1914

Prageam Index Drg. Index AFRS Project AFRS Sub-Project AFRS Phase Budget Unit Budget Activity User Defined
ionto @

Roysu Load
-] Expenditure Allotment Details

fdd Lpdate Dieletz Display Freeze Calumns

oo o o e
3 0 0 0 0 0

|:| ot 1,200,400 0 L200,000 100,000 100,000 100,000 100,000 100,000 100000 100,000 100,000 100,000 100,000 100,000 100,000

|:| o c 540,000 0 540,000 45000 45,000 45000 45000 45000 45000 45000 4B000 5000 45000 45,000 45,000 0 0 0 0 0
|:| e A 0 L200,000 1,200,000 0 0 0 0 0 0 0 0 0 0 0 0 100,000 100,000 100,000 100,000 100,000
|:| m c 0 E00,000  E00,000 0 0 0 0 0 0 0 0 0 0 0 0 EO000 G000 EO000  BO000  GO.000
|:|  E 00,000 S0,000 1,000,000 125,000 0 0 125,000 0 0 125,000 0 0125000 0 0 125,000 0 0 125,000 0
|:| 0BloA &0 0 &0 5 £ 5 £ £ 5 £ 5 £ £ 5 £ 0 0 0 0 0
|:| oA 0 B0 B0 0 0 0 0 0 0 0 0 0 0 0 0 5 5 5 5 5
|:| 0Bl A B0 0 B0 5 5 5 5 5 5 5 5 5 5 5 5 0 0 0 0 0
|:| 0z A 0 £ £ 0 0 0 0 0 0 0 0 0 0 0 0 5 £ £ 5 £
|:| [ 0 £00 £00 0 0 0 0 0 0 0 0 0 0 0 0 50 0 5 50 0

Totl 2,240,120 2,300,720 4,540,840 270,010 145,010 145,010 270,010 145,010 145,010 270,010 145,010 145,010 270,010 145,010 145,010 275,060 150,060 150,060 275,060 150,060 1
Grand Total 2,241,320 2,301,920 4,543,240 270,110 145,110 145,110 270,110 145,110 145,110 270,110 145,110 145,110 270,110 145,110 145,110 275,160 150,160 150,160 275,160 150,160 1

Staff Month Allotment Details

UnAllotted Allatment Details

Reserve Allotment Details
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Option 1 and Option 2 agencies:
Note: Fiscal month fields are available for input based on the EA code used to establish the

expenditure authority index. When updating, if dollars exist in fiscal months not consistent with the
fiscal period control of the EA code, a Roll amounts button will be available. See below.

Update Expenditure Allotment Detail

EAL Paste Repeat| Spread OQuarterhy
112 - tGeneral Fund State - Fy0d EM 1 EM 13 |:|
Fi 2 FM 14 [
gbie S ms [
. Fi 4 P 16 [

Sub Object

b onon S —
Fia e Fi 20 [
Fi 10 Fi 22 [
Fi 12 Fi 24 [
F¥1 Total FrzTotal [ 0
Roll Arits. || Delete Arnts, Biernial Tatal
|<=| = = | |==] Save Reset Drelete Cancel

Note: To remove dollar amounts from the read-only fiscal months, you can select a new
expenditure authority index (consistent with the entry fiscal months) or select the Roll Amounts button.

Note: The Roll Amounts button will move dollar amounts to their corresponding fiscal month

amount for the fiscal year control of the EAI. (For example: an EAI with a Fiscal Year 2 control,
Fiscal Month 1 dollars are moved to Fiscal Month 13.) See below.
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Update Expenditure Allotment Detail

EAI Paste Repeat Spread Cuoarterhy

012 - General Fund State - Fy03 EM 1 I:l EM 13
FM 2z [ ] Fmua

i:'bje':t || 3 [ ] Fms
FM 4 [ ] Fme
| | Fms [ ]
Sub Sub Ok, FHe [ ]
| L [ ]rms
FM g [ ] Fma

FM 3 [ ] =z

FIM 10 [ ] ez

FM 11 [ ] ez

FM 12 [ ] Fmza 5,00
FriTetl [ ] FrzTetal 50,00

Sub Object

=

N N N
= = =
= = =
= = = = =

Biennial Total 0,00

|=<=| = = == Save Reset Delets Cancel

TO DO - Hands On: Practice Allotment Detail.

Note: Within Allotment Details for allotted expenditures and FTEs (as well as cash disbursements,
cash receipts and revenue) you have several choices on how to enter the dollar amounts. You can
manually enter them one at a time, paste them from an excel spreadsheet, enter one amount to repeat
over the fiscal period, enter one amount to spread over the fiscal period, or enter one amount to
spread quarterly over the fiscal period. It is always recommended that you choose your EAI first to
determine which dollar fields should be available to enter into.

1. Add allotment detail dollar amounts using the manual process. Note: To enter dollar
amounts manually you can use the tab and enter keys or highlight the dollar amount and do a
Ctrl ““C* for copy and go to the next dollar amount area and do a Ctrl “V”” for paste.

2. Add allotment detail dollar amounts using the paste function. Note: To enter dollar
amounts using the paste function choose dollar amounts from an excel spreadsheet going either
vertically or horizontally by highlighting them and doing either an edit/copy or Ctrl C, then
click in the fiscal month you want to start pasting in, then click the paste button. You can paste
up to 24 dollar amounts; however, if you choose more amounts than you have months it will
only paste the first 24 if a biennial EAI, or 12 if a fiscal year EAI. So be careful to choose the
right beginning month when pasting dollar amounts.

3. Add allotment detail dollar amounts using the repeat function. Note: To enter dollar
amounts using the repeat function choose which month you want it to start and then enter the
amount you want repeated, then click the repeat button.
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4. Add allotment detail dollar amounts using the spread function. Note: To enter dollar
amounts using the spread function choose which month you want it to start and then enter the
amount you want spread over the fiscal period. If necessary, it will round the last month of the
fiscal period to equal the total amount you wished to spread.

5. Add allotment detail dollar amounts using the quarterly function. Note: To enter dollar
amounts using the quarterly function, choose which month you want it to start and then enter
the amount you want spread quarterly over the fiscal period. If necessary, it will round the last
month of the fiscal period to equal the total amount you wished to spread. If you use this
function after using the other functions, it will only replace the quarterly amounts.

Lesson 2, Task 2 — Add FTE, Unallotted and Reserve Allotment Detail

The application also allows you to enter unallotted, reserve and FTE allotment detail within the
expenditure component in allotment detail.

1. Choose an existing coding structure by clicking the coding structure selection box or create a
new structure, then click the Allot. Details tab.
2. Expand Staff Month Allotment Details and click Add.

3. The following dialog box will be displayed:

Add Staff Month Allotment Detail

EAlL Paste Repeat| Spread Ouarterhy
|[Enter or Select an Account] |

F 4 P 16
| Fme FM 18
Sub Olject F 7 i 13
b b b
N F 22
Dlnterageni:\,r FTE FM 11 FM 23
F 12 Fr 24
FriTetsl [ 00] FyzTetal
Binrial Tota
Save Feset Add Cancel
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4. Choose an Account and enter FTEs by month. Then click Save, then Cancel. Note: If you
choose Account, EAI will not be available. If you choose EAI, account will automatically fill
in. OFM only requires that FTEs be by GF-S 001 account or 996 for all other; however, you
can indicate specific accounts detail if you wish. Note: You can choose to mark FTEs as
Interagency FTEs for tracking purposes. Note: The Transportation FTE box will be
automatically flagged if the Account chosen is associated with a transportation Account.

5. You have successfully added FTE allotment detail.

6. Expand the Unallotted Allotment Details grid by clicking the “+” sign, and then click Add.
7. The following dialog box will be displayed:

Add Unallotted Allotment Detail

Fiscal Period Armt, I:l

Enter or Select an EAI

Fiscal Period

Eizninial

Save Resat Add Cancel

8. Add a fiscal year one EAI and Fiscal Period Amt., click Add and add a fiscal year two EAI
and amount and click Save, and then Cancel.

9. You have added Unallotted allotment detail. See below:
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?ﬁ-:.‘n Alliment Dtlo-\
AN

UnAlleltied Allotment Delails
3

¥ — Dafehs
I T T T R
0 o Fazal Tour 1 S0
0 o2 Fiocal Texr 2 50,000
Total 50,000 50,000 0
Grand Tatal 50,000 50,000 100,000

a Reserve Allatment Details

10. Follow steps 1-4 except this time enter information into Reserve Allotment Details.

Data Views (Display) - There are currently three different data views in allotment details to select
from:

= Biennial (displays 3 total columns and 24 amount columns)
= Fiscal Year 1 (Displays 1 total column and amount columns 1-12)
= Fiscal Year 2 (Displays 1 total column and amount columns 13-24)

TO DO - Hands on: Choose different views to see effects.

Column Locking (Freeze Columns) allows you to select from a drop down certain sets of columns to
“lock” to the left side of the grid. Note: When columns are locked the amount columns scroll
underneath them. You will only see the scroll bar if the display is smaller than the grid.

Options are:

= None (unlocks locked columns)
= Keys (all code related columns)
= Keys and Totals (all codes and the FY1, FY2 and Biennial Total columns)

TO DO - Hands On: Choose different options to see the effects. Displayed below is the “Keys and
Totals” option.
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Vi Backel Lt » View Coding Struchunes » Allobment Delas

WsarBO Tuater! 1 105 - Offce of Financia Mangermact

Packet Nember 0014
Program Index Oryg. Index
0ty -
foug| 0 % Loud

g Expendsture Allotment Delails

- e

Tatal
Grand T

Sy

Staff Meath Allolmest Delails

AFRS Sub-Project

AFRS Projert AFRS Phase Budgel Uit Budget Activity User Defined

Display | Borvim ¥ Freage Colomas Feys6Tolss ¥

M 24

EM22

23

FM10 | EMLIE [ FMAZ | EML3 | FMA4 | PMAS | PMLE | PMLT  FMIR | FMLO | BM20 | BM2L

i k] ‘

o)
A W 1000 1000 10 10000 ' 0 b 0 ] 0 [} 0 0 0 0 [}
RIF £ &M EM &M £M [} 0 ] 0 ] 0 [ 0 [ 0 0 [}
L2000 ] ] ] 1

DJ 1 [ 1 [

IMJ [} 0 s [ 0 s 0 (7.0 ] 0 uEm 0 0 s 0 [}
145,000 145,000 270,000 145,000 145,000 275,000 150,000 150,000 275,000 150,000 150,000 75,000 150,000 150,000 275,000 150,000 150,000

145,000 145,000 270,000 145,000 145,000 275,000 150,000 150,000 275,000 150,000 150,000 275,000 150,000 150,000 275,000 150,000 150,000
b

00000 00000 000D NOM0 NG00 D00 200000 100000 200000 100000 100000 100,000

0 SN0 S0000  SHAOD  SRM00  SOA00 OO0 SOO00  SO000 SO0 SO0 M0N0 E0000

i Reserve Allabsent Delails

Unallotted Allolmest Details

TO DO - Hands On: Create coding structure and allotment detail in your previously created

capital packet.

Note: Capital project number is derived by using biennium, EA code (Expenditure Authority

Index), and agency for all allotments. For unanticipated receipts this field will only be derived if it has

been previously entered otherwise, the agency must enter it and it is editable. For allotments other

than unanticipated receipts this field is not editable. In order for the system to derive capital project
number, you must choose an expenditure authority index associated with a capital appropriation. The
dropdown menu returns all expenditure authority indexes valid for the agency, not just capital

expenditure authority indexes.
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LESSON 3 — CREATE THE CASH DISBURSEMENT ALLOTMENT
DATA

40



Lesson 3, Task 1 — Cash Disbursement Coding Structure and Allotment Detail

Agency allotments must include monthly estimates of the cash they will disburse by account. As an
agency prepares initial or adjusted expenditure allotments, they almost always will need to include an
allotment for the related cash disbursements. Note: Coding structure is optional for cash
disbursements allotments; however, the account must be identified as part of the allotment detail. A
blank coding structure would imply that the cash disbursement is allotted at the agency level.

1. Go to View Packet List, choose a packet, and click the Allotments tab.
2. On the component navigation bar, select Cash Disbursements.
3. Select a blank coding structure check box and click the Allot. Details tab, as shown below:

Allotment Management & Review -

Vi Pl it | Onle Vews || Eerpie Reout |_

View Pachat Lt = lment Coding Sruchures LerB) Teserd: 08 - Office o Financial Management
Expendiwes ¥ 1y Cnfecers  Revene

Staus: orsh Purpose: Opetalng It Altment

Rows n ¥ Luad

Lpdite el Dekla A1 [ &kt Detas Comments Ptem | Copy

- Progeam Indexd1 AERS Pikiect AERS Sub-Project AFRS Phase Budget Unit Budget Activily User Defined

4. This will bring up the cash disbursements allotment detail grid as shown below:

Allotment Management & Rewew Logod
ORI e [Eemistaeing| Gz |

Wiew Packe! List = Yiew Coding Structures = Allatment Detals serB) Testerd 1 105 - Offca of Financial Management

Biennium: 2007-03 Packet Number: 014 Status: Draft Purpose: (parating Iniial &lctment

Program Index AFRS Project AFRS Sub-Project AFRS Phase Budget Uit Budget Activity User Defined

Rows Load
Cash Disbursement Allotment Details

fidd Lpdste Dl

““ FY1 Total FY2 Tolal Adj. Anount Biennial Total

There are currently o detals in this coding structure far the selected packal,
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Note: The Cash Disbursements Allotment Details screen also includes a row selection box
which allows you to choose how many rows of data you would like to see with the choice of 10, 20,
30 or All. To get this to display the number of rows, make a selection and click Load.

5. Click the Add tab. The following dialog box will be displayed:

Add Cash Disbursements Allotment Detail

EAL Paste Repeat| Spread Ouarterhy
Enter or Select an EAT EM 1 I:l EM 13 I:l
F1 2 [ o Fmua [ 9

|[Enter or Select an Account] |

FM 4 [ o Fs [ 4
FM & [ o Fs [ 4
Fi 2 [ o F [ 4
FM 10 [ o =z [ 4
FM 12 [ o Fmz [ 4
FriTetl [ o] FvaTetal [

senvial Total 0]

Save Feset Add Cancel

6. Choose an Account and enter dollar figures. Note: EAI is an optional field. Account will
automatically be entered if an EAI is chosen. Account is a required field.

7. Click Save and exit the dialog box

8. You have successfully added cash disbursement allotment details. See below:
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Vi Pracket List
Wi Packet List = View Coding Structures = llotment Dietals LisetBO Testerd ¢ 105 - Office of Financial Management

Bienniums 2007-09 Packet Number: (14 Skatus: Draft Purpose: Oparating Inifial Allatment

Pragram Index AFRS Project AFRS Sub-Project AFRS Phase Budget Unit Budget Activity Usat Dafined

Cash Dishursement Allotment Details

Add Lpdate Dilte DlsplagI Biennium ¥ | Fraeze Eolumns None
) AL M2 M4 M7 12 17 FM20 | FM21 |FM22 | M 23
Total | Total | Total
D o1 300,000 300,000 00000 5000 5000 000 ZR000 25,000 25000 2000 000 000 5000 5000 2000 25000 2000 2000 000 000 5000 25000 24000 25000 2000 000 2

300,00 200,000 600,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,
300,00 300,000 600,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,100 25,000 25,000 25,000 25,000 25,00 25,000 25,000 25,000 25,000 25,

$ I | B

Lesson 3, Task 2 — Patterning Cash Disbursements

A patterning tool is available for creating Cash Disbursement and Cash Receipt Allotment detail for
the initial allotment. Patterning allows you to easily create an allotment based on the pattern of actuals
from the previous biennium. LU Note: Patterning is performed at the account level. L. Note: The
pattern takes the dollar amount you have entered for the account and prorates it monthly based on the
previous biennium’s actuals or allotments. Note: If all months of the biennium are not final the
pattern will use the allotment for those months. Note: A pattern will only be created for accounts
that have amounts entered. If the amount is left blank it is considered to be zero and no pattern will be
created for that account. It will replace any data previously in that account W|th a zero. LI Note: A
pattern cannot be created on an account that did not exist the prior biennium. [ Note: A pattern can
only be performed using a blank coding structure.

1. Go to the Allotment Coding Structures and select a blank coding structure or create one by
doing an Add, then Save without entering any information.

2. Select the Pattern tab. See below.

NEEE AR | Online Views erprise Rzno
Vievi Packet List = Allotment Coding Structures UserB0 Tester? : 105 - Office of Financizl Management

penditures | JGEMEeauENe] Cash Receipts | Revenue
Biennium: 2007-03 Packet Number: (58 Status: Draft Purpose: Operating Intizl Allotment

Allt, Detals || CommentsffiP: o
Program Index 1 AF_5 Project AFRS Sub-Project AFRS Phase

() 2006-2008 Washington State Office of Financial Management
Budget 2nd Allotment Support System (BASS) : AlghaQA
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3. The following dialog box will be displayed:

Patterning

2005-07 2007-09
Account Code Eiannial Ammount Eiennial &rmount

001 $77,292,097

41,056,335

$360,361

$149,348

200,294

$1,4852

$202,878

F2,460

F293,792

F2,045

$38,354,547

$4,275,725

$54,520

$100,000

$250

|
|
|
|
|
|
|
$12,394 |
|
|
|
|
|
|
|
|
I

+31.R?9.8R5

Save Reset Cancel

4. Add in the total amount you need to pattern for the account codes you wish to pattern. Then
click Save.

5. The following warning will be displayed: Note: This message does not mean that it will
delete account data already created in other coding structures. Be careful not to duplicate
your cash disbursements by creating coding structures with the same accounts used in
patterning.

Microsoft Internet Explorer

P Patterning inko the selected coding structure will delete any previous
v existing allokrment data.

Do wou wank ko conkinue with the pattern?

L ok ] [ Cancel

6. Click OK.
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7. The following message will be displayed:

Microsoft Internet Explorer E'
! "_l., Patkern was successtul
L]

8. Click OK.

9. To view the allotment detail created from using patterns click on the blank coding structure
selection box, then Allot. Details. See below for detail:

Allotment Management & Review

Loga
L TR (oo |
Wi Packet L = View Caing Sructues = Allotment Dl et Testaed + 105 - Office o Financal Managemen

Biennium Packe! Numbers 7714 Status: Draf Purpose: Onerating Infis Altment

Progeam Index AFRS Projact AFRS Sub-Project AFRS Phase Budget Unit Budget Activity User Defined

Raws(10 ¥ Load

Cash Disbursement Allotment Details

£ Lpcde el Display Fraeze Column
| AL PV Tl | 2Tl Bl Tl 1| M2 | M3 | P4 S | PG | T | MG MO | M0 LI P03 g IS

D it BAEAT dldds 0000 4LS4T ZONM 23UARY 0NN LATAGD BERNT AARLAD  LARAN 4330 JEAY MMAE LIMSE BIG0AM IMEH0 287710 419

DUSE g 1111 I I I % 53 I R I I 1 I
D i (0L N 3 11 N 1 A A I )1 0o b N VA 7 I R

D 4 11064 08035 D000 LSS LGS ZOON 196740 L20%E 1)

WOLOIT LOAI LRLGD LART LMY LML LSOID LB L LM
57,814,292 62,965,708 120,680,000 5545,575 3,264,739 4,646,388 4,147,737 4,197,726 5,615,080 4,505,279 4,356,191 5,944,399 5,134,122 4,771,880 5,021,275 4 504,994 5,247,822 4,238,970 5,969
57,814,292 62,965,708 120,680,000 5,595,575 3,264,739 4,646,388 4,147,737 4,197,726 5,619,080 4,505,279 4,356,191 5,944,399 5,194,122 4,771,880 5,021,276 4 504,994 5,247,822 4,233,970 5,969
{ | }
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LESSON 4 — CREATE THE CASH RECEIPTS ALLOTMENT DATA
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Lesson 4, Task 1 — Cash Receipt Coding Structure and Allotment Detail

Agency allotments must include monthly estimates of the cash they will receive by account. As an
agency prepares initial or adjusted revenue allotments, they almost always will need to include an
allotment for the related cash receipts. Note: Coding structure is optional for cash receipts
allotments; however, the account must be identified as part of the allotment detail. A blank coding
structure would imply that the cash receipt is allotted at the agency level.

1. Goto View Packet List and choose a packet and click the Allotments tab.

2. On the component navigation bar select Cash Receipts.
3. Select a blank coding structure check box and click the Allot. Details tab, as shown below:

Tanya Dasl 179 - Denarment of Frreqies Senras

PR Sub-Project AFRS Phasa User Defined

G 1 VTR STt DI o Eaees S
Bedgt o4 Leguzbin-Applatons : AphaQh

4. This will bring up the cash receipts allotment detail grid as shown below:

Vi Packet Lis
Vi Bachet List = View Coding Struchures » Alotmer Detals LserB Tester ¢ 105 - Office of Financial Management

Packet Number: 1014 Status: Drsh Purposes Qperafing Infial Alotment

Program Index AFRS Project AFRS Sub-Project AFRS Phase Budget Unit Budget Activity User Defined

Rows Load
Cash Receipt Allotment Datails

fdd Updtz Delle

At | MaiSw | Swe | SbSn | FHITeld FY2 Totdl Ad Amout BiennialTotl

There are cutrertly ro detals in his coding struchure For the selected packet,
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Note: The Cash Receipts Allotment Details screen also includes a row selection box which
allows you to choose how many rows of data you would like to see with the choice of 10, 20, 30 or
All. To get this to display the number of rows, make a selection and click Load.

5. Click the Add tab. The following dialog box will be displayed:

Add Cash Receipts Allotment Detail

Account Paste Repeat Spread Cuoarterly

Enter or Select an Account FM 1 I:l EM 13 I:l
Fi 2 I [

[Major Source FM 3 I:l FM 15 I:l

Source

| R — T w—

| | T R E—
FM 9 [ o Fma [
FM 11 [ o mz [
FriTetl [ o] FrzTetal [ q

Save Reset Add Cancel

6. Choose an Account and enter dollar amounts. Note: Account is a required field while
major source and source are optional fields for cash receipt allotments.

7. Click Save and exit the dialog box.
8. You have successfully added cash receipts allotment details. See below:

Allotment Management & Review Logaul
View Packet List I Ornline Yiews Char
View Packet List = Yiew Coding Structures = Allotment Details UserB Tasterd + 105 - Office of Financial Management

Biennium: 2007-09 Packet Number: 0014 $tatus: Draft Purpose: Operating Initial Allatrent

Program Index AFRS Project AFRS Sub-Project AFRS Phase Budget Unit Budgat Activity User Defined

Rows 20 ¥ Load

Cash Receipt Allotment Details

Add Update Delete Display | Biennium ¥ | Freeze Columns | None
Mai. Src, B2 | Bienrial M2 FM4 M7 FM 14 FM 17
Total | Total
D 010 BO0,000  BO0,000 1,200,000 50,000 50,000 50,000 50,000 S0,000 S0,000 50,000 50,000 50,000 S0,000 50,000 50,000 50,000 GO,000 50,000 50,000 50,000 0,000 50,000 50,000

Total 600,000 600,000 1,200,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 5
Grand Total 600,000 600,000 1,200,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 50,000 5

£ b
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Lesson 4, Task 2 — Patterning Cash Receipts

A patterning tool is available for creating Cash Disbursement and Cash Receipt Allotment detail in the
initial packet only. Patterning allows you to easily create an allotment based on the pattern of actuals
from the previous biennium. L. Note: Patterning is performed at the account level. L1 Note: The
pattern takes the dollar amount you have entered for the account and prorates it monthly based on the
previous biennium’s actuals or allotments. Note: If all months of the biennium are not final the
pattern will use the allotment for those months. Note: A pattern will only be created for accounts
that have amounts entered. If the amount is left blank it is considered to be zero and no pattern will be
created for that account. It will replace any data previously in that account with a zero. L. Note: A
pattern cannot be created on an account that did not exist the prior biennium. Note: A pattern can
only be performed using a blank coding structure.

1. Go to the Allotment Coding Structure and select a blank coding structure or create one by
doing an Add, then Save without entering any information.
2. Then select the Pattern tab as was done in the cash disbursements exercise.

3. The following dialog box will be displayed:

Patterning

2005-07 2007-09
Account Code Biennial Amaount Biennial Amaount

001 £40,646,250 | |

03K $1.209541 | |

055 $lE3.461 | |

123 $1.882 | |

151 $13,376 | |

277 $5.835 | |

70 ga0621 | |

418 s2.045 | |

419 $39,031547 | |

436 $5.347.800 | |

433 $29.580 | |

536 $a6s | |

543 §43.523 | |

£ $32,293,753 | |

549 §17.097 | |

Save Reset Carcel

4. Add in the total amount you need to pattern for the various account codes you wish to pattern.
Then click Save.
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5. The following warning will appear. Note: This message does not mean that it will delete
account data already created in other coding structures. Be careful not to duplicate your cash
receipts by creating coding structures with the same accounts used in patterning.

Microsoft Internet Explorer [‘5—<|

Patterning inko the selected coding structure will delete any previous
\._" existing allokrment data.

Do wou wank ko conkinue with the pattern?

(04 l [ Cancel

6. Click OK.

7. A message will display “Pattern was successful” as it did in the cash disbursements exercise.
8. Click OK.

9. To view the allotment detail created from using patterns click on the blank coding structure

selection box, then Allot. Details. See below for details:

Allotment Management & Review Logn
(OISR oceibe | Blpiskootng| Gt | |

Wiew Pachet Lit = View Coding Structures = Alotment Detals LUsetBO Testerd ¢ 105 - Office of Financial Managemen

Biennium: 2007-09 Packet Number: 1014 Status: Drsh Putpases Operafing Iniial Allcrent

Program Index AFRS Project AFRS Sub-Project AFRS Phase Budget Unit Budget Activity User Defined

Rows n ¥ Load

Cash Receipt Allotment Details

Add Update Dielle DlsplwI iennim | ¥ FreezeEolumns None

IM@M o 2 o e o

RERATE 4B £000000  LAS20L LGNS LIG0GE L2 L3R LRRSAM O LEBLBD 2SAOAD W03L 22%ME  LRIN B4BE0 LN4E L

D 1% I Y 0 [ 0 ! 0 0 0 0 ! 0 0 0
[ = ML M S 0 0 0 0 1 ma 0 0 0 ! 0 0 0
[ # 2T I SHOMD DS SR MM W% O IR T 7 T I 1 Y VR
Totd  25275,84325,886,157 51,165,000 1,434,714 1,350,753 2,382,475 1,280,068 2,515,290 1,835,592 1,591,760 2,348,744 1,502,004 2,331,767 1,882,812 4,011,944 1,099,799 1,619
Grand Tokal 25,276,843 25,886,157 51,165,000 1,434,714 1,350,753 2,382,475 1,280,068 2,515,290 1,835,592 1,591,780 2,348,744 1,502,004 2,331,767 1,882,812 4,011,944 1,099,799 1,619
{ | )
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LESSON 5 - CREATE THE REVENUE ALLOTMENT DATA
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Lesson 5, Task 1 — Revenue Coding Structure and Allotment Detail

Revenue allotment information is entered into TALS AMR in a manner similar to the coding structure
and allotment detail instructions described previously in the tutorial. Note: Coding structure is
optional for revenue allotments; however, the account, major source and source levels must be
identified as part of the allotment detail. A blank coding structure means the revenue is allotted at the
agency level.

Go to View Packet List and choose a packet and click the Allotments tab.
2. On the component navigation bar select Revenue.

3. Select a blank coding structure check box and click the Allot. Details tab. Then click the Add
tab. The following dialog box will be displayed:

Add Revenue Allotment Detail

EAT Paste Repeat Spread Cuoarterly

Fi 2 I [
|[Enter ot Select an Account] |
Mejor Soures F s [ o Fw [
Source F 7 [ o Fm [
| T s R R —

| e [ w4
FM 11 [ o m [ 4
FM 12 I [ 4
FriTetl [ o] FrzTetal [ q

Save Reset Add Cancel

4. Choose an Account, Major Source and Source and enter dollar amounts. Note: EAlisan
optional field for revenue allotments, but account, major source and source are required.
Note: Major source is a hierarchical field, so if you want to enter a source you must enter a
major source first or if you want to enter sub source you must enter both major source and
source first. Note: The Revenue Allotment Details screen also includes a row selection box
which allows you to choose how many rows of data you would like to see with the choice of 10,
20, 30 or All. To get this to display the number of rows, make a selection and click Load.

5. Click Save and exit the dialog box.
6. You have successfully added revenue allotment details. See below:
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Wiew Packet Lt = View Coaing Slruchures = &liment Detals UsatB0 Teserd s 05 - Office of Financial Managemen

Packet Numiber: (014 Status: Cysh

Prageam Index Org Index AFRS Project AFRS Sub-Project AFRS Phase Budget Unit Budget Activity User Defined

Rows @0 ¥ Load

Revenue Allotment Details

Updde Delte DISp|a§' Bienrim V Fresze Culumns Hore

Ff1 | Ff2 |Biennia
IM@@MMII@MI@M@MI@@@@I@@

440,000 40,000 4000 4000 4000 40,000 000 4000 400 40 a0 4000 000 400 400 400 000 900 900 490

Total 450,000 480,000 960,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 48,000 43,000 43,000 40,000 43,000 45,000 45,000 43,000 43,000 41,000 45,000 40,000 40,000
frand Total 430,000 480,000 960,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 41,000 40,000 43,000 45,000 45,000 40,000 43,000 41,000 43,000 40,000 40,000

| }

o~
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LESSON 6 — COPY FEATURES
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Lesson 6, Task 1 — Copy a Packet

To copy a packet means to copy the coding structures and allotment details contained in one packet to
another packet. You may select to copy the entire packet or any part of it.

1. Goto View Packet List and choose a packet and click the Copy tab. Note: Any packet can
be copied from, but only packets in draft status can be copied to.

Wiew Packet List
Yiew Packat List Cala D2 303 - Department of Health

Bierriurn hows Load | AMR. Pre-Release Edis ¥ | fun
View Packet | AddPacket || Update Packet | ViewHitory | Delete | SetLacks | Aloiments| Impart | E: i

||| Mt P / Ghsl  Pewan [ Cah Dih|Cash Reot Rev Eipaaton IneralConent
D 00t Capitdl Amendment fest e Dt L LA Testerd, Superllser]
D s Capital Amendment Oct Releaze Regression test PreRel Edt Chik packet  Draf v ¥ LA Testerd, Superllser
D 00té Operating Internal Adjustments festing 3a Draf 190 - Adninistrtion L LA Testetd, UserBO
D LIE] Operating Initial Alatment SPS Import Draf v Testerd, UserBO
D e Operating Linanticipated Receipts TTpraissue 10630 Draf v Testetd, UserBO
D 0041 Capital Gowetnor's Cash Deficit Reductions Draf v Testerd, Superllser
D 0] Capital Tnitial Allotrent 001 Tegt Packet Draf L LA Testerd, Superllser]
D 0003 Operating Initial Alatment B0 teet packet Draf v ¥ LA Testerd, Superllser
D 000 Operating 2nd Qi Adjustments fest Draft 010 - Epidemiclagy, Health Stats & Public Lab ¥/ Testerd, LserEA
D 1] 007 Operating 2nd Qi Adjustments Test TTP 11266 Draf v v Testerd, LserEA

—
(=]
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In the Copy tab you make your selections.

Include — is used to include all components or deselect the items not needed.
Detail Options — is used to include details or not, to reverse signs, or zero out the amounts.
What Action to take — choose between Merge/Sum Amounts Together for Duplicates and
Delete Original/Replace.

e To Packet - is used to designate where you want the data being copied to go to.

. .
£ Copy -- Webpage Dialog | % |

Copy from Packet 0002

Include Allotted Expenditures Staff Months (FTEs)
Unallotted Reserves
Cash Disbursements Cash Receipts
Revenue

Detail Options Include Details

) Merge / Sum Amounts Together for Duplicates

©) Delete Original / Replce

To Packet...

Biennium 2011-13 -
Packet Purpose [Select a Purpose]

Packet [Select 3 Packet]

Copy | [ Gancel |
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2. The dropdown arrow for Detail Options allows you to:
Include Details — includes allotment details and amounts.
¢ Include Details/Reverse Signs — includes allotment details and changes all positive
amounts to negative and all negative amounts to positive.
¢ Include Details/Zero Out - includes coding structure and allotment details with no

amounts.

e Do Not Include Details — copies only the coding structures.

2 Copy -- Web Page Dialog

Copy from Packet 0013

Allotted Expenditures

Unallotted
Cazh Disburzements

Reverue

Staff Months (FTES)

Reaserwes
Zazh Receipts

Dretail Dptions Include Dretails

Include Datails

Include Dretails f Rewverse Signs

O Metrge f Sum JInclade Details [ Zero Cut
Do Mot Include Details

'C} Celete Original T Replace

To Packet..,

Bienniurn

| 2007-03 v |

Packet Purpose | [Select a Purpose]

Packet | [Select a Packet]

Copy Cancel

Note: When a user wants to merge multiple packets and reverse the signs, here are the steps:
First merge all the packets you want to merge into one packet, create a new packet, copy the
packet with the merged packets into the new packet and reverse the signs.
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3. Select what action you would like to take:

e Merge/Sum Amounts Together for Duplicates — this action will add coding structures
that do not exist in the ‘to’ packet and where there are duplicate coding structures it will
add the amounts together.

o Delete Original/Replace — this action will delete everything in the ‘to’ packet and only
bring in the selected items.

£ Copy -- Webpage Dialog | )

Copy from Packet 0002

Allotted Expenditures Staff Months (FTEs)
Unallotted Reserves

Cash Disbursements Cash Receipts
Revenue

Detail Options Include Details

e © Merge / Sum Amounts Toge for Duplicates

@ Delete Original / Replace

Biennium 2011-13 -

Packet Purpose [Select a Purpose]
Packet [Select a Packet]

58



4. Select which packet to copy to:
e Biennium — use the dropdown arrow to select the biennium for the “to packet’.

e Packet Purpose — use the dropdown arrow to select the packet purpose to reduce the
packets to choose from for the “to packet’. Note: You do not need to select a packet

purpose, you may go directly to Packet and make your selection.
e Packet — use the dropdown arrow to select the packet to copy into.

£ Copy -- Webpage Dialog

Copy from Packet 0002

Include Allotted Expenditures Staff Months (FTEs)
Unallotted Reserves
Cash Disbursements Cash Receipts
Revenue

Detail Options Include Details

3] Merge / Sum Amounts Together for Duplicates

Bienniurm 2011-13 -

Packet Purpose [Select a Purpose]

Packet [Select a Packet]

Copy || Cancel

5. Once you’ve made your selections click the Copy button and a message will appear warning
you of the action that will be taken.

6. If this is the action you intended click the OK button.
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-

Message from webpage - — u

Copying data into the selected packet will delete any previously existing
coding
structures and allotrment details with amounts,

L Do you want to continue with the copy?

(8] 4 Cancel

7. A message will appear saying that the action was completed.

| E Caopy -- Webpage Dialog | 2 |

Copy from Packet 0054

Include Allotted Expenditures Staff Months (FTEs)

Unallotted Reserves
Cash Disbursements Cash Receipts
Revenue

Detail Options Include Details

) Merge / Sum Amounts Together for Duplicates

-
@ Delete Original / Replace | Message from webpage

To Packet...
Biennium 2011-13 i The data has been copied.

Packet Purpose [Selecta Pu
Packet 0060 Tanya I -
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Lesson 6, Task 2 — Copy Coding Structure

Copy coding structure means to copy the selected coding structure contained in one packet to another
coding structure within the same packet. You may select to copy the coding structure with or without
the allotment details.

1. From View Packet List choose a packet and click the Allotments tab. Then select the coding

structure you wish to copy and click the Copy tab. Note: Only one coding structure can be
copied at a time

Tarrpa Dol - 170 - Departoneml, of Enlisprise Servies

AHRS Sub-Project

18108 . 10

BO00D

B00d

B30 : . < . i : . z . q M2AEIN

123456 18310,
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In the Copy tab you make your selections.

¢ Include —is used to include all allotment details or deselect the items not needed.
What Action to take - choose between Merge/Sum Amounts Together for Duplicates and
Delete Original/Replace.

e To Packet - is used to designate what coding structure you want the data being copied to
go to.

E Copy -- Webpage Dialog . )

Copy from Packet 0060

Include Alotted Expenditures Staff Months (FTEs)
Unallotted Reserves

) Merge / Sum Amounts Together for Duplicates
) Delete Original / Replace

To Packet...

Biennium 2011-13 -

Packet Eurpuse| [Select 3 Purpose]

Packet | Current Packet (0060) - |
Coding Struckt.  [Select a Coding Structure]

Copy || Cancel |
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2. Select what action you’d like to take:

Merge/Sum Amounts Together for Duplicates — this action will add allotment details
that do not exist in the ‘to’ packet coding structure and where there are duplicate coding
elements it will add the amounts together.

Delete Original/Replace — this action will delete everything in the ‘to’ packet coding
structure and only bring in the selected items.

3 Copy -- Web Page Dialog

Copy from Packet D013

Inchide Allatted Expenditure Staff Months (FTEs)
| Unallatted Feserves

rge f Surn Amounts Together for Duplicates

Bienniurn
Packet

Purpose
Packet Current Packet (0012

[Select a Purpose]

Coading Struct, | [Select a Coding Structure]

Cancel
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& | Copy -- Webpage Dialog “

Copy from Packet 0060

Include Allotted Expenditures Staff Months (FTEs)

Unallotted Reserves

To Packet...

Biennium 2011-13 -

Packet Eurpnse| [Select a Purpose]

Packet | Current Packet (0060} - |
Coding Struct.  [Select a Coding Structure]

Copy || Cancel
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3. Select which coding structure to copy to:

¢ New Coding Structure — use the dropdown arrow to select a new coding structure.
e EXxisting Coding Structures — use the dropdown arrow to select the coding structure

you wish to copy to.

Note: Biennium, Packet Purpose, and Packet are not options at this time and are
grayed out.

3 Copy -- Web Page Dialog

Copy from Packet D013

Include Allotted Expenditures Staff Months (FTEz)
Unallatted Fiezerwes

@ Merge / Sum Amounts Together For Duplicates

'C} Drelete Original f Replace

To Packet..,

[Select a Purpose]

Current Packet (0013

Coding Struct, | [Select 3 Coding Structure]
[Select a Coding Structure

Mew Coding Structure...
PL:EZ222,00:H001,P9999,5P 99
PL:62401,21:0518,P19999,5P:99
PL:EZ2722,00: 0533,P9999,5P 99
PI:92101,51:I001,P:9999,5P:99
PI:97101,01:I001,P:9999,5P: 99

Cancel
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g Copy -- Webpage Dialog

Copy from Packet 0060

Mk Alotted Expendtures 7] Staff Months (FTEs)
Unalotted Reserves

@ Merge / Sum Amounts Together for Duplicates
) Delete Original [ Replace

To Packet...
Biennium

rpose [Sel_e-f.-‘t a'_DurDosej
| Current Packet (0060) ~ |

[Select a Coding Structure]
[Select a Coding Structure]
New Coding Structure... [

E

PLA1000,P:1000
PL:A1000,01:5100,UD:Exec Mgt
PL:A2000

PL1:A3000
PI:A3000,01:5100,UD:Comm
PL:AB100,P:8100

Copy || Cancel

PL:B0O000,UD:M2 AF 1K
PL:BOO0O,UD:M2 AG 1R
PI:BOO0O,UD:M2 AL 1P
PI:BOO0O,UD:M2 AN 1Q
PI:BOOO0O,UD:M2A1 1C
PI:BO000,UD:M2A1 1G
PI1:B1000,P:2000
PI:B1000,01:5150,UD:ATS
PI:B1000,01:5155,UD:LAN/WAN
PL:B2000

PI:B2000.P:2000
PI:B2000,01:5100,UD:HR |
PL:B2000,01:5160,UD:HR - TRAIN anet | Protected Mode: Off ,

nnnnnnn

4. Once you’ve made your selections click the Copy button. If you selected an existing coding
structure, a message will appear warning you of the action that will be taken.

5. If this is the action you intended click the OK button.
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-
Message from webpage u

Copying data into the selected packet will merge new coding structures
and allotment details with amounts.

If there are duplicate records, the new amounts will be the surn of the
twio records,

Do you want to continue with the copy?

| ok || Ccancl

6. If you selected New Coding Structure another dialog box will appear. This dialog box will
show the coding structure you are copying from. Enter your new coding structure and click
Save.

View Packet List |Jelullaz00=000 nterprise Reportin s || OFM Packe us

a Copy -- Webpage Dialog

Copy from Packet 0060

Include Allotted Expenditures Staff Months (FTEs)
" —_—_——

i -
E Copy Coding Structure -- Webpage Dialog

Merge | Sl Copy Coding Structure

@ Delete Oril | Program Index

A2000 - Communications |

To Packet.
RN Biennium

Organization Index
5100 - Information Services |

Budget Unit

Packet Purpo:
Packet
Coding Struct

|AFRS Project |

|AFRS Sub Project | User Defined

Comm

Budget Activity

AFRS Project Phase

| save || Reset || Cancel |

http://ofmapoly400/
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7. A message will appear saying that the action was completed.
A -- Web Page Dialog
Copy from Packet D013

Inchude &llotted Expenditures Staff Months (FTEz)
Unallotted Fiezerwes

O Merge / Sum Amounts Together for Doplicates

@ Celete Original f Replace

To Packet..,
Bienniurn Z2007-09

Packet
Purpose

Packet Current Packet (0012

[Select a Purpose]

Coading Struct, | Mew Coding Structurs..,

Microsoft Internet Explorer, |E|

" E The data has been copied.

Copy Cancel

TO DO - Hands on: Practice copying packets, copying coding structures to new coding
structures and existing coding structures.
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LESSON 7 — FEATURES NOT INCLUDED IN INITIAL & INTERNAL
PACKET PREPARATION
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Lesson 7, Task 1 — Adjustment Amount

Note: The adjustment amount field was created to allow agencies to move allotment capacity from
closed fiscal months without skewing the current month or changing the official allotment record for
closed months. The total adjustment from closed months can be placed into the adjustment month field
and the current month amount will contain the actual change desired for that month. The adjustment
amount will show as a separate entry on the TALS-AMR reports. The adjustment amount will however

be posted to AFRS in the current fiscal month.

1. Create a new packet with packet purpose
Operating 2" Qtr Adjustments

2. Add a new coding structure and allotment details. Notice that a new amount tab is available

(Adj. Amount). See below:

2 Add Expenditure Allotmen Detail -- Web Page Dialog

Add Expenditure Allotment Detail

EAT Pazhg Repeat Spread Quarterly
Enter or Select am EAT FM 1 I:l
|[Enter or Select an Object] |
b ob FM 4 :
Sub Cbject
RIE N 0
Sub Sub Ok, s NI
| | | Fm7 AN
FM & N

FM 9 L\
FM 10 | N
P 11 [ o
FY1 Tatal [

Sawe

FIM 13
FI 14
FM 15
FM 16
FM 17
FM 13
FI 19
FIM 20
FIM 21
FM 22

M 23
Y 24

Adidmount| 0
Biennial Total _

Rezat

X]

3. After choosing an EAI and Object put a negative dollar amount in Adj. Amount and spread

that amount in open months, then click Save and Cancel.
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4. You have created an adjustment allotment. See below:

Adjustment Amount

iew Packet List Oniing Vs

Wi Packet Lit = View Packet Headsr = View Cading StruchiNes = &llctment Ditals UserBO Testard ¢ 105 - Offce of Firancia Management

Biennium: 2017-19 Packet Number: 0078 Status: Draf Purpase: Onerating 2nd Qi Adjustments
Progeam Index Org. Index AFRS Projedt AFRS Sub-Prajact AFRS Phase Budgat Unit Budget Activity User Defined
1000

fows |10 ¥ Load

i Expenditure Allotrient Details

4dd Updste Dilele DlsplayI Bienrium ¥| Freeze Eolumns None

12 2R 22t A A A H R HFRER
[] o a

50,000 LA 1] L A 02000 2500 [

Total 50,000 0 -50,000
Grand Total 30,000 0 -30,000

02500025000 0 0 0 0 O 0 O O O 0 O O
02300025000 0 0 0 0 0 0 0 0 O 0 0 0O

B affMonth Allotment Detals

& uulotied Allotwent Dt

+ + +
I o
[l

S ——




Lesson 7, Task 2 — Moving Unallotted Funds into Allotted

1. Create a quarterly adjustment packet.

2. Expand the UnAllotted Allotment Details grid, choose the Add tab, choose an EAI, then put
in a negative dollar amount, click Save and Cancel.

Now take that amount and allot it in open months.

Go to the Expenditure Allotment Details grid and expand it, click the Add tab and choose
an EAI and Object, and put the amount in.

5. You have successfully moved unallotted funds into allotted.

Allotment Management & Review Lo
Wi Pt Lt | {(nline Yiews Enlr:r it Reporl |_

e Packel Lt = View Cocing Struchures » &laiment Delal: B Testerd ¢ 105 - Office of Financil Managemen
Biennium: 200703 Packat Number: 1171 Status: Draft Parpase: Qperaling 2nd Ot Adjustments
Program Index Org, Index AFRS Praject AFRS Sub-Project AFRS Phase Budget Unit Budget Activity Usar Defined
0z -

Rows Load

| Expenditura Allatment Details

Add Updts Delele Di_splay Free;el:nlumns
enrncko oy .| FYLO[ O F¥2 | Adi | Biennial M | FM | FM M M M

D A LI 1] I g0 o0 0 00000000000 0 RS GRS GRS GRS GRS GES LES RAS

Total 0 45000 0 45000 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 056255655625 5625 5625 5605 5625 5625

Grand Tolal 0 43,000 0 45000 0 O O O O O O O O 0 O O O 0 O 0%5562556255562735,625 5623 3,623 5,623 3,625

Staff Month Allatmient Details

| UnAllotted Allotment Details

Add Update Delele
N T O T N I T N T N T
0 0 Ficd Yaur 2 -5
Total i 45,000 0
Grand Tkl 0 45,000 45,000

Reserve Allatment Details

~
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Lesson 7, Task 3 — Unanticipated Receipt (UAR)

Note: The unanticipated receipt (UAR) packet purpose requires that you use the unanticipated
receipt form from within the application. This keeps all documentation of the UAR in one location.

1. Create an unanticipated receipt packet by choosing 2011-2013 Biennium, Purpose “Operating
Unanticipated Receipts” and choosing a contact. After you click Save you will see a new tab
available “UAR.”

(ontact
Allotment Management & Review m”

Tanya Neue|* 179 - Negarment of Frtemeie Senvices

i

-

[Opeating Unanticpeted Receipts

at Opg, Apha w |DECmISDeudgetHepdedifides wa gov | |:rn phon £ 'eoc-'i

2. Click on the UAR tab. This is how you get to the Unanticipated Receipt Approval Request
form. Fill in the following:

Contact Person: Your Name

Phone Number: Your Phone

Purpose of grant...: UAR Training Grant

Begin Date: Today’s Date

End Date: One year from today

Type of Grant: Choose “new”

Budget Impact Summary Grant Award: $10,000, no matching funds
Analysis: Choose “no” on all of them

3. Click Ok.

4. Click on the Allotments tab and set up a coding structure and allotment detail for the $10,000
award. L] Note: When establishing an UAR you must set up an Appropriation Index through
the AFRS tables as described in the Allotment Instructions and the State Administrative and
Accounting Manual (SAAM) with at least one of them having an appropriation type of a 3 or 9.
This information must be in the AFRS tables before you submit your UAR or it will not pass the
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pre-release edits. LU Note: For capital UAR packets, you must establish your coding in AFRS
prior to creating the allotment in order for the capital project number to be editable in the
system. Note: All UAR packets must include an attachment of the grant award.

UNANTICIPATED PACKET NUMBER: o DATE suamn6 '
RECEIPT APPROVAL %ﬂi&cﬁfﬁﬂmm
REQUEST

FHOME NUMEER

L]

AGENCY CODE &TITLE COWTACT PERSON a

105 - Office of Financial Manazemeni | |

FROGRAM CODE & TITLE

BUDGET ACTIVITY CODE &TITLEo
| | Operating

[Ma Pragram Selected] b | ”

PURFOSE OF GRANT AND DESCRIFTION OF HOW FUNDS WiLL BE USED

TIME FERIOD FOR THIS GRANT £ BWARD:

B2 | End Date imonthiday/year) =

Hote:  f a portion of the grant period occurs after the nest legizlative session, that portion of the grant should be normally incloded in the agency's next
budget request. [See instroctions)

Begin Date (month/day fyear) |

TYPE OF GRANT / BARD: Check one. m

C‘ WEWY - The agency needs additional spending adtharity to spend this grant.
C‘ REMEWRL — The agency received this grart previously.

C‘ ADODOENDUM - The agency has received additional funds to an existing grart/award andior the purpose of the grant has been expanded.

C‘ CARRY OWER FROM PREWVIOUS BIEWMIUM - The agency has funds reraining from a previously approved unanti cipated receipt from the previous

biennium. Indicate Alatrnent Packet Nornber: l:l

|:| FA%5-THROUGH OHLY - Check if the full amount will be paszed on to the recipients and explain the nature of the pass-through.

BUDGET IMPACT SUMMARY

P.CCEILI!\IT- FREVIOLS CURRENT EMSUING CURRENT AMOUNT BGENCY EXPECTS
Expenditure BIENNILM BIENHILM BIENHILN BLLOTHMENT TO REGUEST IN HEAT
Butharity Type REGUEST EUDGET SUBMITTAL
FTEs | | ||| | | [ ]
AWARD | | | || [ ]
LiARD
MATCHING
e v &~ | | | || | |
TOTAL
QJLLARS
es the grant require rmatching funds? C‘ YES C‘ HO  SOURCE OF MATCHING FUNDS: |

i yez,and the funds will corne fror the agency's currert budget, indicate the programs and activities that will be affected.
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ANALYSIS {to be completed by requesting agency) Attach additional documents or explanation as necessary. @

YES N
O 'O' 1. Can these funds be substituted for present!y allotted funds"

ff yez, dezcribe the source and amounit to be placed in reserve.
f na, and if the rezzon is anything other than 3 specific #tipulation by the grantor, please edplain.

2. Does acceptance of these funds commit the state to further expenditures in a later period?
O 'O' f yes, indicate the probable source of future funding.
O O 3. Does this new grantfaward create a new policy direction?

F yes, it should be considered inthe agency's new budget requsst rather than the unanticipated receipt process.

4. Indicate the specific plan for termination or continustion of the program beyond the anticipated length of time and funding.

ok, Cancel

Packet Number—Will be derived from the packet and will also display the packet title.
Date Submitted—Will automatically fill in once the packet is submitted with that date.
Agency Code & Title—Will be derived from the packet.

Contact Person—A required text field.

Phone Number—A required text field for the contact person’s phone number.

Program Code & Title—A drop down field the user can choose for the appropriate program. It is an
optional field.

Budget Activity Code & Title—Two text fields that are optional.
Operating/Capital—This field is derived from the packet type.

Purpose of Grant and Description of How Funds will be Used—A required text field.
Time Period for this Grant Award—The begin and end dates are two required date fields.

Type of Grant/Award—Four choices of new, renewal, addendum, or carry over from the previous
biennium. One of these must be chosen. If carry over from previous biennium is chosen, you must
indicate the previous packet number.

Pass-Through Only—an optional check box. If this is selected, an explanation must be given.

Budget Impact Summary—This table captures FTEs, grant/award and matching fund information for
previous, current and ensuing biennia as well as current allotment request and amount agency expect to
request in the next budget submittal. The details are described in the following table:

Account | EA Previous Current Ensuing Current Amount Agency
Type Biennium | Biennium | Biennium | Allotment | Expects to
Request Request in Next
Budget Submittal
FTEs N/A N/A FTE FTE FTE FTE FTE amount field /
amount amount amount amount optional
field / field / field / field /
optional optional optional optional
Grant/Award | derived derived dollar dollar dollar derived dollar amount field /
from from amount amount amount from packet | optional
packet packet field / field / field / based on
optional required optional account/
EA type
Matching combo combo dollar dollar dollar dollar dollar amount field /
Funds field / field / amount amount amount amount optional
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optional optional field / field / field / field /
optional optional optional optional
Total Dollars | N/A N/A calculated calculated calculated calculated calculated sum of
sum of sum of sum of sum of dollar amounts above
dollar dollar dollar dollar
amounts amounts amounts amounts
above above above above

¢ Does the Grant Require Matching Funds?—Must choose yes or no, if yes is chosen, you must indicate
the source of matching funds and programs and activities that will be affected by using these funds.

e Analysis section—A series of four questions, the first three of which a choice of yes or no must be

selected, the last question is optional. In the first question “Can these funds be substituted for

presently allotted funds?” If yes is selected, at least one matching reserve allotment detail record must
exist in the packet before it can be submitted. If no is selected and the reason is anything other than a
specific stipulation by the grantor, it must be explained. In the second question “Does acceptance of
these funds commit the state to further expenditures in a later period?” If yes is selected, then the

probable source of future funding must be explained.
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LESSON 8 — EXPORT
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Lesson 8, Task 1 — Export/Import Coding Structure & Allotment Data

Agencies may want to make changes to an existing allotment packet. The Export tool can be used to
export allotment data, make modification and then import back into TALS-AMR.

Note: Can export only one packet at a time. Note: Will export allotment data into a tab
delimited text file. Note: If modifications are needed, it is best to save the export text file into
Excel, make your changes, save back to a tab delimited text file and then import back into TALS-AMR.

1. From the View Packet screen, select the allotment packet that you want to export, then the
Export tab. Make sure to select an allotment packet that has allotment data. The Export Data
dialog box will be displayed:

Allotment Management & Review
Ve Pkt ||M|_

View Packet Lt UserB) Tester? ¢ 105 - Office of Fnancial Manzgement
Gemiom | 10003 ¥ Ros| Al ¥ Load AR Pr-feesss Edt ¥ hun
View Packet| Add Packet || Update Packet | View History || Delels |Sef Locks | Alltments|| Import Copy || Review Jsues

L ke | e M-I@
Wi Operating Intal Alotment Drat v 4 v Testerd, UserB0
D 1 004 Operating Intal Alotment Working Drt of Intl Aliment Data Draft v v v Testerl, LserB0)
[ i Revenuz and Cash Adjustments Drsf Testerl, UserB0
D i Operating Intal Alotment Draft Tester], UserB0
D it Revenue and Cash Adjustments Draft Tester!, UserB0)
D 0 Qperating Jat Supplementz/ Drt Tederd, UserB0
D ] Operating Internal Adjustments Drat Tester], UserBO0
D ] Operating Allocfions Draft Testerd, LserB0

2. All data elements are selected by default when the Export Data dialog box opens. Select the
Export button. The File Download — Security Warning dialog box will display:

Note: You can deselect the appropriate selections by clicking the check boxes.

2} Export Data -- Web Page Dialog .S
=

Salect the allctment data to export.

Expenditures Unallctted
Ressrves St=ff Months
Cash Disbursements Cash Recsipts
Rewvanus
Export Cancel

3. Select Save to save this file.
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File Download - Security Warning E|
Do you want to save this file?

@ Mame: TALSExport_0019_2282007
Type: Unknown File Type, 1.19 KB
From: ofmapoly400

Save ] [ Cancel

patentially harm your computer. F you do not trust the source, do naot

While files from the Intemet can be useful, this file type can
save this software. What's the rsk?

4. You will be prompted to confirm the save location of the export file. In training, choose the
Desktop icon. The system will generate a file name with the packet number and date (i.e.
TALSExport_0019 2282007.txt). You can decide to change the file name or leave the file
name as is. In training leave the file name as is.

Change the Save as Type to: All Files
Select Save.

Save in: | |- Export and Import for Training b | 0 _? = '

Recert

>

My Documents
My Computer
File name: |.ﬁ.genc§.r 105 BExport tt b |
| Sevesatn: (A s ]

5. A Download Complete dialog box will be displayed. Select Close. The packet has been
exported into a tab delimited text file.
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Download complete

Fi

(v

= Download Complete

Saved:

TALSExport_0012_2282007 from ofmapoly400

(RESRR AN RRRRRRRRARRRRR NN RRRRRRRRRRREEE
Downloaded: 1.19KB in 1sec

Download to: I:'\My Docume. .. \Agency 105 Export. txt
Transfer rate; 1.19 KB/fSec

Close this dialog box when download completes

[ Open ] [ Cpen Folder ] [ Cloze l

6. To make modification to exported allotments you will want to make your changes in Excel.
You have a couple of options. One option is to open the exported text file and copy and paste
into the Excel Import Template. The other option and in training perform the following.
Open Excel, change “Files of type” to Text Files, browse until you find the exported text file,
double click on the text file. Note: When you want to modify the text file, it is best to
make changes in an Excel file rather than in the text file (the reason is because columns do not
line up with the headings in a text file).

Open

Look in: |[EJ Export and Import for Training V| @ - N | 'a X 4 Ed - Tools -

IE:I 105 TALSExport_0021_462007. txt
El agency 090, bt
vy Recent | [ I |
Documents EI Agency 105 Export X.ixt
= E:I Agency 235 Import. txt
[.- @l_].ﬁ.gency 235 Import.xls
Desktop E:I Agency Import. txt
@l_]f:u:py of ImportTextFileTemplate. xls

’-) TALSExpDrt 0013 3292007

[£] TALSExport_0005_3302007. txt

My Documents

My Computer

My Cu:nmputer|
J I
My Metwark ?E e | - | I == l
Places Files of type: |.-!\II Files {*.*) > | ﬂ]

7. The Text Import Wizard — Step 1 of 3, dialog box will open. Select “Delimited” data type.
Then select “Next>".
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Text Import Wizard - Step 1 of 3

Criginal data type

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Mext, or choose the data type that best describes your data.

Choose the file type that best describes your data:

(#) Delimited - Characters such as commas or tabs separate each field.
() Fixed width - Fields are aligned in columns with spaces between each field.
Start import at row: File origin: 437 : OEM United States w

Preview of file I:\My Documents\Export - Import Text Files, .. \Agency 105 Export 1.txt.

Lh’.llntmentTy‘peCndeDPrngramIndeandEDOrganizatinnIndeandeElEfrsPr A
12 EXPO000100 a O 0O O o 0Oo0110 OOAOROSWO0100000 =
|3 ICARDO0001000 O o o [u| Ooozo0 0000000003 000000000
|4 CRRO0001000 O o o a O0002220000010010 0045000000
i'FIEDI'_'ICII'_'Ill'JD a O 0O O o Ooo0zo0 OO2RO2OSWO1 v
£ | >

Cancel

|| Finish |

8. The Text Import Wizard — Step 2 of 3 dialog box will open. Select “Tab” (Tab is selected
by default), then select next.

Text Import Wizard - Step 2 of 3

Delimiters

Data prewview

" This screen lets you set the delimiters your data contains. You can see
how your textis affected in the preview below.,

Tab [ semicolon ] comma

space  []ather: I:l Text gualifier:

[ Treat consecutive delimiters as one

llotmentTypeCode ProgramlindexCode PrganizationIndexCode fraPro] "}
00010 =
00010
00010
00010 o
X
Cancel ] [ < Back ] [ Mext = ] [ Einish

9. The Text Import Wizard Step 3 of 3 will open. Highlight all the coding columns by holding
down the shift key, do not highlight the Amounts columns. Then Select “Text” for the

Column data format.

You do not want to make the Amounts columns text in case you want

to use formulas or links to other spreadsheets. Select the Finish button.
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Text Import Wizard - Step 3 of 3

- This screen lets you select each column and set Column data format
the Data Format. () General
'General’ converts numeric values to numbers, date E}’IEH
values to dates, and all remaining values to text. () Date: |MDY "

() Do not impart column {kip)

Data preview

(o ) (=ma )

10. Now your Exported text file will open in Excel, however the file extension is .txt. After your
file is open, highlight the coding columns, select Format, select Cells, select Text and then
select OK. The coding columns are formatted to text; this will ensure your codes with leading
zeros will not be lost.

Note: In the diagram below, notice the file opens in Excel and has a file extension of .txt.

Microw(Exceh Agency 105 Export](\)
: : \"/ -/

Insert Format Tool® Window  Help Type a question for help |+
INEER S|SB 6B 98 3-8 RS Eilﬂvlﬂlélofag;?gl&'év
R ot I B e IS || S | [# B [ |, ¥¢Reply with Changes... End Review... !
} S snaglt &' | window > ! @ @ % Al Q Favorites = | Go» | 5 | Vefmapoly003Yndividual\SharleneM\My Documents\Export - Impar + !
Al - & AllotmentTypeCode
A | B [ c¢c | b | E [ F [ 6 [ H | I [ J [ K [ L | M ] NZF
1 [AllotmentTIProgramint Organizati Afrs Projec Afrs SubPr AfrsProjec BudgetUni BudgetAct UserDefine Appropriati CapitalPro AccountCe ObjectCod SubObje
| 2 |EXP 00010 011 A A
| 3 [EXP 00010 011 a b
| 4 [CAD 00010 020
5
|6 [cAR  Do010 AAA
7 |FTE 00010 020 A A =
-~ —_——r Frnman Frmon
M 4 » W\ Agency 105 Export 1,/ |< 3l
Ready UM
—=pr —
- .

11. Freeze the column headings by clicking in spreadsheet cell A2. Selecting Windows from
the tool bar and then select Freeze Panes.

12. Add a row of coding for your agency with amounts for each of the following allotment types:
Expenditure, FTE, Reserve, Unallotted, Revenue, Cash Disbursement, and Cash Receipt.

82



Note: Allotment Type Code for the following: (see appendix 3 for the Import Specification)
Note: Option 1 agencies must have a separate row for expenditure EA Indexes and
Obijects.

Expenditure = EXP
FTE=FTE

Reserves = RES
Unallotted = UNA

Cash disbursement = CAD
Revenue = REV

Cash receipt = CAR

13. Save this file as a text, tab delimited file:

Select File, Save As, click the Desktop icon, and
change the File Name: Agency XXX Export X.txt
Save as Type: Text (Tab delimited) (*.txt)
Select Save.

Save As @

Savein: I3 Export and Import for Training v @ -4 | 'ﬁ, A [y £ v Tools -

|Z] 2005-07 - 351 - L901[1] . tut
@ |Z]iagency 105 Export 1.txti

My Recent

Documents

—
I
Desktop

i,

My Documents

o

My Computer

©

[ File name: |.-5.genn:1,r 105 Export 1.txt V| [ Save ]
My MNetwork =

Places Save as type: |Text (Tab delimited) (= txt) v | Cancel

14. You will be prompted with the following message. Select OK.
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The selected file type does not support workbooks that contain multiple sheets.

»To save only the active sheet, dick OK,
#To save all sheets, save them individually using a different file name for each, or choose a file type that supports multiple sheets.

[ CK J [ Cancel J

15. You will be prompted with the following message. Select Yes.

Agency 105 Export X, txt may contain features that are not compatible with Text (Tab delimited). Do you want to keep the workbook in this format?

-
\ 1 ) » To keep this format, which leaves out any incompatible features, dick Yes.
» To preserve the features, dick Mo, Then save a copy in the latest Excel format.
» To see what might be lost, dick Help.

[ Yes J [ Mo ] [ Help ]

16. The text file has been saved. Import this text file back into the packet that was exported in this
lesson. The next lesson will walk you through importing the text file.
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LESSON 9 — IMPORT TEXT FILE
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Lesson 9, Task 1 — Download the Import Template

The Import tool gives agencies the ability to import data from agency internal allotment systems or
from Excel spreadsheets. The Excel template that you are about to download is the format that is
required to import allotment data into the application.

Note: The template format is in the required Import format. Do not add, delete or rearrange
columns. Note: It will be the agency’s responsibility to ensure that the import file is in the proper
format and the fields within the file meet the prescribed format (see appendix 3 for the Import
Specification).

1. From the View Packet screen, add a new packet. In the packet title enter Import Packet.
2. Select the new packet and then select the Import tab. The following dialog box will display:

Text File SPS Data
Celect 3 pre-formated tesdt file to upload.

Browse...

O Merge [ Sum Amcunts Together for Duplicates

O Delete Criginal [ Replace

Click_here to download the file upload template.

SMCEe!

n]

3. Select the Click here to download the file upload template link. A File Download dialog
box will be displayed. Select Open.

Do you want to open or save this file?
@ j Mame: ImportTextFileTemplate.xds
[Hl Type: Microsoft Excel Worksheet, 15.0 KB

From: ofmapaoly400

Cpen ] [ Save ] [ Cancel

Always ask before opening this type of file

harm your computer. f you do not trust the source, do not open or

@ While files from the Intemet can be useful, some files can potentialy
save this file. What's the rsk?
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4. The AMR Import template will open.

i Fle FEdit View Insert Format Tools Dats GoTo Favorites Help ar
O O HEG P o @M B SBUH

éAddress| v | £ so
- Links (€] Inside OFM - Intranet Homepage ~ {&] Budget and Alotment Support System 8-2006 - @ sneat B i

A

B |

C | D | E

Allotment Type Code |Program Index Code Organization Index Code |AFRS Project Code AFRS Subproject Code

Unknown Zone

Save As
Save in: |@'Desktop V|@* i||'a>( 4 B3 = Tooks -
BM}' Documents
:ﬂ My Computer
MyRecent || My Netwark Places
Documents || gass Release 6 TALS
- @Cnpy of ImportTextFileTemplate 1.xls
L- @Cnpy of ImpartTextFileTemplate. ks
Desktop @Jimpnrt c100.xls
|52 Shortcut to BASS Release 6 TALS
< @Shnrb:ut to Product Manager File
,} [ SWFS
My Documents @]test.xls
My %t&r
-
Q File name: v | [ Save ]
My Netwark —
Places Save as type: |Micrc:sn1‘t Office Excel Workbook (*.31s) w | Cancel 2

The import template is now ready for you to create your allotments to import into TALS-AMR. See
appendix 3 for Import specification.
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Lesson 9, Task 2 —Import Text File

Once you have created your allotment data in the proper import format and saved as a text file, you can
now import into TALS-AMR.

Note: The packet into which the data will be imported must exist prior to selecting the Import tab.
Note: Data can be imported into a packet in draft or returned status only. LI Note: Can merge
together a text file into an existing packet that already has data. Note: When the Merge/Sum
Amounts Together for Duplicates radio button is selected, the import will merge all new coding
structure and allotment detail data, for all components. When there are duplicate coding structures
and allotment details, the amounts will be summed together. Note: When the Delete
Original/Replace radio button is selected, the import will replace all Coding Structure and Allotment
Detail data for all components. Note: If there are import errors, the text file will not import into
the application. Note: Imported files cannot be larger than 3MB.

Note: If you perform an import for both the SPS Import and the text file import, you should import
the text file first then the SPS Import. The reason the import should be performed in this order is
because the Import Text File replaces or merges all data and the SPS Import only replaces or merges
FTE, and expenditure object A and B data. See the Import SPS Data lesson for more information.

1. From the View Packet List, select the allotment packet you wish to import into. Then select the

Import tab.
\ Contact BASS
Allotment Management & Review BASS e
Logout
I, - ==« . | ey e
View Packet Ligt UserBO Testerd ¢ 105 - Offce of Fnancial Management
Bennium | 20708 ¥ Rops| 10 ¥ Load AMR Pre-Relase Edts ¥/ Run

Status Program Exp Cash Dish Cash Recpt Rev Explanation Internal Comment

= Last Update Creator
D 1 0% Operating Inizl Alotment Warking Draft of Intizl Alotment Data ~ Draft v 4 Testerd, UserB0 Tasterd, User0
D 057 (perafing Initel Allment wendifest Dreft 4 Gunther, Wend  Gunther, Wendi
D 1 0% Operating Inizl Alotment Font size fest packet Draft 020-Budgt v ¥ v 4 Testerd, UserER  Testerd, Superlizerd
na 0055 Operating Goveror's Cash Defict Reductions Drett vo¥ Testerl, U0 Corbin, Sare2
D 0054 Operating Unanticipated Receipks Test Adjustment Manth Dreh 4 v Overman, At Overman, Art
D 033 Operating £th Ofr Adjusiments Test Adjustment Month for FY1 Approp ~ Dreft v 4 WeGrath, Sharkne  Qverman, Art
D 1 7] Operating Unanticipated Receipts Test PDF Link in Eml Dreft v Ouerman, At Overman, Art
D 09 o Operating Unantcipated Receipts Test PDF Link in Emal Pending v v Adwin, MR~ Overman, Art
D 0050 (perafing Inital Allment et Dret v WeGrath, Sharkne  McGrath, Sharkne
D 23] Operating 4th Qfr Adjustments Test Adj Month Draft v Overmzn, At Overman, Art
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2. Select the Text File tab.

S5P5 Data

=d text file to upload.
|[ Browse... |

C} Merge [ Sum Amounts Together for Duplicates
G’ Delete Criginal [ Replacs

Click_hers to download the file uplcsd templste,

Upload Cancel

3. Select the Browse button, search for the text file you updated in the prior lesson. To import,
double click the file for import.

Note: The file must be a text file.

Choose file [? %]
Look in: I (E Desktop j - i B~
(EdMy Documents [57)BASS Release & TALS I
'$ My Computer EBass STR System 2] p
Recent '.‘a My Metwork Places @Eudget and Allotment Suppart System I"-
@' OTool E Calculator awin
@ QWS3270 Secure * cBSMan.pdf @i
) Raxio DigitalMedia Plus v7.2 = connect.pdf =
Desidop 42 Snaglt & 8 Executive Monitoring L
2 E‘, Steelray Project Viewer EFastTraquoAMF‘..exe ﬁ!r\
L\) @EETest Case Manager @Guuernur Christine Gregeire Welcome Er\
' Z] 105 0B1 for 111601 test.txt EHimport c100. xds &]c
My Documents = o
[£] 240 FTE Agy L BIENN ROLL sw.txt @ Internet ] c
—— @ 1500char. doc @Login to TestTrack Pro Web E‘iF
g’ .ﬂ.vz:l:i'n.-'i‘c!.-I Budgeting Issues EMicrosnﬂ: Office Access 2003 s
My Computer :-fllEﬂcy Import. tut M?crusuﬂ: Office Excel 2003 s
=il Allotment Reports Mlcrusuﬂ: Office Outlook 2003 ENE
@ £ Il ] =]
My Netwoark File name: Iﬂgency Import b & Open
Places
Filesof type: | All Files (") | Cancel

89



4. After selecting the File, the File location and name will appear to the left of the Browse button
on the Import dialogue box. Select the Delete Original/Replace radio button.

Note: By selecting the Delete Original/Replace radio button, this import will delete and replace
all data in the selected packet.

Note: By selecting the Merge/Sum Amounts Together for Duplicates, it will merge all new data
and sum duplicate data amounts together, but will not delete data previously in the packet before
the import. This functionality would be used when you want to merge a text file into a packet that

already has data.

Text File SP5 Data
Select 3 pre-formated teed file to upload.
|I:1I"u1yr Ducuments‘nExpnrﬂ =

erge [ Sum Amounts Together for Duplicates
@' Criginal [ Replace

Click_hers to download the file uplosd template,

Upload Cancel

5. Select the Upload Button. The system will display a warning message about deleting existing
data, click OK.

Microsoft Internet Explorer

£3

D] Importing into the selected packet will delete any previously existing coding and
q) gllotment data contained within it.

Do you want to continue with the impart?

[ oK ] [ Cancel
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6. On completion of the Text File Import, the system will display a successful message, click OK.

Microsoft Internet Explorer |£|

' "-l., File uploaded successfully.
L

L_ox |

Note: For an unsuccessful import you will receive a Text Import Error Report. See
Appendix 3 for the required import format. The errors must be corrected before the import will
upload successfully. It is best to make your corrections in Excel rather than in the text file.

A Text Import Error Report -- Web Page Dialog

Text Import Error Report

Allotment Management & Review: Text Import Error Report

Agency 105-Office of Financial Management Bignnium
Date & Time 3/2/ 2007 2:38 PM

Error Description

organization index code: Organization Index is optional, but f specified, must be exactly 4 slpha-numeric
characters.
program indes code: Program Index must be exacthy G slpha-numeric characters.

b

Print Cancel
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LESSON 10 — IMPORT SPS DATA
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Lesson 10, Task 1 — Import SPS Data

Agencies can create SPS Projection files that can be used to import allotment data for FTEs and
expenditures for objects A and B.

Note: The packet into which the data will be imported must exist prior to selecting the import tab.
Note: Data can be imported into any packet in a status of draft or returned. Note: An SPS
Projection file can be imported into a packet that has existing data. Note: When the Merge/Sum
Amounts Together for Duplicates radio button is selected, this import will merge any new data into the
selected packet for FTEs and expenditure objects A and B only. If there is duplicate data with the
same coding structure and allotment detail for FTEs and expenditure objects A and B, the amounts
will be summed together. Note: When the Delete Original/Replace radio button is selected, this
import will delete and replace any data in the selected packet for FTEs and expenditure objects A and
B only. If importing both the Text File and SPS Data, import the Text File first and then the SPS Data.
Note: For Option 1 agencies, allotment details with an EA index will not be deleted, but will have
their EA index amounts added to any new amounts from SPS.

1. From the View Packet List screen, select the allotment packet, then the Import tab.

. Contact BASS

Allotment Management & Review BSHe

agat

I - [ e o

Vi Packet Lt UserB0 Testerd s 05 - O of Fnancil Managenent
Benmom | 048 ¥ Rois| 10 ¥ | Load AR Prefesa Es Y/ fun

Ve Packet | Add Packet | Updle Packet | View Hiory || Lele Setlocks  Alcimenks M Export | Copy | Review Jssues

Stabus Program Exp Cash Dish Cash Recpt Rev Explanation Internal Comment  Last Update Creator

i Operabng Intl Aletment Working Draftof It/ Aletrent Date D

[ it v Voo el e Tebed L)
D 07 Operating Intel Aloiment vienditee Drat ¥ Gunther, Wendi  Gunther, Wendi
D i s Operstng Intl Aleiment Font sz s packet Dt O0-Budget vV v v Testrd UsrEA  Teser] Superlerd
D B W55 Opersfing Govemar's ash Defict Reduchons Dret v o Testrl, B0 Corbin, Sl
D i} Operatng Unentcipsted Receipts Test Ajustmert Manth Dret v ¥ Overan, A8 Overman, At
D 033 Opersing Gth Qfr Adjusiments Test Adustment Month for FY1 Approp — Draf v v MeGrath, Charkne ~ Overman, At
D i i} Operating Unanbcipated Receipls Test POF Lik in Emel Dret v Overan, At Overman, Art
D 09 Operatng Unencipsted Receipts Test POF Link in Emel Pending ¥ ¥ Adrin, AMR~ Overman, At
D 3] Operstng Intl Aleiment fes Dref v MeGrath, harkne  Merath, Shinens
D 0 Operating 4th Qfr Adjusiments Test Adj Month Dret v Overnian, At Overman, Art
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2. Select the SPS Data tab.

Salary & Bensfit Rod

ETE Account Rollup | 001/996 Account % |
FTE Object Rollup | No Object v |

D Merge [ Sum Amounts Together for Duplicates

D Delete Original [ Replace

3. Click the down arrow for the Projection File. Select the Projection File to be imported.

Note: The Projection File list only includes projection files for the specific biennium of the
selected packet.

Note: Both program index and EA index must exist in the SPS Projection File for the SPS
data to be imported into TALS-AMR.

‘A Import -- Web Page Dialog

Import

Text File SPS Data

Projection File AB1 - Aaron’s Projection W

Salary' B Bansfit ED"UP ABL - H.aron"ﬁ Prﬂ-ﬁftbl'l o
AJ2 - Azron's Second Projection

FTE Account Rollup |RML - Risk Managment Admin, 07-0%

. RMA - Risk Management Admin, 07-09
FTE Object Rollup  |RMD - RISK MANAGEMENT CIVISION
LGS - LGSI 07-09
ZIV - test

{:} Merge [ Sum Amcd TTT - test

{:} Delete Criginal [ Ry BO1 - test prod

AL1 - Projection for Allen

ALN - 41% FTEs - Jul 2006

SCS - SACS Lead Worker 5% Raiss -
LRC - HR Dats for Call Bzrg (07-03)
ELD - SFY 08 data

HEP - OFM

IMVY - Testing Prajection

CS2 - CEI biennium 2

Vi1 - Testing

Ihtu:l:ﬂqabass.uﬁﬂ.wa.gn ﬁﬁ?ﬂ 11:?&?.—;1:: Impart fie
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4. Click the down arrow for Salary & Benefit Rollup to select the level of detail to be imported.
Select Object.

Note: The Salary & Benefit Rollup is referring to Expenditure Allotment Details EAl and
not FTE.

‘A Import -- Web Page Dialog

TextFile | IEEEEER

Prajaction Fie | AB1 - Aaron’s Projection v |

Salary & Benefit Rollup | Object

FTE Account Rellup

|Sub-Object

FTE Object Rollup Sub Sub-Object

{:} Merge [ Sum Amounts Together for Duplicates
{:} Delete Original [ Replace

Cancel

http://qabass.ofm.wa.go |# Internet

5. Click the down arrow for FTE Account Rollup to select the FTE detail level at account or EAL.
Select 001/996 Account.

Note: By selecting 001/996 Account, the FTEs that are 001-1 (GFS) will be imported as 001
and all other FTEs will be imported as 996. If you have 001-2 (GF), this will be imported as 996.

Note: By selecting Account, the FTEs will be imported by account. Note: By selecting EAI,
the FTEs will be imported by EAI.
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2l Import -- Web Page Dialog

Import

Text File SPS Data

Projecticn File | AB1 - Azron’s Projection b
Salary & Benefit Rollup | Object v |

FTE Account Rellup | D0L/9%6 Account |

EAT
Account

FTE Object Rollup

O Merge [ Sum Amounts Tegether for Duplicates

() Delete Original / Replace

Ihtn:l:ffqabass.oﬁﬂ.wa.go |ﬁ Internet I

6. Click the down arrow for FTE Object Rollup to select the FTE object level. Select No Object.

Note: By selecting No Object, FTEs will be imported with no object

Note: By selecting Object, FTEs will be imported at the object level

Note: By selecting Sub-Object, FTEs will be imported at the sub-object level

Note: By selecting Sub Sub-Object, FTEs will be imported at the sub sub-object level

‘2 Import -- Web Page Dialog

Import

Text File SPS Data

Projection File | AE1 - Azron’s Projection w
Salary & Benefit Rollup| Object v |
ETE Account Rollup | 001/996 Account + |

FTE Object Rollup

Object
O Merge [ Sum Amaol Sub-Object

Sub Sub-Object
() Delete Original | Replace

Ihth:l:ffqabass.oﬁﬂ.wa.go |ﬁ Internet I
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7. Select the Delete Original/Replace radio button.

TextFile | IEEDEEN

Projection File | AB1 - Azron’s Projection W
Salary & Benefit Rollup | Object v |
ETE Account Rollup | 001/996 Account % |
FTE Object Rollup | No Object v |

erge f Sum Amcunts Tegether for Duplicates
® Crriginal [ Replace

Import Cancel

Note: By selecting the Delete Original/Replace radio button, this import will delete and replace
any data in the selected packet for FTEs and expenditure object A and B only.

Note: By selecting the Merge/Sum Amounts Together for Duplicates radio button, this import will
merge any new data into the selected packet for FTEs and expenditure object A and B only. Plus, if
there is duplicate data (same coding structure and allotment detail for FTEs and expenditure object A

and B only) the amounts will be summed together.

8. Select the Import button, the system will display a warning message, click OK.

Microsoft Internet Explorer

9P Importing SPS data into the selected packet will delete any previously existing
q) coding structures and allotment details for FTEs and expenditures for objects
A and B.

Do you want to continue with the import?

[ oK ”_ Cancel ]

9. On completion of the SPS import, the system will display a successful message, click OK.

Note: Option 2 agencies will receive the following message, select OK.
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Microsoft Internet Explorer |E|

' "-n., The SP5 data has been uploaded.,

Note: Option 1 agencies will receive the following message, select OK.

Microsoft Internet Explorer

' ': The 5PS data has been uploaded. Please verify the variance between allotments by Object and allotments by EA Index.

98



LESSON 11 — ONLINE VIEWS
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Lesson 11, Task 1 — Using Online Views

Online Views allows you to view allotment data for analytical purposes. Online Views enables you:

= To specify the specific data you want to view by way of creating a query—called a “filter” in
the system. The filter contains 4 tabs:

1. Packet — choice of component for either expenditures, cash disbursements, cash receipts,
and revenue information. Contains selections for packet number, purpose, status, packet
program, and title.

2. Organization — contains coding structure information for program, organization, and project
3. Account — contains expenditure authority, account, and object choices
4. Summary — lists the filter summary

= To organize the data requested in a hierarchy of your choice. This is done by the grouping
level selected in the filter tab. You may select up to 4 grouping levels, 1 grouping level must
be selected.

» To quickly view the amounts requested at a summary level as well as the detailed data
contributing to that summary. By grouping and displaying you are able to drill down to the
data as needed from your filter.

Note: Online Views are not intended for printing. The AMR reports through Enterprise Reporting
can be used for printing allotment data. See Lesson 15.

Note: Online Views behaves differently depending on the Option of your agency. Since Option 1
agencies enter their expenditure data by Object and EAI separately they will also view that data
separately.
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ONLINE VIEW for OPTION 1 AGENCY
If you are an Option 2 agency,
skip to the Option 2 agency section of this lesson.

Since an option 1 agency enters expenditure data by Object and EAI separately, they need to view
the data separately as well. Note: If no criteria is selected for either Object or EAI on the
Account tab, Expenditures by Account or EAI will display by default. If Object criteria is selected
on the account tab, but no EAI criteria, then only the Expenditures by Object will display. If both
Object and EAI criteria (leave the EAI Criteria field blank, however, select Group Lvl. and check
Disp.) are selected on the account tab then both grids will be displayed.

Below you will see a sample online view for Program, Account, EAI, and object detail in 3 packets
for an Option 1 agency. Following will be the steps that show you how to create this display.
Group level 1 is Packet Number, group level 2 is Program, group level 3 is Account, and group
level 4 is EAI and Object, and displaying packet number, program, account, EAI, and object.

B Expenditure Data by EAT (2)

- Packet EA Index FY1 F¥2 Adj. Bien. FM FM M M FM
Number Code Total | Total | Amt. Total 02 07 14 17 24
'e 0136 976 0 1 0 1 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 1 0 0
L ux o sEsE 0 3876 o ¢ © © o 0 0 0 0 0 0 0¥ 0 © © 0 0 0O 0 0 0 0 0 0

B Expenditure Data by Object (2)

Object FY1 FY2 Adj. Bien. M FM M M FM

Code Total | Total | Amt. Total 02 07 14 17 24
E 0 1 0 1 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 1 0 0
A

387,654 0 -38785 0 o o 0 0 0 0 0 0 0 0 0 987654 0 0 o o 0 0 0 0 0 0 0 L]

® 2006-2008 Washington State Office of Financial
Budget and Alctment Suppart System (BASS) : Alph=QA

Now we will see how to create this online view step by step:

1. Select the Online Views option from the application tab bar, next to the View Packet List button.
2. The “No filter has been defined for the Online View’ message will prompt you to create a filter.

Orine View

No fiter has been defined for the Onine View,
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3. Select the Filter tab. The following dialog box will be displayed:

Allotment Review Filter [

Qpen “Ei

Organization || Account || Summary
Components

Expenditures -

Expenditures [ Staff Months ) Unallotted [ Reserves |

Packet Information

Group |

Lvi. Disp. Criteria
Number - - | |
Purpose - - B | |
Status - = | |
Pkt. Pgm. - - B | |
Title - - | |

I

Ok Clear Cancel

Note: The Filter tab allows you to specify the data and level of detail you want to see and how
that data should be displayed to you on the screen. The filter contains 4 tabs:

e Packet — choice of expenditure, cash disbursement, cash receipt, and revenue component
information. Contains selections for packet number, purpose, status, program, and title.
You also have the choice of viewing expenditures, staff months, unallotted, and reserves
within the expenditures components.

¢ Organization — contains coding structure information for program, organization, and
project

e Account — contains expenditure authority, account, and object choices
Summary — lists the filter summary
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4. From the Packet tab first select the Expenditures Component.

& Allotment Re:

Open Fitter

Components

Allotment Review Filter

Expenditures

Expenditures

Cash Disbursements
Cash Receipts
Revenue

Organization || Account | Summary

’fMonths T Unalotted =) Reserves

Number

Purpose
Status
Pkt. Pgm.

Title

Group
Lvl.

N

Criteria

Ok | Clear || Cancel

m

| http://ofmapoly400/BASSWEB_qa/ TALS/AMR/OnlineViews/Filters €& Local intranet | Protected Mode: Off

5. When Expenditures is selected, you may select to display Expenditures, Staff months, Unallotted

and Reserves. For this example we will only select Expenditures.

Note: Any one or all may be selected. Note: Grouping and Displaying data — you will have the
ability to create hierarchies of data by selecting to display elements at a particular group level by
using the Group Lvl. combo box. Up to 4 group levels may be selected. Each group level is displayed
in the online view as a summary row with a ““+”” to expand the rows that contribute to that rollup. If
the element is to be displayed in the online view the Disp. box must be checked. You may specify
criteria to filter on or leave blank to return all data. Ll Note: A Group Lvl. must be chosen if a

criterion is entered. Note: At least one element must be selected to display.
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6. Select Group Lvl 1 and check Display for packet number and enter three packet numbers in the
Criteria box.

3 Allotment Review Filter -- Web Page Dialog

Allotment Review Filter Filter: program 010

Drganization || Account | Sumimary

Components

| Expenditures hd |

Expenditures D Staff Manths |:| Unallotted D Reserves

Packet Information

Group

Lvl. Disp. Criteria
Number [1 %] [00nz,0009,0013 |
Purpose |- V| |:| | |
Status -« O] | ...
Pkt. Pgm. [- ] O] |
Title [- ] O] |

ik

[}
T
s
=
I
e
m)
]
fis

Note: You may narrow your filter by defining the criteria you wish to view. The Criteria may
be entered manually into the criteria box or click on the ““...”” for a list and make your selections
from the list. You may enter criteria up to 255 characters. A blank criteria box means all data will
be returned.
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7. From the Organization tab, select Group Lvl 2 for Program and check display Program.
Note: You can select the *-’ to close expandable fields for Program, Org. and Project.

‘2 Allotment Review Filter -- Web Page Dialog

Allotment Review Filter

Open Filter
Packet | JelOEUEGWY | Account || Summary

Organization Coding Information

Group
Lvl. Disp. Criteria

Pgm. I,

O

O

Program

Program
Sub-pgm.

Activity

Org. Idx.

0

Org.

Division
Branch

Section

Bud. Unit

Bud. Act.

User, Def,

0

Project

Project

Sub-Proj.

OO0 O000OO0O0O 000

Phase

Note: The criteria for these coding elements are entered in the text box next to its associated
coding level, or can be selected from the lookup dialog. You may enter a single criterion or
multiple criteria elements by separating them with a comma. Note: Click on the “...” at the
right of the text box for the lookup dialog.
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8. From the Account tab select to group and display the Account (Group Lvl 3), EAI, and Object
(Group Lvl 4). As stated above for Option 1 agencies, in order for both EAI and Object to appear
in online views you must select to display both.

3 Allotment Review Filter -- Web Page Dialog

Allotment Review Filter Filter: program 010

Cpen Filker

FPacket || Organization | E=salleig SUmmary

Account Coding Information

Group
Lvl. Disp. Criteria
Account |3 V| | |
EAI [4 % | ...
EA Code - O ...
EA Type |- V| |:| | |
EA Char. - O ...
I

Object = |
Object
Sub-Obj. ]
Sub Sub-Obj. [Fi

Cap. Proj. |- V| |:| |

ik

1
i
e
i
i
i
I:-
]
18
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9. The Summary tab will display the filter criteria you have selected after the Refresh button has
been pressed. See below.

2 -- Web Page Dialog

Allotment Review Filter

FPacket || Organization | Account

Expanditures Filker
- Include Expenditures

Packet Murber: 0002, 0009, 0012 (Group Lvl: 1, Displayed)
Pragrarn: 010 (Group Lvl: 2, Displayved)

Account: [Group Lvl: 3, Displayed)

Eal: [Group Lvwl 4, Displayad)

Objact: (Group Lvl: 4, Displayed)

ik Clear ance

10. When all your selections have been made, press the OK button.
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11. The data can now be expanded and collapsed as needed. Expand where there is a “+’ and collapse
where there is a -*. When the data has been expanded, it will remain expanded throughout the
session, as long as a new filter is not created. You also have the option to select the Expand Rows
tab; this will expand all rows down to the magnifying glass. When you want to collapse all rows,
select the Collapse Rows tab.

View Packet List | JIGESNES | Enterprise Reporting || Charts

Online View

Fiter || Save Fiter || Open Fiter | Expand Rows | Collapse Rowis

Biennium: Agency: 303 - Department of Health

B Expenditure Data by EAT & Account (1) &

- Adi.| Bien. N
I FY1 Total mma\ = FMO2 | FM03 FM 07 M2

E o9 46343 40105313 0 BIMITS0 ISISEE 4295626 AT 43WE0 IINTY ARGl IS IS LRI ISMEE IS0 LS00 300 M0SH 1B8EN 34730

B T3 ) e E e ) ) E e

010 42637431 41105315 0 E3M37ED 3S1GEE7 485626 LESTS0D 4330843 33717 3AMIE1 337713 3SE5509 3361789 35866 3315037 3BAD0ES 3313030 34405 3398650 341730

1 I I 0 £ 0 0 0 3 E ) ) T ET T

oo 41780 40,247,226 0 BLO07029 3453%4 4207135 2579744 4255158 3302236 3370350 3298165 3514416 3289256 3466373 3256421 3MG115 3249908 3I7LTE 331820 333516
B om WMEEE  SL37 0 L0881 40886 42180 45344 MIB0 421ED 45380 42180 MUED 45180 42180 ALIM0 76 A0 432 434 N2
TeD BLTR MG 0 6775 LA 311 MM 31311 23 2631 33 M3 B30 BT 643 A5M A0 MEN 170#

B Expenditure Data by Ohject (1)
Packet | by, 7otal | Fv2 Total = FM 07 FM12 | FM13 | FM14
Numbzr Total

El 003 42637430 4LI06319 0 S3743750 3505357 425635 265752 43NE3 3INTY LMLGM 31T IS0 IMLMY ISMEH IS0V 305 300 J405M 33WED 34030

N e A e T e ) Y T ) S e e e T

010 42637431 41106319 0 B3,743750 3515867 4295626 2657502 4330648 33N7H IJML6H 3T 355509 3361789 35MB66 3325037 3640085 3300 344093 339662 341730
¥

¢ | >

{8 2005-2008 Washington State Office of Financizl Management
Budget and Allotment Support System (BASS) : AlphaQA
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12. Updating data from Online Views — the magnifying glass icon indicates the lowest grouping level
of data has been reached. When the magnifying glass has been clicked you will then go to the
Packet, Coding Structure and Allotment Detail information where you may select an item to update
or delete. The Coding Structure and Allotment Detail rows will have check boxes to allow the
selection of those records to open for updating, or for deleting. EL Note: When delete is selected a
confirmation dialog box will appear.

Viewi Packet List | JIUERUENEY | Enterprise Reportin

Online View

Fiter iter || Open Fiter || Expand Rows || Coliapse Rows

Agency: 303 - Department of Health

B Expenditure Data by EAL & Account (1) &
Packet | v, 1ot | Pz Total e FM02 FMO7 | FMO8 | FM09 | FM10 | FM11 | FM12 FM 14
Numbe Totsl

0003 42637431 41,105,313 0 83,743,750 3515887 4295626 2657502 4330645 33777 34264 3372713 3569909 3361789 35MB6 3325037 3840085 3313030 344091 3398692 3473

I FY1 Total | F¥2 Total m $:;:| FM 01 FM 02 FM 02 FM 04 FM 05 FM 06 FM 07 FM 08 FM03 mm FM12 FM13 FM 14 FM 15 n

010 42637431 41,106,319 0 83,743,750 3515887 4,285,626 2657502 4330643 3377 3MLEN 3372713 3589309 3361789 3534866 3325037 3B40085 3313030 34081 335865 3417

N I S T E e e T Era T T BT ETY ET ET T

001 41,753,803 40,247,126 0 BX007019 345139 4207135 1579744 4255158 330236 3370350 3298165 3514416 3289256 3466373 3256421 I B IS I M99M8 3ITLTAE 3318200 333

[ndex FY1 Total | FY2 Total L2 FM 02 | FMO3 FM 07 | FM08 FM12 | FM13 | FM14
Aml Total

£,401,157 2401197 696,873 €73510 664,347 828852 BI15,717 657,047  61E886
012 0 BE7LIS 8,671,125 L] L] 0 0 0 L] L] 0 0 0 L] 0  7E0,186 01247 THET™ T
020 22,082,534 21,820,958 43,303452 2032015 2,734,722 1,042,878 1787115 1,801,651 1,801,651 1,803,651 1,803,651 1,803,651 1,803,651 1,803,651 1,864,243 1,746,088 1,797,848 174633 173
n 505,000 0 505,000 3022 5,309 170 12,350 5509 5909 40,519 45,319 40,915 40,513 40,519 294,13 0 0 0
mn 0 405,000 405,000 0 0 0 0 0 0 0 0 0 0 0 0 6T 36,998 36,958 E|
587,166 o 587,166 L] L] 0 952,798 4,256 4,25 4,2% 4,2% 4,25 4,256 4,25 4,29 o 0 L]
500 9431711 8997348 18,429,659 693835 815,105 746455 751,889  7EFEDD 867340  USG682 802,028 7434M  TH3IN 721,838 968595 692,102  BOZ7BS  M4B63® 7
580 172,814 172,814 345,628 13,362 14,354 14,518 14,354 14,354 14,354 14,354 14,354 14,354 14,354 14,354 15,348 13,371 14,363 14,810 1
PAL 59,057 (] 59,057 4,000 433 4339 4,339 4339 433 433 4339 4,339 4339 433 11,667 (1] 0 0
PAZ Q 59,057 59,057 L] L] 0 0 0 L] L] 0 0 0 L] L] 4,000 4339 438
PEL 120,324 o 120,324 9,287 5,977 10,100 9,977 9,977 9,577 5,977 8,977 9,977 9,977 9577 11,144 o 0 L]
0 120,324 12034 L] L] 0 0 0 L] L] 0 0 0 L] L] 9,508 10,198 10,303 1
02 545,8% 513,17 0 1,053,123 40,888 42,180 45,14 44,180 42,180 45,380 42,180 44,180 46,180 42,180 42,180 B7448 42041 43,258 43438 s
IMMMMMMMMI
110 545,836 513,227 0 1,059,123 40,886 42,180 46,144 44,180 42,180 45,580 42,1B0 44,180 46,180 42,180 42,180 67446 42,041 43258 43438 50,058 43,288 43258 43,288
33,732 345,866 (] 677,598 2807 26,311 it Eikil 26311 26311 312,368 Eikit] 26,313 26313 26436 14,524 211,081 24,858 37034 31
IMMMMMMMI
ey W 0 331,732 12607 26311 3614 31311 26311 26311 32368 31313 26313 26313 26436 2454 0
p (223 0 345,866 0 345,866 0 L] 0 L] 0 L] 0 L] 0 L] 0 0 21061 24858 37034 31858 26858 26858 36858

“o“o“o“o‘“o“o“o“o“o“o

o e o e e e e o e o o e

“o

e . oo |
&l @ Trusted sites

<
e R s |
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13. When updating a record the dialog box appears with the data as originally entered, you may make
any changes and Save. Note: After you save the dialog box will reappear with the update.
Click cancel to close the dialog box. You will return to the previously expanded Online View. If
one of your sort criteria is something you change as an update or delete, the filter will re-run and
may not display any information.

2 Update Allotment Detail -- Web Page Dialog

Update Allotment Detail

EAT Paste Repeat Spread Suarterly
(011 - @eneral Fund State - Fy0g EM 1 42,269 FM 12 |:|
FM 2 33,998 FM 14 [ ]
== e o] s [
FM 4 41,337 FM 16 [ ]

Sub Ohbject
i | s o] v ]
on ST —
e o] s [
FM 2 33,966] FM 20 [ ]
FM 3 40587 FM 21 [ ]
FM 10 40,333 FM 22 [ ]
FM 11 40,954] FM 23 [ ]
FM 12 40,336 FM 24 [ ]
FY1 Total aoraz] FrzTotal [
Biernial Total 491,135
Save ezt Crelate Cancel

14. When you are finished with this view and would like to select a new filter just click the Filter tab.
The previous filter will be populated as previously defined. You may modify the filter or click
Clear to start over.
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ONLINE VIEW FOR OPTION 2 AGENCY
If your agency is an Option 1 agency,
skip to the Option 1 agency section of this lesson.

Below you will see a sample online view for Program, Account, EAI, and object detail in 3 packets for
an Option 2 agency. Following will be the steps that show you how to create this display. Group
level 1 is Packet Number, group level 2 is Program, group level 3 is Account, and group level 4 is EAI
and Object. This will display packet number, program, account, EAI, and object.

Online View

Filter | Save Flter {Open Fiter Expananws Collapse Rows
Biennium: 2007-03  Agency: 105 - Ela -

2 Expenditure Data (3) g
I FMO1 | FMO2 | FM03 | FMO4 | FMOS | FMO6 | FMO7 | FMOS | FMO9 | FM10 | FM 11 | FM12 | FM13 FHl4FI‘11h FM17 | FM 18 FHIH
Humbﬂr Total | Total mt Tntal )

0 3411267 205067 109517 103517 205,067 109517 109517 205,067 109507 109517 205,067 109517 109511 206606 111,05 111,05 206606 111,05 111056 206606 111,05
0 750 ] 1 7 ] 1 7 ] 0 75
] 0 35 ] 0 351 b

0002 169,338 1,714,868
06 ME M5EE 0 5173 0 ] 0 750 ] 0 750 ]
0007 0 1¥EF 0 50 0 ] 0 351 ] 0 351 ] 0 151 ] 0 35

< 1L ] b

 2006-2008 Washington Stete Office of Financial Management
Budget and Allotment Support System (BASS) : AlphaQA

Now we will see how to create this online view step by step:

1. Select the Online Views option from the application tab bar, next to the View Packet List
button.
2. The “No filter has been defined for the Online View’ message will prompt you to create a filter.

et List | RORINERUENEN | Enterprise Reporting || Charts

Online View

Ha fiter has been defined for the Online View,

(B 2006-2008 Washington State Office of Financial Management
Budget and Allotment Support System (BASS) : AlphaQA
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3. Select the Filter tab. The following dialog box will be displayed:

Note: The Filter tab allows you to specify the data and level of detail you want to see and how

2 Allotment Review Filter -- Web Page Dialog

Drganization || Account | Surmmary

Components

| Expanditures b |

Expenditures |:| Staff Manths D Unallatted |:| Reserves

Packet Information

Group

Lvl. Disp. Criteria
Mumber |- V| ] | |
Purpose |- V| D | |
Status - O ...
Pkt. Pgm. -~ O |
Title -~ O |

ik Clear Cancel

that data should be displayed to you on the screen. The filter contains 4 tabs:

Packet — choice of expenditure, cash disbursement, cash receipt, and revenue component
information. Contains selections for packet number, purpose, status, program, and title.
You also have the choice of viewing expenditures, staff months, unallotted, and reserves

within the expenditures components.

Organization — contains coding structure information for program, organization, and

Account — contains expenditure authority, account, and object choices
Summary - lists the filter summary
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4. From the Packet tab first select the Expenditures Component.

2 Allotment Review Filter -- Web Page Dialog

Allotment Review Filter

Open Filker
Drganization || Account | Summary

Components /‘_\

Lvl. Disp. Criteria
Number - O |
Purpose - O ...
Status - O ...
Pkt. Pgm. -~ O |
Title -~ O |

ik, Clear ancel

5. When Expenditures is selected, you may select to display Expenditures, Staff months,
Unallotted and Reserves. For this example we will only select Expenditures. Note: Any
one or all may be selected.

Note: Grouping and Displaying data — you will have the ability to create hierarchies of data by
selecting to display elements at a particular group level by using the Group Lvl. combo box. Up to
4 group levels may be selected. Each group level is displayed in the online view as a summary
row with a “+”” to expand the rows that contribute to that rollup. If the element is to be displayed
in the online view the Disp. box must be checked. You may specify criteria to filter on or leave
blank to return all data. .1 Note: A Group Lvl. must be chosen if a criterion is entered. Note:
At least one element must be selected to display.
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6. Select Group Lvl 1 and check Display for packet number and enter three packet numbers in
the Criteria box.

2} Allotment Review Filter -- Web Page Dialog

Allotment Review Filter

Open Fll'terz

M Organization || Account || Summary
Components
| Expenditures A |

Expenditurss D St=ff Months D Unzllctted D Ressrves

Packet Information

Group
Lvl. Disp. Criteria
Humber |DDDLODDE~,ODJ? |
Purpose |:| | |
Status O |
Pkt. Pgm. O | |
Title F | |

Ok || Clear || Cancel

Note: You may narrow your filter by defining the criteria you wish to view. The Criteria may
be entered manually into the criteria box or click on the ““...”” for a list and make your selections
from the list. You may enter criteria up to 255 characters. A blank criteria box means all data will
be returned.
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7. From the Organization tab, select the ‘+’ next to Program, select Group Lvl 2 and check
display Program. Note: You can select the ‘-’ to close expandable fields for Program,
Org. and Project.

2 Allotment Review Filter -- Web Page Dialog

Allotment Review Filter

Open Filtar
Packet | JldEhisGWINY | Account || Summary

Organization Coding Information

Group
Lvl. Disp. Criteria

Pgm. Idx. O [ |
Program [ [oxd] |
Program Sub-Act. ]
Sub-Pgm. IF] Task [Fi
Activity O

Org. Ldx, F | |
org. = | |
Division ] Unit ]
Branch ] Cost Center ]
Section ]

Bud. Unit F | |
sud. At oo |
— oo |
Project = | |
Project FI

Sub-Proj. FI

Phase L

Ok || Clear || Cancel

Note: The criteria for these coding elements are entered in the text box next to its associated
coding level, or can be selected from the lookup dialog. You may enter a single criterion or
multiple criteria elements by separating them with a comma. £Z/ Note: Click on the *...” at the left
of the text box for the lookup dialog.
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8. From the Account tab select to group and display the Account (Group Lvl 3), EAI, and
Object (Group Lvl 4).

3 Allotment Review Filter -- Web Page Dialog

Allotment Review Filter

Cpen Filker

FPacket || Organization | E=salleig SUmmary

Account Coding Information

Group

Lvl. Disp. Criteria
Account B | ...
EAI [4 % | ...
EA Code - O ...
EA Type - O ...
EA Char. - O ...
Object ...
Object

Sub-Obj. ]
Sub Sub-Obj. ]

Cap. Proj. |- V| |:| |

ik

1
i
e
i
i
i
I:-
]
18
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9. The Summary tab will display the filter criteria you have selected after the Refresh button has
been pressed.

‘3 Allotment Review Filter -- Web Page Dialog

Allotment Rewview Filter

rpen Filker
Packet | Organization | Account

» LI MTTLE Y
Filter Summa ry

Expenditures Filter
- Include Expenditures

Packst Number: 0002, ODDS, 0007 {Group Lwvl: 1, Displaywed)
Program: 010 (Group Lvl: 2, Displayed)

Account: (Group Lvl: 3, Displayed)

EAlL: ([(Group Lwvl: 4, Displansed)

Thject: (Group Lvl: 4, Displayed)}

10. When all of your selections have been made, press the OK button.

11. The data can now be expanded and collapsed as needed. Expand where there is a ‘+’ and
collapse where there is a -*. When the data has been expanded, it will remain expanded
throughout the session, as long as a new filter is not created. You also have the option to select
the Expand Rows tab; this will expand all rows down to the magnifying glass. When you want
to collapse all rows, select the Collapse Rows tab.

= I ) e e[ ) ) ) ) e[ ) e
0002 163633 1714869 0 3411267 205087 103517 109,517 205067 109,517 109517 205067 109,517 109,517 205,067 109,517 105,511 205606 1110% 11105 206606 111056 111,05 206605 11105 1L
0008 21,708 23BEE 0 EI73M 0 0 0 73502 0 0 73,302 0 0 733502 L] 0 73502 0 0 73502 0 0 73302 0
0007 10713 14287 0 25000 o o 0 351 o 0 357 ] 0 357 0 0 3571 o 0 351 o 0 357 ]

a J 3

© 2006-2008 Washington State Office of Financial Management

117



12. Updating data from Online Views — the magnifying glass icon indicates the lowest grouping
level of data has been reached. When the magnifying glass has been clicked you will then go
to the Packet, Coding Structure and Allotment Detail information where you may select an item
to update or delete. The Coding Structure and Allotment Detail rows will have check boxes to
allow the selection of those records to open for updating, or for deleting. L Note: When delete
is selected a confirmation dialog box will appear.

View Packet List | IOV | Enterprise Reparting

Online View

Fiter | Save Fiter || Open Fiter || Expand Rows || Colapse Rows

Biennium:

Expenditure Data (3) A

Update | Delete

1636338 L7486 0 341L,267 205,067 109,517 103,517 205,067 105,517 105,517 205,067 105,517 105517 205067 108517 105511 206,606 11L0% 1110% 206,606 1110% 1

FY1 Total | FY2 Total --m FM 02 | FM O3 m FM 05 m FMO7 | FM 08 m FM 10 m FM 12 m FM 14 | FM 15 m FM 17 H
Amt. | Total

B oo 16963% 1,714,863 0 3410267 205067 109517 109517 205067 109517 103517 05067 WS517 103,517 205067 109517 109,511 205806 111,056 111,0% 205806 111,0% L

- FM04  FM 05 m FM 07 m FMO% ( FM10 | FM11 | FM12 | FM13 | FM 14 | FM 15 m FM17 I

M
341,267 05087 109,517 108,517 205067 109517 105,517 205,067 103,517 109,517 205067 109,517 109511 205606 111,056 11105 206606 1110%

Y2 ien,
. = FM 11 MM FM14 | FM15 | FM16 [ FM 1

0 16,683 16687

E
Pal:kel Packet Packel Packet
Purpose Status Program FMO7 | FM 08 FM 10 FM1
Title Title A

Operating
Imbal Approved
bty

1669 534254 L7 363689 GABIM 24174 I6LE!

FM 03 | FM 06 | FM 07 MM FM 10 E

DE 00010 0 588400 118233 16883 16683 112,231 16683 16683 112233 16683 16683 12233 1 =

FYi FV2 Ad] Bien.
0% P02 | FH O3 Mﬁw FILO7 |08 FHO9 PO MME
011 E ] 10,000 ] 0 1000 5417 ]
0o E G EERL) 0 0 [0 L7 277 LW LM LT LT .07 L% LW LT L%T 4% 0
0O m E z 1,000 (1] 0 1,00 & B B 8 8 8 8 8 8 8 8 g 0
Moo E K 313,20 0 0 ELN0 %590 0 0 95,550 0 0 %559 0 0 95550 0 [
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13. When updating a record the dialog box appears with the data as originally entered, you may
make any changes and Save. Note: After you save the dialog box will reappear with the
update. Click cancel to close the dialog box. You will return to the previously expanded
Online View. If one of your sort criteria is something you change as an update or delete, the
filter will re-run and may not display any information.

A Update Allotment Detail -- Web Page Dialog

I I I T T T
mm

Update Allotment Detail

FM3

AT Paste || Repeat || Spread || Quarterly
S i =
= = FMO09 | FM10 | FM 11
E— = | ] ---mmmlﬂ
Object |

5583 FMis [ -5,583]

FM 4 -5583] FM 1§ -5,583|

Sub Object
FME -5583 FM 17 -5.583)

Sub Sub Obj. FMé [ 5583 FM1s [ -5,553]
e T e O
FM 5e3 FM 0 5,563
K] -5e3] FM 1 5,563

FMO9 | FM10 | FM11 | FM12 | FM13 | FM14 | FM15
1,325 - 1,325 -
FM 06 | FM 07 m FM 09 [ FM 10 ﬂ FM12 (FM 13 E

-L325 -1325 -L325 L35 -1L35  -L325 138 -3

FM 10 [ 5583 M2z [ -5,553]
3 FM 05 FM 07
FM 11 [ 5,583 FM 23 [ -5,553]
FM 12 5587 FM4 -5,587] 5,583 -5,583 -5583 -5583 -5583 -5583 5583 -5583 5,587

FriTol [ 67,0000 Fr2Tol | -67,000] 0z

FM 04| FM 05 |FM 06 |FM 07 | FM 08 | FM 09 | FM 10| FM 11 [ FM 11

5,583 -5,583

O Biennial Totel_____-134,000] 105 W5 105 105 105 105 105 105 105

] 2 2 W » W 0 2w 20 W

O 12 1 1m0 1 1m0 13 1m0 13 13

] L7 LW LW LFLOLAL 1%L L8 LB L7

O EE) EE) EE) EE) EE) E E E E

] 5 5% 5% S5 % 5 55 5 5

O 1353 138 133 1B 1353 138 138 133 1B

| €0 €0 60 &0 &0 &0 &0 &0 &0
£ oo 1,228 -,228 -2 2123 21238 21238 21238
L oo 3350 -3250 3250 328 38 3Me 39
A e -52,317  -52,317  -52,317  -52313 66,963 66,963  -68,963
A o 5280 5280 85280  E5283 43082 43082 43082 b |
£ oo Sz Tz S S 45209 45209 45209
A oo 60,102  -60,102  -60,102  -60,102 & & G

14. When you are finished with this view and would like to select a new filter just click the Filter
tab. The previous filter will be populated as previously defined. You may modify the filter or
click Clear to start over.
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TO DO - Hands on: Here are 3 suggested online views for you to create

To see what packets have affected a certain Pl by EAI. The following steps will show how to create
that online view:

1. Organization tab selection: Pgm. ldx. = Group Lvl. 1, check Disp., and enter a Pl in the criteria
box.

2. Account tab selection: EA Idx. = Group Lvl. 2, check Disp.

Packet tab selection: Component = Expenditures. Number = Group Lvl. 3, check Disp.

4. Click OK for online view

w

2 Allotment Review Filter -- Web Page Dialog

Allotment Review Filter

Open Filker

FPacket || Crganization || Account

Expanditures Filter
- Imnclude Expenditures

Packet Murmber: [Group Lvl: 2, Displayed)
Prograr Index: 12120 [(Group Lvl: 1, Displayed)
Eal: 020 (Group Lvl: 2, Displayed)

Fefrash

ik, Clear ancel
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To see all data pertaining to one account by PI. The following steps will show how to create that
online view:

1. Account tab selection: Account = Group Lvl. 1, check Disp., and enter a 3 digit account

number in the criteria box.

Organization tab selection: Pgm. ldx. = Group Lvl. 2, check Disp.

3. Packet tab selection: Component = Expenditures and Staff Months. Number = Group Lvl. 3,
check Disp.

4. Click OK for online view

no

2 Allotment Review Filter -- Web Page Dialog

Cpen Filker

FPacket || Organization | Account

Expanditures Filker
- Include Expenditures

Packet Mumnber: [Group Lvl: 3, Displayed)
Pragrarn Index: [Group Lvl: 2, Displayead)
Account: 001 (Group Lvl: 1, Displayed)

Refresh

ik Clear ance
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To see all revenue data in one packet by major source and source. The following steps will show how
to create that online view:

1. Packet tab selection: Component = Revenue. Number = Group Lvl. 1, check Disp., and enter a
4 digit packet number in the criteria box.

2. Account tab selection: Account = Group Lvl. 2, check Disp., for Rev. Src. Click the *+” and
enter Group Lvl. 3, check Disp., Source = Group Lvl. 4, check Disp.

3. Click OK for online view

2 Allotment Review Filter -- Web Page Dialog

Allotment Review Filter

Cpen Filker

FPacket || Organization | Account

Revarue Filber

Packet Murber: 0009 (Group Lyl 1, Displayad)
Account: [Group Lvl: 2, Displayed)

Major Source: [Group Ll 3, Displayad)
Source: [Group Lvl: 4, Displayed)

Refresh

ik

1
i
e
i
i
i
I:-
]
18
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Lesson 11, Task 2 — Saving a Filter

Filters in Online Views can be saved using the Save Filter function on the Online Views screen.
Previously saved filters can be viewed by using the Open Filter function.

1. To save afilter, first create a filter in Online Views. Once you hit Ok for the filter and the data
is displayed select the Save Filter tab and the following dialog box appears. Give the filter a
Title and press the Ok button. Your filter is now saved.

Fiterffl S Bren Fiter || Expand Rows || Collapse Rows
Bier ~ium: 20070 Agency: 105 - Office of Financial Management
-_—

Expenditure Data (1)

Packet FY1 FY2z Adj. Bien. FM FM Fi FM FM FM M FM FM FM FM FM FM FM FM FM FM FM FM FM FM
Humber Total Total Amt. Total 01 02 03 05 07 08 10 11 12 13 14 15 16 17 18 19 20 21 27 23 24
0046 0 0 o o 0 0 0 0 0 L} 0 L} 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0

@ 2006-2008 Washington State Office of Financial Management
Budget and Allotment Support System (BASS) : AlphaQA

) Manage Filters -- Web Page Dialog

Save Filter

Title |

Delets
L [Title 71 [
packet 0010 by program Carla D

packet 0001 by

programfaccount /EAT Carla O

packet 0001 by programfaccount Carla ©
packet 0001 by program Carla D

all packets Far program 0FO/EAT  Carla O

O
[l
O
[l
O
¥

all packets For oroaram 070 Carla D b

Save Update Cancel
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2. To open a saved filter, first select the Open Filter tab and the following dialog box appears.
Select the saved filter and press the Ok button and your saved filter will appear.

t izt | ROUNVENENEY | Enterprise Reporting || Charts

Online Vizw
Fiter || Save Fitegll Open Fiter

Expenditure Data (1)

- et FY1 FY2 Bien. FM FM | FM FM FM | FM | FM | FM | FM
Humber Total Total Total 07 13 | 14 17 20| M |22 2324
0046 ] ] 0 0 0 0 ] 0 0 0 ] 0 0 0 ] 0 0 0 ] ] 0 0 ] ] 0 0 ] ]

B 2006-2008 Washington State Office of Financial Management
Budget and Alltment Support System (BASS) : AlphaQa

) Manage Filters -- Web Page Dialog

Open Filter

ser | O, Carla b |

Dalate
Title 71 Owner |0

program 010 Carla D

packet 0010 by program Carla D

packet 0001 by

prograrnfaccount EAL Carla D

packet 0001 by programaccount Carla O

packet 0001 by program Carla D

all packets For proararm 070ESAL Carla D

3. To update a saved filter, first select the Open Filter tab, then select the saved filter you wish to
update and press the Ok button and your saved filter will appear. Then select the Filter tab to
make your changes and click Ok.
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4. Then select the original filter from the Save Filter tab and click Update. This will update the
saved filter with the changes just made.

Enta

Online View

T 1T 1 1 \

. = 0 16| 1 17 | 0 28 P 29 | o 20 P 2 [P 22 P2 [ s
3 Manage Filters -- Web Page Dialog \X|

= ¢ 0 9 0 0 0 0

133 1334 1330 133M 1330 133M 53M 53M 1533

Owner
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5. To update a saved filter and save it as another filter, first select the Open Filter tab and select
the saved filter you wish to update and press the Ok button and your saved filter will appear.
Click the Filter tab to bring up the filter criteria. Make your changes and click Save Filter,
then give it a new title and click Save. You now have a new filter.

‘2 Manage Filters -- Web Page Dialog

S iiter
Title |E.l5. code 120 was UdayE Flker }

Tils T
] UdavE filker Catla O
D prograrn 010 Carla D
|:| packet 0010 by program Carla D
] E?;:f:run?"gicl?:\tntﬁ.ﬁ.l Skl
|:| packet 0001 by programfaccount Carla D
] packet 0001 by oroaram Carla D b
Save Cancel

Lesson 11, Task 3 — Opening Online View Filters

Online Views previously Saved by other users can also be viewed.

1. After selecting Open Filter, use the dropdown arrow to select another user and a list of their
saved filters will appear. Select a filter and click OK.

) Manage Filters -- Web Page Dialog

Open Filter

User | D, Carla

all Usars
E&SS, TESTER
D, Carla
Ellis, Lori
Heichelbech, Thormas
Langwad, Christine
OFM Adrmin, Account
Foach, Cynthia unt/EAT
?ep;i:r{,RL?sZTEO prograrmfaccount Carla O
Testerl, UserES,
Testerl, UserR O
Testers, UserB O
Testers, UserES,
Testers, UserRO
Wilson, Shaun

[ -

prograrn Carla D

Carla D

pragran Carla D

program OF0/EAL Carla D

1O0000

oroararn 070 Carla D b’

Cancel
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Testerl, UserB O b |

Delete

Title 71 Owner

UdayE serB Testerl

Uday UserB Testerl

Ok ancel

You may also update another users saved filter and save it as your own.

2. When another users filter is displayed select Save Filter, give the filter a title and click Save.

Online View

Filter | Save Fiter | Open Filter

. | Packet -
Packet FY1 FY2 Adj —
EREEEER B i e e R e

0016 Draft 1,963,005 1,963,002 0 3526007 584 163,584 163,584 163584 163584 163,584 163,584 163584 |
Draft 0 o 0 o 0 0 1] o o 0 0 o
046 Draft 0 (] [} a a [} [} (] a a 0 [} (]

o7 Dt 16E7E 19w 0 3600 AN 54 107 0% B 1330 036 1534 B =
0 25000 -25,000 0 0 0 0 o 0 0 15000 [] 0

0050 Drzft Q 25000 -25,000 0 0 0 0 L] 0 0 15000 ] o

s o 0 /OO JONW  -LOW 0 UserBQ Tester? 0 0 3 0 0 0 0 00

0054 Drzft Q 35000 25,000 60,000 0 UserBO Tester2 0 0 L] L] L] 0 5000 5,000

0055 Draft 0 ~50,000 [] ~50,000 0 0 0 L] L] L] 0 0 o

0056 Draft 3,000,000 0 0 3,000,000 250,000 ] L] L] L] 0 0 o

Draft

’e
’e
’e
’e
£ oos oet
’0
’0
’0
’0
IO
IO

25,000

http: /fofmapaly400/BASSWEB_qz/TALS/AMR/ &) Trusted sites

Note: The filter will also be saved under your name.
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2 Manage Filters -- Web Page Dialog

Open Filter

[ ~

CarlaD
Carla D

packet 0010 by program Carla D

packet 0001 by

programfaccount EAT Carla O

packet 0001 by programfaccount Carla D

O
[
[
[
O
1

packet 0001 by oroaram Carla D b

Cancel

TO DO - Hands on: Practice saving and opening filters.
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LESSON 12 — REVIEW ISSUES
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Lesson 12, Task 1 — Creating and Responding to Review Issues

Review Issues is the part of the system that facilitates communication between OFM budget analysts
and agency analysts as errors, problems, or concerns arise, or just when further clarification is needed.
It provides a means where either the OFM budget analyst or the agency analyst can create issues about
a packet and carry on a threaded conversation about an issue, to include attachments and online view
links as necessary.

1. Goto View Packet List and choose a packet and click the Review Issues tab. Note: Issues
and responses can only be added to packets in review and returned status. Issues and
responses can be viewed, but not changed in packets with approved status.

Allotment Management & Review
I, oot | |

Wiew Packet List

orline Yiews

Biennium | 200709 % | Rows |10 %] Load

View Packet | Add Packet | Update Packet || View History || Delete | Set Locks | Allotments| Import || Expart || Cop | Review Issues

| [ Nmber¥i ] Pupese | Program
D ool Operating Unanticipated Receipts LR, far training : v
D 1] 0010 Operating Initial Alotment Carla tutorial Draft v v
D 000y Operating Initial Allotment Idday testing 11936 Draft 630 - College Work Study ¥ v
D ] 0002 Operating Initial Alotment Test issue 11986 packet 0012 fram 05 07 Draft v v
D 0007 Operating 2nd Qbr Adjustrents best Draft
D 4 0006 Capital Initial Allotment Training Lday Draft v
D Do0s Operating Initial Allotment Training test Uiday Draft
D 0DD4 Operating Initial Allotment Update training pkt Draft 020 - Enviconmental Health
D G0 000z Capital Initial Allotraent Tasting Draft 090 - Administration v v
D 0001 Operating Initial Alotment carla 629 Draft
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In the Review Issues tab you may add an issue or response.

e Add Issue —is used to add a new issue.
Add Response — is where you would respond to an existing issue.

Wiews Packet List = Rewiew Issues

Packet Info Packet Cornments || Packet Attachrnents
Biennium: 2005117 — Agency: 303 - Department of Health

,’_.-— -"""h
Add Issue Add Respanse <

1, why in pending still?

Status: Returned

Number: 0052

E O
=
v

Packet number 0052 has been returned far agency 303,

3 Add Issue -- Web Page Dialog

Attachments and Links
Add Issue

Iszue Title | |

E-Mail MotiFy |

Save Cancel

3. Describe the issue in the body of the dialog box.
4. Give the issue a title that easily identifies it. Note: The title is displayed on the review

issues screen. The body of the issue can only be seen when you expand the issue by selecting
the l‘+”'

131



5. Select who you want notified in the E-Mail Notify box. Note: For a dropdown list select
the *...”.

6. To add an Online View Link to your new issue, click the Attachments and Links tab. Your
previously saved Online Views will be displayed in the Stored Filters box. You may choose
one or more Stored Filters to be displayed along with your Issue. Simply highlight your
selection and click the right-handed directional arrow to move the items to the Selected Links
box. Note: you can remove Online Views links from the Selected Links box by highlighting
the link and clicking on the left-handed directional arrow.

7. To add an Attachment, click the Attachments and Links tab. Select the Browse button to
locate the file, click the Add button. Note: You have the option to specify an Attachment
Title. If an Attachment Title is not entered, it will default to the File name. Note:
Attachments can be Word, Excel, or PDF formats, and are limited in size to 3MB.

2 -- Web Page Dialog

I==ue

Online Yiew Links

Stored Filters Selected Links

Attachment Title | |

Sttachment Fils | [ Browse.. | |_Add

Femowe

Save Cancel
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8.

When finished select the Save button.

The following screen shot details the fields available from Review Issues:

11.
12.
13.

Viow Packel Lt || Qg Views
View ket it » R s Tran’

Packet Ifo | Packel Commenls | Pachet fachmerts
i Nunber: 1052 Status:Reurmed

Sodlsoe | ddRepomse

FIF_ v oo

hy inpending o 2P foZ Lap

D Patket g 1152 b e ek For ageniy 303, A

a Message B 7 Altachments h
g,

Packet number DOS2 has been reurmed For agecy 303,

T
Trih
o. Tramng, Wy s my packet returned Sareloe T/ RIS P
Ttin

Budoet an

A blank check box related to issue number 1. To add a response to the issue, you must check
here and click the Add Response tab.

Issue title.

Body/Description of issue number 2 (only displayed when expand the issue).

Response to issue number 2 (each additional response will be listed in order of response).
From tells you who generated the issue or response.

Message displays the written body/description of the issue or response.

Attachments will show as a link (it will display the title given or default to the file name if no
title is given).

Links will show as a link if online view links were chosen.

Date displays the date and time the issue or response was created.

. Resolved will show a check mark once your OFM budget analyst has considered and checked

off the issue as resolved.

Date created is the original date the issue was created.

Last Update shows the last date of an issue/response related to the issue.
Issue number 1.
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Lesson 12, Task 2 — Responding to an Issue

1. Torespond to an issue select an issue and the Add Response tab and the following dialog box
will appear:

2 Add Response -- Web Page Dialog

Attachrments and Links

|

Save Cancel

Enter your response. You may also add attachments and links by selecting the Attachments and
Links tab. This is the same dialog box that is used in the previous lesson when adding an issue. When

finished select the Save button.

TO DO - Hands on: Practice adding Issues and attachment
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LESSON 13 — PRE-RELEASE EDIT CHECK
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Lesson 13, Task 1 — AMR Pre-release Edit Checks

TALS- AMR has a full range of edit checks that ensures the allotment meets all required standards and
alerts agencies to other anomalies that may warrant a note to OFM. For many of the edits resulting in
errors, the edit check will provide the user with a link to the data elements that are causing the error to
facilitate review and corrections. From the View Packet List you can run the AMR Pre-Release Edit
Report, which is located in the upper right hand corner of the screen.

Note: You can select one or more packets to run the AMR Pre-Release Edits. Note: There
are three types of edits; critical, warnings and informational edits. A number of the warning errors
will prompt the user to provide an explanation in the packet for OFM about a particular pattern or
condition in the allotments. OFM will be able to see these warning messages as well and will be
looking for those comments. Your packet may be returned if the requested information is not provided.

Note: There are a couple of edit checks that compares allotments to actuals. This edit check is
only performed on an Operating Initial packet purpose type when the Operating Initial packet
allotments deviate more than 10% from the historical actuals. When allotments deviate more than
10%, a warning message will display on the AMR Pre-Release report. Also included in this warning
message is a link to a chart that will display the comparison.

1. Select a packet or packets from the View Packet List screen. In the right hand corner of the
screen, select AMR Pre-Release Edits in the drop down, then select Run.

AMR Pre-Release Edits

Allotment Management & Reviey
L WEERER oo | e Racric |
View Packet List

Bennium | 20709 ¥ Rows| All ¥ | Load

Viewi Packet | Add Packet || Update Packat || Viewi Hstory | Delete || Sef Locks || Allctments|| Import || Export | Copy || Review Jssues

R T T Cash et

i 0t Operating Inital Altment Draft v v v Recal Packet 50

|:| 1 i) Operating Initial Allctment Working Draft of Iniial Allotment Data Draft v v AMRDOL Allotment Expendtura Summary 20
AMRDZ Allotmant Expandturs Detsl

0 ] Revenuz and Cash Adjustments Draft AMROT3 Alotment Revenus Summary 4]

L AMROM Altment Revenue Detal

0 o2 Opersting Iniil Alofment Oreft AMRDOS Alotment Cash Distursements Detel 20
AMRDO? Allotment Cach Receipts Dstal

|:| ot Revenuz and Czsh Adjustments Draft AMRDOS Allcment vs, EA Schﬁule 80

) AMRDOZ Allottzd Revenuz vs, Expanditurs Varianca (Fed and PIL)
D 010 Operating Is Supgemente Dreft AMROLD Alotizd Revenue vs, EAS Revenus Y
! ) AMRD1L Allotizd Expandtures vs, Cash Disbursements
0 L OperingIneme| Acjusmrle tret AMRAL Alctent Revenue vs, Cish Receigs %0
) ) AMROL3 Altied Revenus vs, Expendturs (Al Funds)
g ~ bty e T IEd AMRO14 Prajected Monthly Cash Bsence &
. ’ " AMRDIS Projected Fund Balznce

|:| o7 Opergting 2nd Qfr Adjustments Draft ARG PrjcedCh e 80

0 W Opueing Unanticpsd Recet O AUROLT Cangaron o 0rigial Al 20
AMRD20 Unanticipated Receipt Approval Requast

|:| o5 Capts Amendment Drsh EASD01 Expenditure Autharty Schedule for Operating 20
EASI2 Expendture Autharty Schedule for Captel

|:| g 1) Operating 2nd Qfr Adjustments Draft Testerl, UserB0

2. The AMR Edit Report will open if there are errors. The following items are viewable on this
report:
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Agency—displays Agency number and name
Biennium—displays biennium your packets are associated with
Date and Time—displays current date & time report was ran
Packet(s)—displays packet number(s)

Edit Level: Critical, Warning and Informational—displays all errors in sections in this
order

Type—AMR or AFRS
Edit #--displays number, see Appendix 4 for complete listing of errors
Description—displays written information to the nature of the error

Where—L.inks to Online Views to take you to the error Note: The system won’t
always provide a link depending on the type of error produced

10. Print—allows you to print the report
11. Cancel—takes you back to the view packet list

a s wDd e

© o No

.
(& AMR Edit Report - Internet Explorer, optimized for Bing and MSN [E=REEE S

AMR Edit Report

Done

Allotment Management & Review: Edit Report

Agency 105-Office of Financial Management Q—@ Biennium 2011-13 e
Date & Time 2/20/2013 1:23PM g @ Packet(s) 0037 e

Edit Level: Critical (2)
Type Edit#  Description Tools
AMR 26 Allotment amounts can only be entered in fiscal year two for EA code 012. Expenditure

AMR an The total appropriated allotted, unallotted and reserve expenditure dollar amount ($20,000) for EA Code 011 Expenditure
% is greater than zero; the total of the selected internal packet(s) plus previously submitted internal packets

muT be zero or less.

Cancel

+/" Trusted sites | Protected Mode: Off - 1% v~
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3. Select the Online Views link—the link in the Where column. Note: Online views will
appear behind the AMR edit report so you can minimize or cancel the report (recommend
minimizing if more than one error) or click on the online views in the background and the error
report will automatically be minimized.

Online Yiews
Online Wiew UserB Tester3 : 105 - Office of Financial Management

Biennium: 2005-7

B cash Receipt Data (i

3 AMR Edit Report - Microsoft Internet Explorer
Update | Delete

Packet - ™ M | FM FM [ FM [ FM [ FM | FM

Number AMR Edit Repart ; 14 16 | 17 20 | 21 |22 | 23 | %

A o 0 0 0 0 0 @ 0 0 0 0 0 0
Allotment Management & Review: Edit Report

Agency 105-Office of Financial Management Biennium 2005-07
Date & Time 31482007 2:23 PM Packet(s) sz

Edit Level: Critical (5)
Type Edit # Description Where
AMR 2 A packet explanation is required for aperating quarterly amendment alatments, The
packet requiring an explanation is: 0032,
AR Allotment amounts can only be entered in apen manths (fram month 20 through the  Expenditures
end of the biennium), Cash
Dihursement
Cash Receipt
AR Allotment amounts can only be entered in fiscal year one for EA code 271, Cash
Dishursement
AR ou are required ba provide an expenditure companent explanation because dollars
have been placed in reserve in packet 0032,

AR ou are required ba provide an expenditure companent explanation because dollars
have been placed in unallotted status in packet 0032,
Edit Level: Warning (1)
Type Edit # Description Where Al

Brint Cancel

Note: Selecting the online views link from the AMR Edit Report will take you to the data that
caused the error in online views. To fix the error you must evaluate if the change needed is to the
allotment information or if another action must be taken. For example, if the error says *““the program
index XXXXX does not exist in AFRS*, the fix may be setting it up in AFRS not changing it in TALS
AMR.

Note: Going to online views through the AMR Pre-Release edit takes you to the data that caused
the error only. However, when coming to online views through AMR Pre-Release Edits, you do not
have the option to change your online views filter.

4. Try fixing an error: Select the magnifying glass and expand the grid to the level of detail where
the error occurs. Select the coding structure check box and click Update. Change the amount
and select Save, and then Cancel to close Update dialog box.

Note: For more information regarding the edits, see appendix 4 — Pre-Release Edits, which
identifies the Edit #, Edit Type (Critical, Warning or Informational), and Description (and in some
cases gives more detail about the edit than the Pre-Release Edit report does).

5. Select the View Packet List breadcrumb at the top of the screen to return to the View Packet
List screen.

TO DO — Hands on: Practice correcting pre-release edit errors.
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Lesson 13, Task 2 — AMR AFRS Edit Checks

After you have run your AMR Pre-Release Edit checks, corrected all critical errors, and made the
necessary changes for warning messages, the next step is to run your AMR AFRS Edit checks.

L1 Note: The AFRS Edit checks will take a while to run (apprOX|mater 15 minutes). EL Note: You
can select one or more packets to run the AMR AFRS Edits. LX) Note: Another option if you believe
your packet is ready to submit to OFM, is to skip the AFRS Edit checks and instead select the Submit
Packet(s). This option will run both the Pre-Release edit checks and the AFRS Edit check, if there are
critical errors for either the Pre-Release or AFRS, the packet will not be submitted and an edit report
will be available. If the packet was not submitted due to an error, check the Most Recent Edit Report
to view the error.

1.  Select a packet from the View Packet List screen that has passed all the Pre-Release critical
errors. In the right hand corner of the screen, select AMR AFRS Edits in the drop down,
then select Run.

Allotment Management & Review
[ RO uevers |Erepie potngl| Qhat: |

View Packet L

Benmiur| 20703 ¥ Rows | Al ¥ | Load

i Packet || Add Packet | Update Packet || View History | Delete || Set Locks | Alltments| | Import | Export || Copy || Review Issuss

l mbet | e Tt s | fuon Fo) G Db | G

0t Operafing Intal Alltment Draft v 4 4

D 1 04 Operafing Inital Alltment Warking Draftof Intial Altment Data Draft v v 4 AMRON! Alltrent Expendture Summary 0
AMROZ Allotment Expendturs Dt

D JUE] Revenue znd Cash Adjustments Draft AMRDOZ Allstment Revenue Summary 0

o AMROM Alctment Revenue Detsl
0 o2 Operating Il Alefment Oref AMROYS Alctent Cash Disbursements el 0
] AMROD? Alltrent Cash Recepts Detal
D il Revenue and Cash Adjustments Draft AMROB Allrent vs, EA Schedyls 80
) AMRDO3 Allotied Revenue vs, Expendture Variznce (Fed and PIL)
[ o Opering L= Suppementd Drek AMROLD Alotted Revenuz vs, EAG Revenue 0
) ) AMROLA Allotied Expendtures vs, Cash Disbursements
il e Opeeing Inteme Adjnents Dt VR At Resenue s, Cah R 0
i ) AMROL3 Allotted Revenue vs, Expendture (Al Funds)
il L Opeaig Abcaons Dk AR Projacted Monthy Cash Bance -
. ' ' AMROLS Projected Fund Belance

D 007 Operating 2nd Qi Adjustments Draft - 0

D W Operfing Unnticiptd Recits brak AMROL? Comparison of Qriginal Alltment 0
AMROZ0 Unznficipated Receipt Approval Request

D 005 Captal Amendnent Dt EASDO Expendture Autharty Scheduls For Operating 10
EASON? Expendture Authorty Schedule for Capts

D ] 04 Operafing 2nd Qr Adjustments Draft Testerl, UserB0

2. If there are no critical AMR Pre-Release errors, you will receive this message. Click OK.

Note: If there are critical AMR Pre-Release errors, you must correct the critical AMR Pre-
Release errors before the AFRS Edit check will run.
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Microsoft Internet Explorer E|
"'_-, Mo critical AMR. errors have occurred, so the packet was sent to AFRS to perform its edit checks.
< Please check the status of the AFRS edit checks on the View Packet List screen.

Note: Once the Run button is selected a Traffic Light Indicator will appear in the row of the
selected packet(s). When performing an AFRS edit check you will get a yellow traffic light while it is
running through the edit checks. It will remain yellow until AFRS edit checks has finished. You will
receive an e-mail indicating whether AFRS has passed or you have errors. [EJ Note: You will need to
refresh the screen; this can be accomplished by clicking on the View Packet List tab at the top of the
page or the Rows Load button. If the packet has passed the AFRS edit checks, when you refresh your
screen the traffic light will disappear. If AFRS edit checks has failed you will receive a red traffic
light.

Allotment Management & Review
Ve Pk Lt IIMI__

View Packet it UserB) Taster3 + 105 - Offce of Finznczl Mznagement

Benmum | 20M03 ¥ Rois| 10 ¥ | Load AMR Pre-Reesse Edts ¥ Run
Vit Packet | Add Packet || Update Packet | View Hitory || Dekte || Sef Locks | Alotments | Import | Export | Copy | Review [ssues

| e | Tde | Sbhc Pmoon |Eol GuiDkh | Gebeot |Re| Bobmtn | ol Oonest | Lad Upite
D 006 Operafing Intal Allotment Packet for Tutoria Drf v v 4 v Testerd, UserB0
D 0015 Opereting Initil Allotment Drh v 4 v v Testerd, UserB0
D i 004 Operafing Intal Allotment Warking Dreftof Intal Alltment Data Dref 4 4 4 4 4 4 Testerd, UserB0
[ it Revenuz and Caen Adjusments Dref Tester, UserB)
D [ Operafing Intal Alltment Dref Testerd, UserB0
[ it Revenue and Cash Adjustments Dref Taster, LB
D il {(yperating 1st Suppementzl Drzh Teterd, UserB0

Note: If you receive a red traffic light, this means you have AFRS critical errors that will need to
be corrected before submitting your packet to OFM. The red traffic light will remain red until the
AFRS critical errors are corrected and the AMR AFRS Edit report is run again.

Note: The AFRS error messages may be difficult to understand what needs to be corrected in order
to fix the error. If you have questions, contact the DES Solutions Center.

Note: If your packet has failed the AFRS edits check, you will receive an email message. The
message will state the following: The AFRS edit checks have been completed and errors have been
found. Please view the “Most Recent Edit Report”. The Most Recent Edit Report can be found on the
View Packet List screen on the right hand side of the screen. The Most Recent Edit Report will allow
you to view the AFRS and AMR edits. Most edits will have a link to Online Views. From Online
Views, you will see the data that caused the error.
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Lesson 13, Task 3 — Submit Packet(s)

After all critical errors for AFRS and AMR Pre-Release have been corrected the packet can now be
submitted to OFM.

Note: The Submit process will run through both the AMR and AFRS edit checks, which will take a
while to run (approximately 15 minutes). Note: You can select one or more packets to run the
Submit Packet(s).

1. Select a packet from the View Packet List screen that has passed all the Pre-Release and AFRS
critical errors. In the right hand corner of the screen, select Submit Packet(s) in the drop
down, then select Run.

Allotment Management & Review e
[PWJE | onincvewe | Enteroreckeportng||  Chais |

View Packet List UserBO Tester] : 495 - Department of Agriculture

2007-09 [¥| Rows |10 (%] [ Load Submit Packst(s) ~|[Run

<t| [ Add Packet || Update Packet | [ View History | [ Delete | [Set Locks | [Allotments| [ Import | [ Export | [ Copy | [ Review Jssues
| Pumcse | T#e | Szt | Prooram | Cash Recr®

0009 Capital Initisl Allctment TALS Tuterial Draft v v

0008 Operating Initial Alictment TALS Submit Tutarisl Draft

0007 Operating Initial Alitment Bata testing issus 13079 Draft

0003 Capital Amendment Bata testing Issue 14447 Draft

0002 Capital Initial Allctment Leurs pkt for October Relezss Bets tasting Returned

LI S S ¥
<

0001 Operating Initial Alotment Laura pkt for October Release Beta testing Review

AMRO1S Proj

2. If there are no critical AMR errors, you will receive this message. Basically this message is
telling you that the AFRS edit check is going to run. Click OK.

Microsoft Internet Explorer &|

'T Mo critical AMR. errors have occurred, so the packet was sent to AFRS to perform its edit checks.
< Please check the status of the AFRS edit checks on the View Packet List screen.

Note: Once the Run button is selected a Traffic Light Indicator will appear in the row of the
selected packet(s). When performing an AFRS edit check you will get a yellow traffic light while it is
running through the edit checks, it will remain yellow while running the AFRS edits. Note: After
the AFRS edits have run (approximately 15 minutes) you will need to refresh the screen, this can be
accomplished by clicking on the View Packet List tab at the top of the page or the Rows Load button.
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3. When the packet is submitted, you will receive the following email message.

i Fle Edit WView Insert Format Tools Actions Help

From: ofmbass @ofm.wa.gov

To: McGrath, Sharlene (OFM); Baveja, Anju (OFM)
G
Subject: Source - Beta QA [/ System - TALS: Packet submitted

Packet number 0009 for agency 105 has been submitted.

4. After the packet is submitted to OFM, the Traffic Light Indicator will change from yellow to
green and the status will change to Pending.

Note: The packet will remain in Pending status until OFM has opened the packet.

If the Submit has failed the following will happen:

Note: If you receive a red traffic light, this means you have AFRS critical errors that will need to
be corrected before submitting your packet to OFM. The red traffic light will remain red until the
AFRS critical errors are corrected and the packet is submitted again. Note: The AFRS error
messages may be difficult to understand what needs to be corrected in order to fix the error. If you
have questions, contact the DES Solutions Center.

Note: If your packet has failed the AFRS edits check; you will also receive the following email
message: The AFRS edit checks have been completed and errors have been found. Please view the
“Most Recent Edit Report™ for more information. The Most Recent Edit Report will allow you to view
the AFRS and AMR edits. Most edits will have a link to Online Views. From Online Views, you will
see the data that caused the error.

After all critical errors have been fixed; perform steps 1 through 4 again to submit your packet.
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Lesson 13, Task 4 — Recall a Packet

After a packet has been submitted to OFM, you can recall a packet.

Note: In order for a user to recall a packet, they must be set up with the security to submit a
packet. Note: The Recall Packet function can only be performed on a packet in Pending status.
Note: Once the packet has been recalled the packet is no longer viewable by OFM.

1. Select a packet from the View Packet List screen that has been submitted to OFM and is
pending status. Select the Recall Packet in the drop down, then select Run.

Allotment Management & Review o]
L WOEREE onove. [|eencszReoringll chars
Viewi Packet List UserBO Testerd : 105 - Office of Finzncial Management
Biennium | 2007-03 |¥|| Rows| Al ¥ Load Reczll Packst || Run

View Packet || Add Packet | [ Update Packet || View History || Delete |[Set Locks |[Allotments| | Import || Export || Copy || Review Lssues

L[| [ wewber?s ] pwpese | Jile | Sths | Pprogram |Ex| CashDish | CashRecot /iy =
O 0028 Cperating 2nd Qir Adjustments tutorial Draft v B0
|:| "] 027 Operating Internal Adjustments Ancther NonApprop Test Approved v e mary R

! Btment Expendture Detail
O (] 026 Opersting Internsl Adjustments Test NonApprop Agsin Appraved v AMRO03 Allctment Revenue Summary B0
AMROO4 Allotment Revenus Detsil
Os e 025 Operating Initizl Allotment Wendis Tutorisl Test updated Draft AMROOS Allstment Cash Dishursements Detail BO
AMROO7 Alltment Cash Receipts Detail
O ] 024 Operating Internal Adjustments Test HonApprop Relezss Approved v AMROGE Allctment vs. EA Schedule R
AMR003 Allctted Revenue vs, Expenditure Variance {Fed and P/L)|
| 0z Capital Unanticpated Receipts st Draft AMROLD Alctt=d Revenue vs, EAS Revenus g
- - AMRO11 Allotted Expenditures vz, Cash Disbursements
D w022 Capital Initizl Allotment tutorizl test Drzft v AMROLZ Allctment Revenue vs, Cash Receipts BO
5 § AMRO13 Allotted Revenue vs, Expenditurs (All Funds)
|:| 0021 Operating 2nd Qir Adjustments Moving Unallctted Drzft v AMROL4 Projacted Mnthly Cash Bslanc BO
= " 5 v AMRO15 Projected Fund Balence
- 0020 Opersting 2nd Qtr Adjustments Tutorial Lesson 12 Draft AMROLE Prejectsd Cash Balance BO
] o013 Operating Initial Allotment test Pending v v v AMROLT Comparisen of Original Allstmant 50
AMRO20 Unanticipated Receipt Approval Request
o 0018 Operating Unanticipated Receipts Tutorizl Unanticipated Receipt Drzft v v EAS0D1 Expendture Authority Schedule for Operating B0
EAS002 Expenditure Authority Schedule for Capital

Note: You will receive the following message:

Microsoft Internet Explorer E|

L] E The packet has been recalled.
[

2. Select OK and the packet status will change to draft status.
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LESSON 14 — CHART FEATURES
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Lesson 14, Task 1 — Viewing Charts

The Charts compare data for allotments and actuals. The Charts tab can be found at the top of the
View Packet List screen.

Allotment Management & Review
L WEEEEEE oinves |EeriRenorting

View Packet List

UserBO Tester3 : 105 - Offies of Financial Management

Bennium| 2007-08 ¥ | Rows| Al V|| Load AMR Pre-Relezs= Edits || Run
View Packet| | Add Packet || Update Packet || View History || Delete || St Locks || Allotments| | Impart || Export || Copy || Review Issues

[ [ | [ hember?s | pumee | T#e | Sthc | Program |Exp| Cosh Dish | CoshRewpt |Rev| Explanation | Internal Comment | Last Updete |
D 001 Operating 2nd Qtr Adjustments Moving Unallotted Draft v Testerl, UserBO
D 0020 Operating 2nd Qtr Adjustments Tutorial Lessan 12 Draft v Testerl, UserBO
O @ om Opersting Int Altment fest Pending v v v v Tester3, UserBO

Note: When selecting the Chart tab and viewing a chart, it is important to know the allotment data
is only for packets in Pending, Review and Approved packet status. Note: The Data Type
dropdown provides a selection for Operating or Capital packets, and will display accounts that exist in
the allotment packets in the Account dropdown. Note: Actual data is from the prior biennium. If
there are months that are not closed from the prior biennium, the data included will be prior biennium
allotments.

Note: Charts can also be found when running a Pre-Release Report for an Operating Initial
Allotment packet only. However the only time a chart can be viewed from the Pre-Release Report is if
the data in the Operating Initial Allotment packet caused a warning edit. There will be a link to the
Chart. The allotment data in this chart does include Draft allotment data from the selected Operating
Initial Allotment packet.

From the Charts tab you may view the following charts:

1. Allotted vs. Past Biennium Actual Expenditures-by Account — you have the choice of
displaying the information by percentages or dollars and may select an account from the
accounts contained in the Data Type packet selection you are viewing.

2. Allotted vs. Past Biennium Actual Cash Disbursements-by Account — you have the choice
of displaying the information by percentages or dollars and may select an account from the
accounts contained in the Data Type packet selection you are viewing.

3. Allotted vs. Past Biennium Actual Cash Receipts-by Account — you have the choice of
displaying the information by percentages or dollars and may select an account from the
accounts contained in the Data Type packet selection you are viewing.

4. Allotted vs. Past Biennium Actual Revenue-by Account — you have the choice of
displaying the information by percentages or dollars and may select an account from the
accounts contained in the Data Type packet selection you are viewing.

5. Allotted vs. Past Biennium Actual Expenditures-by Object — you have the choice of Data
Type packet selection to display the information by percentages or dollars and fiscal period.

6. Allotted vs. Past Biennium Actual Expenditures-by Program — you have the choice of
Data Type packet selection to display the information by percentages or dollars and fiscal
period.

7. Allotment vs. Actual Current Biennium Activity — By Account — you have the choice of
Data Type packet selection to display Cash or GAAP data.
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The system will run a biennial projection for an account.

There will be a beginning balance; the actual information will be based on transactions
posted in AFRS, unclosed AFRS months will be provided from the allotments in TALS-
AMR. The allotment data will contain only official packets and will include operating
and capital allotment data. Users will have the option to include allotment packets that
are in Pending and Review statuses.

The chart will display the projected account balance for the entire account (all
agencies). The user can export the chart; the exported chart will show the detail for the
account by agency.

The user will have the ability to export the data. The data will export into a text file.
The user will have the ability to open the text file using “Text Wizard”. See Lesson 8,
task 1 for more information on using the “Text Wizard”.

1. To view a chart select the Charts tab.

Note: By default the first chart that is viewable is Allotted vs. Past Biennium Actual Expenditures-
by Account.

<M Charts -- Web Page Dialog

4

Chart

Format

Account

Allotted vws, Past Bienniurm Actual Expenditures - by Account w

Parcentages W

anpl W

Allotted vs. Past Biennium Actual Expenditures - by Account
Account 0 (General Fund) | Agency 073 (Office of the Governor)
(Amounts in Percentages)

-1
Jul Aug Sep ©et Mew Dec Jan Feb Mar Apr May Jun Jul Aug Sep ot Mew Dec Jan Feb Mar Apr May  Jur
F¥1 F¥1 FY1 F¥1 F¥1 F¥1 FY¥1 F¥1 F¥1 F¥1 FY¥1 FY¥1 F¥YZ F¥2 FYZ F¥2 F¥2 FY2 F¥2 FYZ F¥z FY¥2 Fvz FY:

[2005-07 Allotted Expenditures
200305 Actual Expenditures

Legend Label

2005-07
Allatted
Expenditures

\

Jul Aug Sep Oct Nov Dec Jan Feb Mar Apr May Jun Jul Aug Sep Oct Mov Dec Jan Feb Mar Apr May Jun
F¥1 F¥1 F¥1 F¥1 FY1 FY1 F¥1 FY1 FY1 F¥1 FY1 FY1 F¥Y2 FY2 FY2 F¥Y2 FY2 FY2 FY2 FY2 FY2 FY2 FY2 FY2

57 24 48 42 35 48 42 35 48 42 35 48 EF 32 04 41 24 4 41 34 4 41 34 4 3

b
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2. To view another chart, select the chart from the dropdown arrow at the top of the dialog page.

A Charts -- Web Page Dialog

Charls

Chart [ aboited s, Past Biermium Actual Expendibures - by Accourt - Select thE Chart you “tant
Allokted Achus Expendiures - A = frOI"I"I thIS drop dOWI'I ||5t.

Allotted ws. Past Blannkn Achual Cash Recsipts - by Account

Allotted we. Pact Bienniurn Achual Revenoes = by Account

Allotted we. Paot Bienniuen Achusl Expendiiures = by Object -

Allottad ws. Part Bianniuen Achusl Expandiures - by Progeam penditures - by Account

Fornuat

Account

Account 001 (General Fund) | Agency 075 (Office of the Governor)
(Amourts in Percentagesz)

\

=q
Jul  Awg Sep Oex Moy Dee Jsn Feb Mer Apr May Jun Jul  Aug Sep Oer Mev Dee Jan Feb  Mar  Apr May  Jur
F¥1l FY1 F¥1l F¥l1 F¥1l F¥1l F¥Yl F¥l FYl F¥1l FYl FY1l F¥Y2 FY2 FY2 FYZ FY2 FY2 FY2 FY2 FY2 FYZ FYZ FY

200507 Abotied Enpenditures
200305 Acusl Expendiues

Legend Label Jul Aug Sep D¢t Mov Dec Jan Feb Mar Apr May Jun Jul Aug Sep Oct Mov Dec Jam Feb Mar Apr May Jun
1 F¥1 FY1 FY1l FY1 F¥Y1 FY1 FY1 F¥1l F¥1l FYl FY1 FY1 FY2 FY2 FY2 F¥2 FY2Z FY2Z F¥2 FYZ2 FYZ FY2 FY2 Fy2
200507
Alotted 57 34 4% 42 35 48 42 35 45 42 35 48 57 33 4 41 34 4 4] 34 4 41 34 4
Expanitures o]

£ >

3. Select the Format you’d like to view — Percentages or Dollars
Note: By default the Format is Percentages.

z arts eb Page Dialog
A Ch Web Page Dial

Charts

Chart ..Mld wx, Past Biernium Achual Expendibures = by Accourt W |

You can select either Percentages or
Dollars under the Format Drop Down List

Allotted vs. Past Eienmurm Actual Expen
Accourt 00 (General Fund) | Agency 075 (Office of the Gowernor)
(Amounts in Percentages)

Formalt [ Parcentages % |

Account

\

=1
Jul  Awg Sep O Moy Dec Jan Feb  Mar Apr May Jun Jul  Aug Sep Oct Mev Dec Jan Feb Mar Apr May Jur
F¥l F¥Y1 F¥l F¥1l FY1l FY1l FY1 F¥l F¥Y1 F¥Yl FY¥Y1 FY¥l FY2 FY2 FY2 FY2 FY2 FY2 FY¥2 FY2 F¥Y2 FY2 F¥Y2 FY

200507 Alotted Evpendinres
200305 Actual Experdiwes

Legend Label Jul Aug Sep Det Mov Dec Jan Feb Mar Apr May Jun Jul Aug Sep Oct MNow Dec Jam Feb Mar Apr May Jun
FY¥Y1 FY1 FY1 FY1 FY1 FY1 FY1 FY1 FY1l F¥Y1l FY1l FY1 FY2 FY2 FY2 FY2 F¥2 F¥2 F¥2 FY2 FY2 FY2 FY2 F¥2
200E-07
Alatted 57 34 48 42 35 48 42 35 482 42 35 483 5F 33 4 4l 34 4 41l 34 4 41 34 4
Ewpanaditures ]

>
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4. The first four charts have another selection choice of Account — select the account you want to
view. Note: The account choices will be the accounts for Operating data only and in Pending,
Review and Approved Statuses.

2 Charts -- Web Page Dialog

Charts

Chart | Abotted s, Past Bienrium Actual Expendihures - by Account |
Cormat [Prcentoges S1 The final choice is that of Account.
Agoount [ TR

ptted vs. Past Biennium Actual Expenditures - by Account
Accourt 00 (General Fund) | Agency 075 (Office of the Governor)
(Amounts in Percentages)

=1
Jul  Aug Sep O Hovw Dec Jan Feb  Mar Apr May Jun Jul Aug Sep Ocr Mov Dec Jan Feb  Mar  Apr May  Jur
F¥1l F¥1 FYl FY¥1l FY1l FYl FY1 F¥Yl FY1l F¥1 FYL FY1l FY2 FYZ FYZ FY2 FYZ FY2 FY2 FY: FYZ FYZ FYZ FY

200507 Alotted Expenditures
200305 Actual Expendinees

L..HLIIhlﬁ.ugSIpﬂtl:vaDﬂ:Jln Feb Mar Apr May Jun Jul Aug Sep Ock Mov Dec lan Feb Mar Apr May Jun
9 F¥1 F¥1l FY1l FYl FY1 FY1 FY1 F¥1l FY1l F¥Y1l FY1l FY1 FYz F¥Y2 FYZ FYZ FY2 F¥2 FYZ FYZ FYZ FY2 FY2 F¥2

JE-07

Alatted 57 34 48 42 35 48 42 35 45 42 35 48 57 33 4 41 34 4 41 34 4 41 34 4
Expareditures ~
< ¥
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5. The remaining two charts have another selection choice of Fiscal Period — select the entire
biennium, or one fiscal year. Note: FY1 compares the first fiscal year of allotments to the first
fiscal year of expenditures from the past biennium. FY2 compares the second fiscal year of
allotments to the second fiscal year of expenditures from the past biennium.

A Charts -- Web Page Dialog

Charts

Chart Adctied wi. Pact Bigrraas Achusl Expencitures = by Object L2

Eermat — The final two charts replace Account with Fiscal Period.
Figeal Pariod | oewisl This allows the choice of FY 01, FY 02 or Biennium
Allotted vs. Past Biennium Actual Expenditures - by Object

Agency 075 (Odfice of the Governor)
(Amourds in Percendages)

A [}

.Qﬂ:ﬁwﬂﬂMEwdﬂm:
00305 Acvusl Expardiue Print button for all
Legend Label NORLOONNEC charts located in the

2006-07 Alctted Expencibures 55,1 125 5.9 220 13014203 lower right.hand cornar
0305 Achusl Expatdtra 503 12,1 12121936 1 5973

*dcdnioral Farsmerters: Bennial Ameancs; Operming Packets Only; Pending, Review 8 Approved Facke Szabuses

6. To print a chart, select the Print button at the bottom of the dialog box. Note: The charts
print in Portrait, in order to change to Landscape you will need to change it manually.

TO DO - Hands on: View charts and make selections between dollars and percentages, account,
and/or fiscal periods.
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LESSON 15 - REPORTS
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Lesson 15, Task 1 — Viewing and Running Reports

There are two ways to view TALS reports. One way is through Enterprise Reporting (ER). See the
tab below that takes you to ER to schedule reports. This tab can be seen from any screen in TALS-

AMR.

Wiew Packet Lin

Biernium | 2007-03 ¥ Rows

¥ Load

Wiew Packet List Online Views

Wiew Packet || AddPacket | Update Packet | View Hstory | Delete || SetLocks | Alotments | Import | Expott || Capy | Review Issues

IIIIM@IM!

o0te

o0t

00t

03

o0

oot

]

I

008

] ] ] ] (] |

i 007

12

Capital Amendrent
Capital Amendrent
Oparating Intanal Adjustments
Operating Initial Allotment
Opetating Lnanticipated Receipts
Capial Governor's Cash Defict Reductions
Capital Initial Allatmert
Operating Initial Allotment
Operating 2nd Qfr Adjustments

Operating 2nd Qfr Adjustments

best
(ot Release Reqrassian best PreRel Edit Chik packet
basting 3
5PS Impart

TTpro issue 10680

{001 Test Packet
BO01 test packet
fat

Test TTP 11266
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The other way to run a report is through the View Packet List. See the reports listed below. Select a
report and click the Run button. When running the reports this way the parameters are already set to
the preferred view of the OFM budget analysts. This way you can run and view a report exactly the
way your OFM budget analyst is looking at it if they choose it from this list of reports.

e e

Yo Pkt Lt

Vi Pkt o ol 10 D Hea\th
B 00 ¥ Ry 0 ¥ L AR e Expendhe Sy
AR e e
Vi Pockel | B Pkt | UpelePacke | Wowbiry | Dl | St locks Al ot Eipot | Coi | Reiw s A4S Edl
S S " " T T
D i Cap|la| Brvercnent e sk Vo (ROt Alomen Ependlve Summary el
AR e Exendlve el
D s Cipl Amencne O Relege oot Pl 0 Cok ke Voo ROTE Al Reverue Sy Lz
AR Sl Reverue Dl
D MW Qoeding end A b & Iz 060 Adminalion Voo RIS Al CathDishrsemen: Dl i
AR e Cih Rl Dl
D g Operatg It Al 575 I it y SRS et v EA S
VRIS At Revemis v, Expndhe Vo Ped and L)
D M2 OpersingUnipeedRecech TTaro e 640 Iz Y AR et v ERS R i
D I T E— i ) AR At Expenghes v, Ceh el 1
A N30 LA e 1 AL e R v, Ceh e W
. AT At Revenus v, Ependie (4 Funs)
[ il Cip e Al (I e I O sl o e
- AR PropcedFund Bence
v
D I Operatg It Al B0 el el it M o Lz
‘ ‘ o . ARIE Compatan o i el
00 Onerdng 1 O st bt Ot 000 Epidemiohy,Festh S & P L ¥ £
D pl ey e ; i g R SHRCED Uil Rece! Approval eques r
0§ W gtk WA I g R Epndus by el g gy
EASI Exiendﬂure Aulhonli el Caiﬂal

Budgeand Al
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Enterprise Reporting is used to view the TALS-AMR reports. When you’ve logged into ER you
request the report using the standard ER report creation steps. Each report has a set of parameters
available for that report. The detail reports will have more parameters than the summary reports. The
defaults for the parameters have been set to a high level view so that you do not need to make a lot of
selections to get a usable report. You may want to make some lower level selections to meet your
needs. The ‘Level of Detail” parameters are used to select what level you want to view the data at,
such as ‘Level of Detail for Program’ would mean do you want to see the data at the program, sub
program, activity, sub activity, or task level? There are Expenditure, Revenue, Cash Receipts, Cash
Disbursement, and Comparison reports available. The reports available to date are:

AMRO001 - Allotment Expenditure Summary — provides a summary of expenditure and FTE
allotment by program, account, account type, expenditure authority, and object for fiscal year and
biennial periods. The report displays information in five categories: summary, allotted expenditures,
unallotted, reserve, and comments.

AMRO002 - Allotment Expenditure Detail — provides a detail of expenditure and FTE allotment by
program, account, account type, expenditure authority, and object by fiscal month, fiscal year and
biennium. This report can be requested at any level the data was entered into TALS-AMR. Note:
FTE is by GFS and other only — if detail by account is needed use the AMROO2FTE report.

AMRO02FTE - Allotment Detail — provides a detail of the FTE allotments by account, expenditure
authority, and object by fiscal month, fiscal year and biennium.

AMRO003 - Allotment Revenue Summary — provides a summary of the revenue allotment data by
account and category for fiscal year and biennial time periods. Note: The categories are State,
Federal, and Private/Local.

AMRO004 — Allotment Revenue Detail — provides a detail of the revenue allotments by account, major
source, and source by fiscal month, fiscal year, and biennium.

AMROQ05 - Allotment Cash Disbursements Detail — provides a detail of the cash disbursements
allotments by account by fiscal month, fiscal year, and biennium.

AMRO007 — Allotment Cash Receipts Detail — provides a detail of the cash receipts allotments by
account by fiscal month, fiscal year, and biennium.

AMRO008 - Allotment vs. EA Schedule — compares allotment expenditure and FTE data with the
Expenditure Authority Schedule (EAS) and shows variances.

AMRO009 - Allotted Revenue vs. Expenditure Variance (Federal and Private/Local Funds Only)
— compares federal and private/local revenue and expenditure data for the allotment and shows where
the revenue and expenditures do not match as required by Generally Accepted Accounting Principles.

AMRO010- Allotted Revenue vs. EAS Revenue Variance — provides a comparison of revenue
allotments to the expenditure authority schedule (EAS) revenue control numbers for fiscal year and
biennial time periods.

AMRO011- Allotted Expenditures vs. Cash Disbursements — provides a comparison of allotted
expenditures to cash disbursement allotments. The report displays the information by fiscal month, in
spreadsheet form and in graph form.
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AMRO012- Allotment Revenue vs. Cash Receipts — provides a comparison of revenue allotments to
cash receipt allotments. The report displays the information by fiscal month, in spreadsheet form and
in graph form.

AMRO013- Allotted Revenue vs. Expenditures (All Accounts) — compares allotted expenditures by
account with revenue by account.

AMRO014- Projected Monthly Cash Balance — enables OFM and administering agencies to
determine if an account will have a temporary cash deficit during the course of the biennium based on
actual cash balances to date plus proposed and approved cash allotments for the remainder of the
biennium. This report will not include data from packets in Draft status.

AMRO015- Projected Fund Balance — shows the projected ending fund balance for each fiscal year
based on the allotment data under review and previously approved. This report will not include data
from packets in Draft status.

AMRO016- Projected Cash Balance — shows the projected ending cash balance for each fiscal year
based on the allotment data under review and previously approved. This report will not include data
from packets in Draft status.

AMRO017- Incremental Change from Previous Submittal — isolates changes within a packet that has
been returned to the agency for revision and resubmitted to OFM for review.

AMRO018- Unanticipated Receipt Allotments — provides information to the legislative fiscal
committees on executive spending authority granted to agencies by OFM.

AMRO019- Allotment Status— facilitates management of the allotment review process. It enables both
OFM budget analysts, agency budget analysts, and the Legislature to view the status of allotments and
summarizes the number of allotment packets by status and purpose.

AMRO020- Unanticipated Receipt Approval Request —This report is used to convey the required

information to OFM and the Legislature when requesting spending authority for unanticipated receipts.
It replaces the former B20-1 form.
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Task 1 — Hands On — Now we’ll request the AMRO0O02 report

Log in to Enterprise Reporting.

Select the BASS Training folder. (skip if not in training)

Select the Allotment Reports folder.

Schedule the AMRO002 report using the standard Enterprise Reporting report creation steps
(Use the Schedule with Selection Values).

>
_ R

Biennium:

New walue: 2005-07

Current value: 2005-07

MPwnhE

Agency:

New value: 105 - Office of Financial Management 3
Current valug: 105

Packet Program:

New value:  [# _ all Seloctions v

Current value: *
Agency Allotment Option:
New value: Option 2 - Objects by Expenditure Authority v

Current value; 2

Packet Purpose:

MNew value: * * - Al Selections 5

Current value: *

Packet Status:

MNew value: * * - Al Selections v

Current value: *

Packet Number:

New value: 0026 0026 - megans test initial allotment >

Current value: 0026

Display Comments:

New value: No v

Current value: N

Account:

New walue: [+ * - Al Selections 4

Current value: *

Expenditure Authority Code:

Mew value: * * - all selections v

Current value: * g

The number of parameters will vary for each report. The AMR002 has more than most of the other
reports allowing for the most flexibility. The Packet Number parameter will default to the most recent
packet (or highest number).

5. Select your packet number from the drop down arrow in the Packet Number parameter that
you created in this training session.

Level of Detail parameter — this parameter will determine at what level of detail you will view your
data. The choices are the elements that make up your PI. If you want to view the data as a total for the
agency the selection you would make is Agency. If you want to see the data as it was entered into the
system you would select Program Index. You may select any level between agency and program
index.
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6. Select Program Index from the drop down arrow in the Level of Detail parameter.

Expenditure Authority Code:
MNew value:

Current value: *

Expenditure Authority Index:
Mew value:

Current value: *

Level of Detail for Account/EA:
MNew value: Account

Current value: Account

Program:
MNew value:

==

Current value:

Sub Program:
MNew value:

=%

Current value:

Activity:
Mew value:

Current value: *

Sub Activity:
MNew value:

%

Current value:

Task:
MNew value:

Current value: *

Program Index:
New value:

Current value: *

Level of Detail for Program:

New walue: Frogram Index ¥

Current value: Program Index

* - all selections

* - Al Selections

| [ecd]

* - Al Selections

* - all selections

* - ol Selections

* - Al Selections

* - all selections

* - Al Selections

¥ )
¥ )
Sl

¥ )

| [edd]

<] )

¥

e

® Schedule | X, Cancel

7. Click the schedule button in the upper right hand corner to schedule the report.
8. Click refresh until the status states ‘Success’

9. Click the instance time to view the report
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E m f % Main Report v

®-1-Summary  OFM
[-2-Parametars

[NIREYEC 2] B oo v et

105 - Office of Financial Management
Allotment Expenditure Detail

2005-07 Biennium
Packet Purpose: &LL Report Number: AnRO0Z
Packet Number: 0026 Date Run: 4152007 4:22PM
Packet Status: ALL
Program Structure
010 - Administration
~ Mot Specifiesd
~ ot Specified
~ Mot Specifiesd
~ ot Specified
00010 - Administration
Expenditures by Account-EA Type
FY 2006 FY200T  Biennium Total
001-1 General Fund-State Jul 5054 5,054
Aug 5054 3054
€ Personal Service Contracts Sep 5054 5,054
Oct 5054 3054
Hov 3054 3,054
Dec 5054 2084
Jan 5054 5,054
Feb 5054 5,054
Mar 5054 5,054
Apr 5054 3,054
May 5054 5,054
Jun 5,056 3056
Total Object C Allotted 0,650 0,650 121,300
FY 2006 FY 2007 Biennium Total
001-1 General Fund-State Jul 94110 86,110
Aug 11547 1,847
E Goods and Services Sep 11,847 11,847
Ot 94,110 8,110
Hov 11,847 11,847
Dee 11,847 11,047
Jan 94,110 9,110
Feh 1,847 11,847
Mar 11547 1,847
Apr Y113 86,113
May 1,547 11,047
Jun 11483 11,883
Total Object E Allotted 41,255 479,255 950,510

This is the first page of the multi-page report.
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APPENDIX 1 — BUSINESS RULE NOTES

General Application

1. The BASS suite of applications does not support the use of internet browser navigation buttons, i.e.
‘back arrow’ and “forward arrow’. You should avoid using the back arrow and forward arrow
buttons available on your web browser tool bar when working in BASS. Using these buttons will
give unpredictable results depending on the screen you are on when used.

2. Itis extremely important to properly logout of the system when not in use. There is a timeout
provision included in the system. If your session is inactive for 120 minutes the system will time
you out. Your packet may be flagged as in use. If you login again with the same user ID it will
clear the in use flag and you will be able to access your packet. The in use flag will be removed
nightly. You will know a packet has been flagged as in use when you try to work with it and it the
system tells you that someone is using it.

3. The row selection box can be found on the view packet list, coding structure and allotment details
screens.

4. In order for the application to work, you must disable your pop up blocker for this site.
Three levels of security access
0 Read-Only
= View packets
o Edit Access
= Add packets
= Can modify unlocked allotment packets

= Can update agency internal comments, contact information, and attachments in
Pending and Review status

= Can update agency internal comments in Approved status
0 Budget Operations

= Lock/Unlock packets

= Add packets

= Delete packets not Locked in a status of Draft and Returned

= Can modify locked allotment packets

= Can update agency internal comments, contact information, and attachments in
Pending and Review status

= Can update agency internal comments in Approved status
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TALS Component Fields

Note: Validation of Codes and Indexes will be completed in the Pre-Release process

Component
Fields Expenditures | Expenditures | Cash Revenue Cash
- Option 1 - Option 2 Receipts Disbursements
Allotment Coding Structure
Program Index Required | Required | Optional Optional Optional
Organization Index Optional Optional Not allowed | Optional Not allowed
Budget unit Optional Optional Optional Optional Optional
AFRS Project Optional Optional Optional Optional Optional
AFRS Sub Project Optional Optional Optional Optional Optional
AFRS Project Phase | Optional Optional Optional Optional Optional
Budget Activity Optional Optional Optional Optional Optional
User Identified Field | Optional Optional Optional Optional Optional
Allotment Detail
Account Not allowed | Notallowed | Required | Required | Required
Appropriation Index | Required | Required | Notallowed | Optional * | Optional *
Capital Project Derived** Derived** Not allowed | Derived** Derived**
Number
Major Source Not allowed | Not allowed | Optional Required | Notallowed
Source Not allowed | Not allowed | Optional Required | Not allowed
Sub-source Not allowed | Not allowed | Optional Optional Not allowed
Object Required | Required | Notallowed | Notallowed | Not allowed
Sub Object Optional Optional Not allowed | Not allowed | Not allowed
Sub-Sub Object Optional Optional Not allowed | Not allowed | Not allowed
FTES (Number) Not allowed | Not allowed | Not allowed | Not allowed | Not allowed
Interagency FTE Flag | Not allowed | Not allowed | Not allowed | Not allowed | Not allowed
Transportation FTE Not allowed | Notallowed | Not allowed | Not allowed | Not allowed
Flag
Agency External Optional Optional Optional Optional Optional
Comments
Agency Internal Optional Optional Optional Optional Optional
Comments

* For Cash Disbursements, Revenue, and Expenditure FTES: Appropriation Index is Optional, if used
the account will be derived from Al. Either Al or Account can be entered, but not both.

** Capital Project Number will be a derived field for all non-unanticipated receipt packet purposes.

For Unanticipated Receipt packet purposes this field will be editable.
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Fields

Expenditures —

Expenditures —

Expenditures -

FTEs Unallotted Reserve
Allotment Coding Structure
Program Index Required Required Required
Organization Index Optional Optional Optional
Budget unit Optional Optional Optional
AFRS Project Optional Optional Optional
AFRS Sub Project Optional Optional Optional
AFRS Project Phase Optional Optional Optional
Budget Activity Optional Optional Optional
User ldentified Field Optional Optional Optional
Allotment Detail

Account Required Not allowed Not allowed
Appropriation Index Optional* Required Required
Capital Project Number Derived** Derived** Derived**
Major Source Not allowed Not allowed Not allowed
Source Not allowed Not allowed Not allowed
Sub-source Not allowed Not allowed Not allowed
Object Optional Not allowed Not allowed
Sub Object Optional Not allowed Not allowed
Sub-Sub Object Optional Not allowed Not allowed
FTES (Number) Required Not allowed Not allowed
Interagency FTE Flag Optional Not allowed Not allowed
Transportation FTE Flag Derived Not allowed Not allowed
Agency External Comments Optional Optional Optional
Agency Internal Comments Optional Optional Optional

1. Add Packet feature is not available for those with read only security access.
2. When loading packet information by time period you will know the data is loading by the status

PREPARE AN ALLOTMENT PACKET
Establish an AMR Allotment Packet

bar in the lower right hand corner. This shows quickly, so you might miss it.

3. The Packet Number will remain listed as [unassigned] until the required packet elements have

been selected and saved for the packet being added. This is a system generated number and
deleted packet numbers will not be reused.

4. Biennium is required field that allows you to choose which one.

Purpose is a required field that gives type of allotment.

Program field is optional, and for informational use only. There is no link to the Program field

and the data contained in the packet. This is required for DSHS.
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16.

17.

18.

19.

20.

21.

22,

Title is for informational use to quickly identify and describe the allotment packets data.
Visible on the View Packets List screen. This field can be updated for an allotment packet with
a packet status of Draft or Returned.

Packet Explanation (Agency External Comment) field is not required to save a packet, the
OFM allotment instructions do require agencies to submit explanations in certain cases.

Agency Internal Comment field is optional.

Contact field is required, and defaults to contact information of person who created the packet,
with option to change contact person.

The contact can be changed in review and approved status.
Attachments are optional. You can attach Word, Excel, and PDF files.

Lock Packet selection box allows staff with budget operations security to lock packets. Once
saved a lock will appear to the left of packet number and the Lock Packet title will change to
Unlock Packet. To unlock, simply click on the Unlock packet selection box and save again.
This function can also be performed from the View Packet List Screen by choosing the Set
Locks option.

Packet Number is automatically assigned by the application. Until the packet is saved it will
display as [unassigned].

Status will remain in Draft status until the packet has been released for review by an OFM
budget analyst for official packets or submitted for posting to AFRS for internal packets.

In the Add Packet Screen the dropdown will default to the biennium selected on the View
Packet List screen. Once a packet has been saved this field cannot be updated.

Packet Purpose selection is required for establishing a new packet, once a packet has been
saved this field cannot be updated. The packet purpose describes the reason for the allotment
submittal. Please see the allotment instructions for more information on the correct packet
purpose type to use for particular allotments.

Program is for informational use to quickly identify and sort allotment packets that contain
allotment detail for one program. There is no system edit between the Program field selection
and the allotment detail included in the packet. The dropdown lists display official agency
programs. DSHS is the only agency that must use this field.

Packet explanation is not required to save an allotment packet, but an explanation is required by
the OFM allotment instructions in certain cases. Explanation text is required for official
allotment submittals when a pre-release edit check warning message requires an explanation.
Use this field to communicate to OFM the key assumptions and decisions in the allotment
packet data. This text is visible to your OFM budget analyst.

Agency internal comments are for informational use for the agency. This text is only visible to
your agency staff. Used to communicate agency decisions and assumptions that describe the
allotment packet data.

The contact field is populated based on BASS security forms submitted to DES. The chosen
contact will be the person receiving e-mail issues in relation to the packet. Currently there may
be only one contact person chosen.

Attachments are an optional field except for unanticipated receipts, for informational use only.
If adding a packet, the Add Attachments button will only be enabled after the packet details
have been saved.
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23. Itis intended that all agencies, except DSHS, submit one packet for initial Operating and one
for initial Capital allotments, if appropriate. DSHS must create separate initial operating
packets for each program and submit all of these packets at the same time.

Include Packet Attachments

You must save your packet before it will allow you to add an attachment.
. Attachment files are limited in size to 3MB.

. When adding an attachment the Description field is optional, and provides the ability to include
a synopsis of the material for quick reference. The description included will display on the
View/Add/Update Packet screens.

. To view an attachment, the file must be selected prior to clicking the View tab.

5. The view attachment dialog box will remain open even after you have closed the attachment.
To close, “X” out of it.

View Packet List (View/Update Packet, Delete Packet, and Set Packet Locks)

Your security access will determine which functions are available to you. There are 3 levels of
security access: read only, edit access, and budget operations.

. Those with read only access will only be able to view. Edit access (as long as the packet is
unlocked) and budget operations can view, add and update packets.

. The system will allow you to sort on none, or one or more columns. Each column header has
three possible states (not sorted—indicated with no arrow, sorted ascending—indicated with an
up arrow, sorted descending—indicated with a down arrow), which can be selected by clicking
the text in the column header. On the view packet list screen the sort default is Number in
descending order.

CREATE THE EXPENDITURE ALLOTMENT DATA
Add Expenditure Coding Structure and Allotment Detail

Coding Structures and Allotment Details can be added and updated for any packet in a status of
draft or returned.

Be careful when choosing the Delete All tab. This will give you a warning, but once you say
okay, all of your coding structure information and related details will be gone.

. The comment tab within coding structure is where you put comments referred to in the Pre-
Release Edits as component level comments.

. The allotment coding structure screen also includes a row selection box which allows you to
choose how many rows of data you would like to see with the choice of 10, 20, 30 or All. To
get this to display the number of rows, make a selection and click Load.

Program index is a required field.

. While the [Enter or Select a Program Index] box is highlighted you can hit the down arrow to
see all program indexes available in your agency, or you can start typing which will bring up a
series of program indexes, or type in the whole thing. If the agency has many program indexes,
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20.

it cannot hold them all and will show a “...” at the bottom. To get to the codes further down
you will need to start typing to reach them.

Project is a hierarchical field, so if you want to enter a sub project you must enter a project first
or if you want to enter a project phase you must enter both project and sub project first.

To add additional coding you can choose the Add button at the bottom of the screen. By
clicking the “Add” button the data is saved automatically; however, after the last code make
sure to click the “Save” button.

Allotment details can only be added for an existing coding structure and only one coding
structure can be selected at a time.

By default the only grid expanded on entry of a coding structure with no allotment details is
Expenditure Allotment Details. Expenditure sections: Expenditure Allotment Details,
Unallotted Allotment Details, Reserve Allotment Details, Variance (Option 1 agencies only),
and Staff Month Allotment Details.

The allotment coding structure screen also includes a row selection box which allows you to
choose how many rows of data you would like to see with the choice of 10, 20, 30 or All for all
four components. To get this to display the number of rows, make a selection and click Load.

You have the ability to hide or expand grid details from view on the Expenditure Allotment
Details screen. By selecting the “+” plus symbol to the left of the grid title, the grid expands for
adding or viewing details. Likewise the -’ negative symbol to the left of the grid title collapses
the grid.

Expenditure Authority Index and Object are required allotment detail fields for both option 1
and option 2 agencies. For option 1 agencies these two required fields are entered as separate
allotment details within the same coding structure. For option 2 agencies, these two required
fields are entered together in one allotment detail as depicted below.

The EAI determines what fiscal period dollar amounts will be available. For example if you
choose a first year EAL, the second year dollar amounts will be grayed out and not available for
input.

For records that have an EAI that cannot be found in the statewide tables, the fiscal period is
assumed to be Biennial.

Once you hit save the dialog box will display as an “update” rather than an “add”.

Your allotment detail should equal your EA schedule when complete.

The Expenditure Allotment Details screen also includes a row selection box which allows you
to choose how many rows of data you would like to see with the choice of 10, 20, 30 or All.
To get this to display the number of rows, make a selection and click Load.

For option 2 agencies: The first row, Total, will be a sub-total of all the amounts displayed in
the grid. The second row, Grand Total, will be a total of all the amounts if multiple pages of
data exist. In the image below the Grand Total would be the total of all the amounts on page 1
and 2.

Expenditure Authority Index and Object are required allotment detail fields for both option 1
and option 2 agencies. For option 1 agencies these two required fields are entered as separate
allotment details within the same coding structure.
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For Option 1 Agencies, variance is displayed in the expenditure grid. Variance displays the
difference between the sum of the objects and the sum of the appropriation indexes for each
month.

Fiscal month fields are available for input based on the EA code used to establish the
expenditure authority index. When updating, if dollars exist in fiscal months not consistent
with the fiscal period control of the EA code, a Roll amounts button will be available.

To remove dollar amounts from the read-only fiscal months, you can select a new expenditure
authority index (consistent with the entry fiscal months) or select the Roll Amounts button.

The Roll Amounts button will move dollar amounts to their corresponding fiscal month amount
for the fiscal year control of the EAI. (For example: an EAI with a Fiscal Year 2 control, Fiscal
Month 1 dollars are moved to Fiscal Month 13.)

Within Allotment Details for allotted expenditures and FTEs (as well as cash disbursements,
cash receipts and revenue) you have several choices on how to enter the dollar amounts. You
can manually enter them one at a time, paste them from an excel spreadsheet, enter one amount
to repeat over the fiscal period, enter one amount to spread over the fiscal period, or enter one
amount to spread quarterly over the fiscal period. It is always recommended that you choose
your EAI first to determine which dollar fields should be available to enter into.

To enter dollar amounts manually you can use the tab and enter keys or highlight the dollar
amount and do a Ctrl “C” for copy and go to the next dollar amount area and do a Ctrl “V” for
paste.

To enter dollar amounts using the paste function choose dollar amounts from an excel
spreadsheet going either vertically or horizontally by highlighting them and doing either an
edit/copy or Ctrl C, then click in the fiscal month you want to start pasting in, then click the
paste button. You can paste up to 24 dollar amounts; however, if you choose more amounts
than you have months it will only paste the first 24 if a biennial EAI, or 12 if a fiscal year EAL.
So be careful to choose the right beginning month when pasting dollar amounts.

To enter dollar amounts using the repeat function choose which month you want it to start and
then enter the amount you want repeated, then click the repeat button.

To enter dollar amounts using the spread function choose which month you want it to start and
then enter the amount you want spread over the fiscal period. If necessary, it will round the last
month of the fiscal period to equal the total amount you wished to spread.

To enter dollar amounts using the quarterly function, choose which month you want it to start
and then enter the amount you want spread quarterly over the fiscal period. If necessary, it will
round the last month of the fiscal period to equal the total amount you wished to spread. If you
use this function after using the other functions, it will only replace the quarterly amounts.

Unallotted, Reserve and FTE Allotment Detail

If you choose Account, expenditure authority index will not be available. If you choose
expenditure authority index, account will automatically fill in. OFM only requires that FTES be
by GF-S 001 account or 996 for all other; however, you may identify specific accounts detail if
you wish.

You can choose to mark FTEs as Interagency FTEs for tracking purposes.

The Transportation FTE box will be automatically flagged if the Account chosen is associated
with a transportation Account.
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. When columns are locked the amount columns scroll underneath them. You will only see the
scroll bar if the display is smaller than the grid.

Capital project number is derived by using biennium, EA code (expenditure authority index),
and agency for all allotments. For unanticipated receipts this field will only be derived if it has
been previously entered otherwise, the agency must enter it and it is editable. For allotments
other than unanticipated receipts this field is not editable. In order for the system to derive
capital project number, you must choose an expenditure authority index associated with a
capital appropriation. The dropdown menu returns all expenditure authority indexes valid for
the agency, not just capital expenditure authority indexes.

CREATE THE CASH DISBURSEMENTS ALLOTMENT DATA
Cash Disbursements Coding Structure and Allotment Detail

Coding structure is optional for cash disbursements allotments; however, the account must be
identified as part of the allotment detail. A blank coding structure would imply that the cash
disbursement is allotted at the agency level.

The Cash Disbursements Allotment Details screen also includes a row selection box which
allows you to choose how many rows of data you would like to see with the choice of 10, 20,
30 or All. To get this to display the number of rows, make a selection and click Load.

EAI is an optional field. Account will automatically be entered if an EALI is chosen. Account is
a required field.

Patterning Cash Disbursements

Patterning is performed at the account level.

The pattern takes the dollar amount you have entered for the account and prorates it monthly
based on the previous biennium’s actuals or allotments.

If all months of the biennium are not final the pattern will use the allotment for those months.

. A pattern will only be created for accounts that have amounts entered. If the amount is left
blank it is considered to be zero and no pattern will be created for that account. It will replace
any data previously in that account with a zero.

A pattern cannot be created on an account that did not exist the prior biennium.

6. A pattern can only be performed using a blank coding structure.

The patterning message warning does not mean that it will delete account data already created
in other coding structures. Be careful not to duplicate your cash disbursements by creating
coding structures with the same accounts used in patterning.

CREATE THE CASH RECEIPTS ALLOTMENT DATA
Cash Receipts Coding Structure and Allotment Detail

Coding structure is optional for cash receipts allotments; however, the account must be

identified as part of the allotment detail. A blank coding structure would imply that the cash
disbursement is allotted at the agency level.
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The Cash Receipts Allotment Details screen also includes a row selection box which allows
you to choose how many rows of data you would like to see with the choice of 10, 20, 30 or
All. To get this to display the number of rows, make a selection and click Load.

Account is a required field while major source and source are optional fields for cash receipt
allotments.

Patterning Cash Receipts

Patterning is performed at the account level.

The pattern takes the dollar amount you have entered for the account and prorates it monthly
based on the previous biennium’s actuals or allotments.

If all months of the biennium are not final the pattern will use the allotment for those months.

A pattern will only be created for accounts that have amounts entered. If the amount is left
blank it is considered to be zero and no pattern will be created for that account. It will replace
any data previously in that account with a zero.

A pattern cannot be created on an account that did not exist the prior biennium.

6. A pattern can only be performed using a blank coding structure.

=

The patterning message warning does not mean that it will delete account data already created
in other coding structures. Be careful not to duplicate your cash disbursements by creating
coding structures with the same accounts used in patterning.

CREATE THE REVENUE ALLOTMENT DATA

Coding structure is optional for revenue allotments; however, the account, major source and
source levels must be identified as part of the allotment detail. A blank coding structure means
the revenue is allotted at the agency level.

EAI is an optional field for revenue allotments, but account, major source, and source are
required.

Major source is a hierarchical field, so if you want to enter a source you must enter a major
source first, or if you want to enter sub source you must enter both major source and source
first.

The Revenue Allotment Details screen also includes a row selection box which allows you to
choose how many rows of data you would like to see with the choice of 10, 20, 30 or All. To
get this to display the number of rows, make a selection and click Load.

IMPORT TEXT FILE
Download the Import Template.

The template format is in the required Import format. Do not add, delete or rearrange columns.
It will be the agency’s responsibility to ensure that the import file is in the proper format and
the fields within the file meet the prescribed format (see appendix 3 for the Import
Specification).

Import Text File
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Once your allotment data has been created using the proper import format, this file must be
saved as a text file before importing.

The packet into which the data will be imported must exist prior to selecting the Import tab.
Option 1 agencies must have a separate row for expenditure EA Indexes and Objects.

Data can be imported into any packet in draft or returned status only.

Can merge together a text file into an existing packet that already has data.

When the Merge/Sum Amounts Together for Duplicates radio button is selected, the import
will merge all new coding structure and allotment detail data for all components. When there
are duplicate coding structures and allotment details, the amounts will be summed together.

When the Delete Original/Replace radio button is selected, the import will replace all Coding
Structure and Allotment Detail data for all components.

If there are import errors, the text file will not import into the application.

Importing the text file into a packet with allotment data will replace all Coding Structure and
Allotment Detail data for all components.

Imported files cannot be larger than 3MB.

If you perform an import for both the SPS Import and the Import Text File, first import the text
file, then the SPS Import. The reason the import should be performed in this order is because
the Import Text File replaces all data and the SPS Import only replaces FTE, and expenditure
object A and B data

For Option 1 agencies, allotment details with an EA index will not be deleted, but will have
their EA index amounts added to any new amounts from SPS.

The Import file must be a text file.

By selecting the Delete Original/Replace radio button, this import will delete and replace all
data in the selected packet.

By selecting the Merge/Sum Amounts Together for Duplicates will merge all new data and sum
duplicate data amounts together, but will not delete data previously in the packet before the
import. This functionality would be used when you want to merge a text file into a packet that
already has data.

Allotment Type Code for the following:
expenditure = EXP

FTE=FTE

reserves = RES

unallotted = UNA

cash disbursement = CAD

revenue = REV

cash receipt = CAR
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For an unsuccessful import you will receive a Text Import Error Report. See Appendix 3 for
the required import format. The errors must be corrected before the import will upload
successfully. It is best to make your corrections in Excel rather than in the text file. The reason
is because the columns do not line up in the text file. After making corrections in Excel you
will need to save back to a tab delimited text file before importing.

IMPORT SPS DATA

The packet into which the data will be imported must exist prior to selecting the import tab.
Data can be imported into any packet in a status of draft or returned.
Can import a SPS Projection file into a packet that has existing data.

When the Merge/Sum Amounts Together for Duplicates radio button is selected this import
will merge any new data into the selected packet for FTEs and expenditure object A and B
only. Plus, if there is duplicate data (same coding structure and allotment detail for FTEs and
expenditure object A and B only) the amounts will be summed together.

When the Delete Original/Replace radio button is selected, this import will delete and replace
any data in the selected packet for FTEs and expenditure object A and B only. If importing
both the Text File and SPS Data, import the Text File first and then the SPS Data.

For Option 1 agencies, allotment details with an EA index will not be deleted, but will have
their EA index amounts added to any new amounts from SPS.

The Projection File list only includes projection files for the specific biennium of the selected
packet.

Both program index and EA index must exist in the SPS Projection File for the SPS data to
be imported into TALS-AMR.

The Salary & Benefit Rollup is referring to Expenditure Allotment Details EAIl and not FTE.

By selecting 001/996 Account, the FTEs that are 001 (GFS) will be imported as 001 and all
other FTEs will be imported as 996. If you have 001 (GFF), this will be imported as 996.

By selecting Account, the FTEs will be imported by account.

By selecting EAI, the FTEs will be imported by EALI.

By selecting No Object, FTEs will be imported with no object

By selecting Object, FTEs will be imported at the object level

By selecting Sub-Object, FTEs will be imported at the sub-object level

By selecting Sub-Sub-Object, FTEs will be imported at the sub-sub-object level

By selecting the Delete Original/Replace radio button, this import will delete and replace any
data in the selected packet for FTEs and expenditure object A and B only.

By selecting the Merge/Sum Amounts Together for Duplicates radio button, this import will
merge any new data into the selected packet for FTEs and expenditure object A and B only.
Plus, if there is duplicate data (same coding structure and allotment detail for FTEs and
expenditure object A and B only) the amounts will be summed together.
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EXPORT

Can only export one packet at a time.

2. Will export allotment data into tab delimited text file.

If modifications are needed, it is best to save the export text file into Excel, make your changes,
save back to a tab delimited text file and then import back into TALS-AMR.

You can deselect the appropriate Export selections by clicking the check boxes.

5. When you want to modify the text file, it is best to make changes in an Excel file rather than in

the text file (the reason is because columns do not line up with the headings in a text file).
ONLINE VIEWS

Online Views are not intended for printing. The AMR reports through Enterprise Reporting
can be used for printing allotment data.

Online Views behaves differently depending on the Option of your agency. Since Option 1
agencies enter their expenditure data by Object and EAI separately they will also view that data
separately.

The Filter tab allows you to specify the data and level of detail you want to see and how that
data should be displayed to you on the screen. The filter contains 4 tabs:

e Packet — choice of expenditure, cash disbursement, cash receipt, and revenue component
information. Contains selections for packet number, purpose, status, program, and title.
You also have the choice of viewing expenditures, staff months, unallotted, and reserves
within the expenditures components.

¢ Organization — contains coding structure information for program, organization, and project
e Account — contains expenditure authority, account, and object choices
e Summary — lists the filter summary

Grouping and Displaying data — you will have the ability to create hierarchies of data by
selecting to display elements at a particular group level by using the Group Lvl. combo box.
Up to 4 group levels may be selected. Each group level is displayed in the online view as a
summary row with a “+” to expand the rows that contribute to that rollup. If the element is to
be displayed in the online view the Disp. box must be checked. You may specify criteria to
filter on or leave blank to return all data.

. A Group Lvl. must be chosen if a criterion is entered.
At least one element must be selected to display.

You may narrow your filter by defining the criteria you wish to view. The Criteria may be
entered manually into the criteria box or click on the “...” for a list and make your selections
from the list. You may enter criteria up to 255 characters. A blank criteria box means all data
will be returned.

The “+’ indicates coding elements that contain hierarchically related data and can be expanded
to group and display by those elements. For example, Program expands into Program, Sub
Program, Activity, Sub Activity and Task.

169



10.
11.
12.

13.

9.

10.

The criteria for these coding elements are entered in the text box next to its associated coding
level, or can be selected from the lookup dialog. You may enter a single criterion or multiple
criteria elements by separating them with a comma.

Click on the *...” at the left of the text box for the lookup dialog.
When delete is selected a confirmation dialog box will appear.

After you save the dialog box will reappear with the update. Click cancel to close the dialog
box. You will return to the previously expanded Online View. If one of your sort criteria is
something you change as an update or delete, the filter will re-run and may not display any
information.

For Option 1 agencies, if no criterion is selected for either Object or EAI on the Account tab,
Expenditures by Account or EAI will display by default. If Object criteria is selected on the
account tab, but no EAI criteria then the Expenditures by Object will display only. If both
Object and EAI criteria are selected on the account tab then both grids will be displayed.

PRE-RELEASE EDIT CHECK

You can select one or more packets to run the AMR Pre-Release Edits

There are three types of edits; critical, warnings and informational edits. A number of the
warning errors will prompt the user to provide an explanation in the packet for OFM about a
particular pattern or condition in the allotments. OFM will be able to see these warning
messages as well and will be looking for those comments. Your packet may be returned if the
requested information is not provided.

There are a couple of edit checks that compares allotments to actual. This edit check is only
performed on an Operating Initial packet purpose type when the Operating Initial packet
allotments deviate more than 10% from the historical actuals. When allotments deviate more
than 10%, a warning message will display on the AMR Pre-Release report. Also included in
this warning message is a link to a chart that will display the comparison.

The system won’t always provide a link depending on the type of error produced

Online views will appear behind the AMR edit report so you can minimize or cancel the report
(recommend minimizing if more than one error) or click on the online views in the background
and the error report will automatically be minimized.

Selecting the online view link from the AMR Edit Report will take you to the data that caused
the error in online views. To fix the error you must evaluate if the change needed is to the
allotment information or if another action must be taken. For example, if the error says “the
program index XXXXX does not exist in AFRS*, the fix may be setting it up in AFRS not
changing it in TALS AMR.

Going to online views through the AMR Pre-Release edit takes you to the data that caused the
error only. However, when coming to online views through AMR Pre-Release Edits, you do
not have the option to change your online views filter.

For more information regarding the edits, see appendix 4 — Pre-Release Edits, which identifies
the Edit #, Edit Type (Critical, Warning or Informational) and Description (and in some cases
gives more detail about the edit than the Pre-Release Edit report does).

The AFRS Edit checks will take a while to run (approximately 15 minutes).
You can select one or more packets to run the AMR AFRS Edits.
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11. Another option if you believe your packet is ready to submit to OFM, is to skip the AFRS Edit
checks and instead select the Submit Packet(s). This option will run both the Pre-Release edit
checks and the AFRS Edit check, if there are critical errors for either the Pre-Release or AFRS,
the packet will not be submitted and an edit report. If the packet was not submitted due to an
error, check the Most Recent Edit Report to view the error.

12. If there are critical AMR Pre-Release errors, you must correct the critical ARM Pre-Release
errors before the AFRS Edit check will run.

13. Once the Run button is selected a Traffic Light Indicator will appear in the row of the
selected packet(s). When performing an AFRS edit check you will get a yellow traffic light
while it is running through the edit checks. It will remain yellow until AFRS edit checks has
finished. You will receive an e-mail indicating whether AFRS has passed or you have errors.
Note: You will need to refresh the screen; this can be accomplished by clicking on the View
Packet List tab at the top of the page or the Rows Load button. If the packet has passed the
AFRS edit checks, when you refresh your screen the traffic light will disappear. If AFRS edit
checks has failed you will receive a red traffic light.

14. If you receive a red traffic light, this means you have AFRS critical errors that will need to be
corrected before submitting your packet to OFM. The red traffic light will remain red until the
AFRS critical errors are corrected and the AMR AFRS Edit report is run again.

15. The AFRS errors messages maybe difficult to understand what needs to be corrected in order to
fix the error. If you have questions, contact the DES Solutions Center.

16. If your packet has failed the AFRS edits check, you will also receive the following email
message.

17.The last sentence of the email says to view the latest Prerelease report; to view run the Most
Recent Edit Report. The Most Recent Edit Report can be found on the View Packet List screen
on the right hand side of the screen. The Most Recent Edit Report will allow you to view the
AFRS and AMR edits. Most edits will have a link to Online Views. From Online Views, you
will see the data that caused the error.

18. The Submit process will run through both the AMR and AFRS edit checks, which will take a
while to run (approximately 15 minutes).

19. You can select one or more packets to run the Submit Packet(s).

20. Once the Run button is selected a Traffic Light Indicator will appear in the row of the
selected packet(s). When performing an AFRS edit check you will get a yellow traffic light
while it is running through the edit checks, it will remain yellow while running the AFRS edits.

21. After the AFRS edits have run (approximately 15 minutes) you will need to refresh the screen,
this can be accomplished by clicking on the View Packet List tab at the top of the page or the
Rows Load button.

22. The packet will remain in Pending status until OFM has opened the packet.

23. If you receive a red traffic light, this means you have AFRS critical errors that will need to be
corrected before submitting your packet to OFM. The red traffic light will remain red until the
AFRS critical errors are corrected and the packet is submitted again.

24. The AFRS errors messages maybe difficult to understand what needs to be corrected in order to
fix the error. If you have questions, contact the DES Solutions Center.
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The last sentence of the email says to view the latest Prerelease report; instead run the Most
Recent Edit Report. The Most Recent Edit Report will allow you to view the AFRS and AMR
edits. Most edits will have a link to Online Views. From Online Views, you will see the data
that caused the error.

In order for a user to recall a packet, they must be set up with the security to submit a packet.
The Recall Packet function can only be performed on a packet in Pending
Once the packet has been recalled the packet is no longer viewable by OFM

CHART FEATURES

When selecting the Chart tab and viewing a chart, it is important to know the allotment data is
only data for Operating packets in Pending, Review and Approved packet status.

Actual data is from the prior biennium. If there are months that are not closed from the prior
biennium, the data included will be prior biennium allotments.

Charts can also be found when running a Pre-Release Report for an Operating Initial Allotment
packet only. However the only time a chart can be viewed from the Pre-Release Report is if
the data in the Operating Initial Allotment packet caused a warning edit. There will be a link to
the Chart. The allotment data in this chart does include Draft allotment data from the selected
Operating Initial Allotment packet.

By default the first chart that is viewable is Allotted vs. Past Biennium Actual Expenditures-by
Account.

By default the Format is Percentages.

The account choices will be the accounts for Operating data only and in Pending, Review and
Approved Statuses.

FY1 compares the first fiscal year of allotments to the first fiscal year of expenditures from the
past biennium. FY2 compares the second fiscal year of allotments to the second fiscal year of
expenditures from the past biennium.

The charts print in Portrait, in order to change to Landscape you will need to change manually.

REPORTS

In the AMRO002-Allotment Expenditure Detail report FTE is by GFS and other only — if detail
by account is needed use the AMROO2FTE report.

In the AMRO003-Allotment Revenue Summary the categories are State, Federal, and
Private/Local.

COPY FEATURES

Any packet can be copied from, but only packets in draft status can be copied to.

You do not need to select a packet purpose, you may go directly to Packet and make your
selection.

When a user wants to merge multiple packets and reverse the signs, here are the steps: First
merge all the packets you want to merge into one packet, create a new packet, copy the packet
with the merged packets into the new packet and reverse the sign.

Only one coding structure can be copied at a time.

For the copy coding structure the Biennium, Packet Purpose, and Packet are not options at this
time and are grayed out.

172



REVIEW ISSUES

Issues and responses can only be added to packets in review and returned status. Issues and
responses can be viewed, but not changed in packets with approved status.

. The title is displayed on the review issues screen. The body of the issue can only be seen when
you expand the issue by selecting the “+”.

For a dropdown list select the “...”.

You can remove Online Views links from the Selected Links box by highlighting the link and
clicking on the left-handed directional arrow.

You have the option to specify an Attachment Title. If an Attachment Title is not entered, it
will default to the File name.

. Attachments can be Word, Excel, or PDF formats, and are limited in size to 3SMB.

FEATURES NOT INCLUDED IN INITIAL PACKET PREPARATION
Quarterly Allotment Amendment

. The adjustment amount field was created to allow agencies to move allotment capacity from
closed fiscal months without skewing the current month or changing the official allotment
record for closed months. The total adjustment from closed months can be placed into the
adjustment month field and the current month amount will contain the actual change desired for
that month. The adjustment amount will show as a separate entry on the TALS-AMR reports.
The adjustment amount will however be posted to AFRS in the current fiscal month.

Unanticipated Receipt

. The unanticipated receipt (UAR) packet purpose requires that you use the unanticipated receipt
form from within the application. This keeps all documentation of the UAR in one location.

. When establishing an UAR you must set up an Appropriation Index through the AFRS tables
as described in the Allotment Instructions and the State Administrative and Accounting Manual
(SAAM) with at least one of them having an appropriation type of a 3 or 9. This information
must be in the AFRS tables before you submit your UAR or it will not pass the pre-release
edits.

For capital UAR packets, you must establish your coding in AFRS prior to creating the
allotment in order for the capital project number to be editable in the system.

. All UAR packets must include an attachment of the grant award.
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APPENDIX 2 — REPORT SAMPLES

See Report Descriptions and Samples document.
http://bass.ofm.wa.gov/basspr/library/report tutorial appendix_2.pdf

APPENDIX 3 — IMPORT TEXT FILE SPECIFICATIONS

EXP=Expenditures
FTE=FTE

RES=Reserves
UNA=Unallotted
REV=Revenue
CAD=Cash Disbursements
CAR=Cash Receipts

See Import Specifications Document.
http://bass.ofm.wa.gov/basspr/library/import _spec_appendix 3.pdf

Note: The Field Names are the column headings for the import text file template. See attached.

Lﬁ

ImportTextFileTempl
ate.xls
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http://bass.ofm.wa.gov/basspr/library/import_spec_appendix_3.pdf

Type — C= Critical W= Warning I= Informational
Edit | Type Description
#
2 C A packet explanation is required for operating quarterly amendment
allotments.
The total federal allotted expenditure dollar amounts must match the total
federal revenue allotment dollar amounts.
The total local allotted expenditure dollar amounts must match the total
local revenue allotment dollar amounts.
The difference of the total allotment FTE amounts compared to the total
FTE amounts on the EA schedule must not be more than plus or minus
one FTE. Note: this check will only be performed against operating FTES
if only operating packets are submitted and against capital FTEs if only
capital packets are submitted.
7 wW The total intra-agency transfer (object T) allotment dollar amounts must
net to zero at the agency level.
9 wW The difference of the total allotted expenditure dollar amounts by object,
fiscal year, and agency appropriated level compared to the actual amounts
from the previous biennium must not be more than ten percent for initial
operating packets. The agency appropriated level will be the agency level
except for agency 300, which will be the program level.
10 W The difference of the total allotted expenditure dollar amounts by fiscal
year and program level compared to the actual amounts from the previous
biennium must not be more than ten percent for initial operating packets.
12 wW The difference of the total cash disbursement allotment dollar amounts by
account and month compared to the actual amounts from the previous
biennium must not be more than ten percent for initial packets.
13 W The difference of the total cash receipt allotment dollar amounts by
account and month compared to the actual amounts from the previous
biennium must not be more than ten percent for initial packets.
14 W The difference of the total revenue allotment dollar amounts by account,
major source, and source compared to the total revenue dollar amounts on
the EA schedule must not be more than ten percent. The check will
compare biennial amounts.
16 C The total appropriated allotted, unallotted, and reserve expenditure dollar
amounts must match the total appropriated expenditure dollar amounts on
the EA schedule for official non-unanticipated receipt packets. Note: this
check will only be performed against operating amounts if only operating
packets are submitted and against capital amounts if only capital packets
are submitted.
17 wW The total non-appropriated allotted, unallotted, and reserve expenditure
dollar amounts must match the total non-appropriated expenditure dollar
amounts on the EA schedule for official non-unanticipated receipt
packets. Note: this check will only be performed against operating
amounts if only operating packets are submitted and against capital
amounts if only capital packets are submitted.

3

SN
g g =
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20 C Allotments must be made at or below the subprogram level for
expenditure authority on the EA schedule at the subprogram level.

21 C Allotments must not be made in closed months except for initial packets.

22 C The total unallotted expenditure dollar amounts by EA code must not be
less than zero.

23 C The total reserve expenditure dollar amounts by EA code must not be less
than zero.

26 C Amounts can only be allotted in the fiscal period specified by the EA
code on the EA schedule.

27 C An organization index used in a coding structure must be predefined in
AFRS.

28 C A program index used in a coding structure must be predefined in AFRS.

29 C A capital program index cannot be used in a coding structure of an
operating packet.

30 C An operating program index cannot be used in a coding structure of a
capital packet.

32 C A budget unit used in a coding structure must be predefined in AFRS.

33 wW A budget unit used in a coding structure must match the budget unit of the
organization index used in the coding structure, if an organization index is
used.

34 C An AFRS project used in a coding structure must be predefined in AFRS.

35 wW An AFRS project used in a coding structure must match the AFRS project
of the organization index used in the coding structure, if an organization
index is used.

36 C An AFRS subproject used in a coding structure must be predefined in
AFRS, and must be a valid AFRS subproject of the AFRS project used in
the coding structure.

37 wW An AFRS subproject used in a coding structure must match the AFRS
subproject of the organization index used in the coding structure, if an
organization index is used.

38 C An AFRS project phase used in a coding structure must be predefined in
AFRS, and must be a valid AFRS project phase of the AFRS subproject
used in the coding structure.

39 W An AFRS project phase used in a coding structure must match the AFRS
project phase of the organization index used in the coding structure, if an
organization index is used.

40 C A major source used in an allotment detail must be predefined in AFRS.

41 C A source used in an allotment detail must be predefined in AFRS, and
must be a valid source of the major source used in the allotment detail.

42 C A subsource used in an allotment detail must be predefined in AFRS, and
must be a valid subsource of the source used in the allotment detail.

43 C An object used in an allotment detail must be predefined in AFRS.

44 C A subobject used in an allotment detail must be predefined in AFRS, and
must be a valid subobject of the object used in the allotment detail.

45 C A subsubobject used in an allotment detail must be predefined in AFRS,

and must be a valid subsubobject of the subobject used in the allotment
detail.
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46

An EA index used in an allotment detail must be predefined in AFRS. A
capital EA index cannot be used in an allotment detail of an operating
packet. An operating EA index cannot be used in an allotment detail of a
capital packet. An EA index with an unanticipated receipt EA code
cannot be used in an allotment detail of a non-unanticipated receipt
packet.

47

An account used in an allotment detail must be predefined in AFRS.

49

An organization index must be used in the coding structure of an
allotment detail that contains an EA index that requires an organization
index.

52

The total reserve expenditure dollar amounts by account, EA type, fiscal
period, and EA character along with the total reserve expenditure dollar
amounts on the EA schedule for legislative reserve packets must equal.

53

The total reserve expenditure dollar amounts by account, EA type, fiscal
period, and EA character along with the total reserve expenditure dollar
amounts on the EA schedule for governor’s reserve packets must equal.

54

An EA index containing an EA code with an EA type of X cannot be used
in an allotment detail.

55

The total allotted expenditure dollar amounts by coding structure, object,
and month must match the total allotted expenditure dollar amounts by
coding structure, EA index, and month.

56

An expenditure component explanation is required if reserve dollars exist.
Go to the expenditure coding structure screen for the packet and select the
“Comment” tab. Enter your comments in the Agency External Comment
field.

S7

An expenditure component explanation is required if unallotted dollars
exist. Go to the expenditure coding structure screen for the packet and
select the “Comment” tab. Enter your comments in the Agency External
Comment field.

59

This is an information message identifying there are non-budget EA
indexes in the packet.

60

An EA code of an EA index used in an allotment detail must exist on the
EA schedule for official non-unanticipated packets except for EA codes
of 7296, Z97, 798, and Z99.

61

A major source of 07 cannot be used in revenue or cash receipt allotment
details.

62

A major source of 09 cannot be used in revenue or cash receipt allotment
details.

64

A program index and organization index used in a coding structure must
match a valid program index and organization index combination for
agency 300, if both a program index and organization index are used.

65

A program and EA index used in a coding structure must match a valid
program and EA index combination for agency 300, if both a program
and EA index are used.

68

Object F or W amounts are required to match the amounts for non-
budgeted EA indexes by month.

69

An attachment is required for Unanticipated Receipt packets. Please
attach grant documentation.
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70

The Unanticipated Receipt Form must meet certain requirements.

71

Unanticipated Receipt packets must have an allotment amount entered for
Reserves when the "Yes" is selected for question number 1 on the
Unanticipated Receipt Form.

72

Unanticipated Receipt packets must contain at least 1 expenditure,
unallotted or reserve allotment with an EA Type 3 or 9.

73

The allotment packet does not have amounts entered

74

Internal packets can only use unanticipated receipt EA codes when it has
been used in an unanticipated receipt packet prior to the selected Internal
packet.

75

For each unanticipated receipt ea code that is used in an internal packet,
the sum of allotted, unallotted and reserve expenditures must net to zero.

76

For Operating Initial, Operating Supplemental 1 and 2 packet purpose
types there must be cash disbursement allotment detail amount(s) when
there is allotted expenditure detail amount(s) (except for DSHS, which is
only for submitted draft initial operating packets).

77

For all official packet purpose types, except Operating Initial, Operating
Supplemental 1 or 2 or Revenue and Cash Adjustment packet purpose
types must have a cash disbursement allotment detail amount(s) when
there is allotted expenditure detail amount(s) (except for DSHS, which is
only for submitted draft operating packets other than initial, supplemental
one, supplemental two, and revenue/cash adjustment packets).

78

For Operating Initial, Operating Supplemental 1 and 2 packet purpose
types there must be cash receipt allotment detail amount(s) when there is
revenue allotment detail amount(s) (except for DSHS, which is only for
submitted draft initial operating packets).

79

For all official packet purpose types, except Operating Initial, Operating
Supplemental 1 or 2 packet purpose types must have a cash receipt
allotment detail amount(s) when there is allotted revenue detail amount(s)
(except for DSHS, which is only for submitted draft operating packets
other than initial, supplemental one, and supplemental two packets).

80

Accounts 03K, 277, 290 must only be in operating allocation and internal
packet purpose types.

81

The total of allotted, unallotted, and reserve for accounts 03K, 277, 290
must not exceed the EA Schedule, but can be less than the EA Schedule.

82

Accounts 03K and 290 must not be used in Revenue and Cash Receipt
components.

83

For DSHS, when submitting a returned packet the total of appropriated
allotted, unallotted, and reserve by program and EA code must match EA
schedule (every EA code amount within the program for the packet being
submitted must match the EA schedule).

84

For DSHS, when submitting a returned packet the total of non-
appropriated allotted, unallotted, and reserve by program and EA code
must match EA schedule (every EA code amount within the program for
the packet being submitted must match the EA schedule).

85

For DSHS, when submitting a returned packet the total of non-
appropriated allotted, unallotted, and reserve at the agency level and EA
code must match EA schedule (every EA code amount within the
program for the packet being submitted must match the EA schedule).
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86

The total of allotted, unallotted, and reserve for accounts 03K, 277, 290
must not exceed the EA Schedule, but can be less than the EA Schedule.

87

The system requires that the total of allotted, un-allotted, and reserve for
each appropriated expenditure authority code in the selected Allocation
packet match the EA schedule for official packets.

89

The system requires that the total of allotted, un-allotted and reserve for
each appropriated expenditure authority code for an Operating Quarterly
(2-8) must net to 0 in each packet.

90

The system requires that the total of allotted, un-allotted and reserve for
each appropriated expenditure authority code for Internal packet must not
be greater than 0 for the selected Internal and previously submitted
Internal Operating or Capital Internal packets.
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	1. To save a filter, first create a filter in Online Views.  Once you hit Ok for the filter and the data is displayed select the Save Filter tab and the following dialog box appears.  Give the filter a Title and press the Ok button.  Your filter is no...
	2.  To open a saved filter, first select the Open Filter tab and the following dialog box appears.  Select the saved filter and press the Ok button and your saved filter will appear.
	3. To update a saved filter, first select the Open Filter tab, then select the saved filter you wish to update and press the Ok button and your saved filter will appear.  Then select the Filter tab to make your changes and click Ok.
	4. Then select the original filter from the Save Filter tab and click Update.  This will update the saved filter with the changes just made.
	5. To update a saved filter and save it as another filter, first select the Open Filter tab and select the saved filter you wish to update and press the Ok button and your saved filter will appear.  Click the Filter tab to bring up the filter criteria...
	Lesson 11, Task 3 –  Opening Online View Filters

	Online Views previously Saved by other users can also be viewed.
	1. After selecting Open Filter, use the dropdown arrow to select another user and a list of their saved filters will appear.  Select a filter and click OK.
	You may also update another users saved filter and save it as your own.
	2. When another users filter is displayed select Save Filter, give the filter a title and click Save.
	Note:  The filter will also be saved under your name.
	LESSON 12 – REVIEW ISSUES
	Lesson 12, Task 1 –  Creating and Responding to Review Issues
	2. To add an issue Select the Add Issue tab and the following dialog box will appear:
	3. Describe the issue in the body of the dialog box.
	4. Give the issue a title that easily identifies it.  ( Note:  The title is displayed on the review issues screen.  The body of the issue can only be seen when you expand the issue by selecting the “+”.
	5. Select who you want notified in the E-Mail Notify box.  ( Note:   For a dropdown list select the “…”.
	6. To add an Online View Link to your new issue, click the Attachments and Links tab.  Your previously saved Online Views will be displayed in the Stored Filters box.  You may choose one or more Stored Filters to be displayed along with your Issue.  S...
	7. To add an Attachment, click the Attachments and Links tab.  Select the Browse button to locate the file, click the Add button.  ( Note:  You have the option to specify an Attachment Title.  If an Attachment Title is not entered, it will default to ...
	8. When finished select the Save button.
	The following screen shot details the fields available from Review Issues:
	1. A blank check box related to issue number 1.  To add a response to the issue, you must check here and click the Add Response tab.
	2. Issue title.
	3. Body/Description of issue number 2 (only displayed when expand the issue).
	4. Response to issue number 2 (each additional response will be listed in order of response).
	5. From tells you who generated the issue or response.
	6. Message displays the written body/description of the issue or response.
	7. Attachments will show as a link (it will display the title given or default to the file name if no title is given).
	8. Links will show as a link if online view links were chosen.
	9. Date displays the date and time the issue or response was created.
	10. Resolved will show a check mark once your OFM budget analyst has considered and checked off the issue as resolved.
	11. Date created is the original date the issue was created.
	12. Last Update shows the last date of an issue/response related to the issue.
	13. Issue number 1.
	Lesson 12, Task 2 –  Responding to an Issue
	1. To respond to an issue select an issue and the Add Response tab and the following dialog box will appear:

	TO DO - Hands on:  Practice adding Issues and attachment
	LESSON 13 – PRE-RELEASE EDIT CHECK
	Lesson 13, Task 1 –  AMR Pre-release Edit Checks
	Lesson 13, Task 2 –  AMR AFRS Edit Checks

	( Note:  If your packet has failed the AFRS edits check, you will receive an email message.  The message will state the following:  The AFRS edit checks have been completed and errors have been found.  Please view the “Most Recent Edit Report”.  The M...
	Lesson 13, Task 3 –  Submit Packet(s)

	( Note:  Once the Run button is selected a Traffic Light Indicator will appear in the row of the selected packet(s).  When performing an AFRS edit check you will get a yellow traffic light while it is running through the edit checks, it will remain ye...
	4.  After the packet is submitted to OFM, the Traffic Light Indicator will change from yellow to green and the status will change to Pending.
	( Note:  The packet will remain in Pending status until OFM has opened the packet.
	If the Submit has failed the following will happen:
	( Note:  If your packet has failed the AFRS edits check; you will also receive the following email message:  The AFRS edit checks have been completed and errors have been found.  Please view the “Most Recent Edit Report” for more information.  The Mos...
	After all critical errors have been fixed; perform steps 1 through 4 again to submit your packet.
	Lesson 13, Task 4 –  Recall a Packet

	( Note:  You will receive the following message:
	2.  Select OK and the packet status will change to draft status.
	LESSON 14 – CHART FEATURES
	Lesson 14, Task 1 – Viewing Charts

	LESSON 15 – REPORTS
	Lesson 15, Task 1 – Viewing and Running Reports

	Task 1 – Hands On – Now we’ll request the AMR002 report
	2. The title is displayed on the review issues screen.  The body of the issue can only be seen when you expand the issue by selecting the “+”.
	3. For a dropdown list select the “…”.
	4. You can remove Online Views links from the Selected Links box by highlighting the link and clicking on the left-handed directional arrow.
	5. You have the option to specify an Attachment Title.  If an Attachment Title is not entered, it will default to the File name.
	6. Attachments can be Word, Excel, or PDF formats, and are limited in size to 3MB.

	See Report Descriptions and Samples document.

