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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.

= |f 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 1 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 Please complete the Tutorial Evaluation
at the back of this tutorial to report any discrepancies found.

Not every feature of TALS AMR will be covered in training. The TALS AMR Complete System
Manual explains every function of TALS AMR, screen by screen, and is all-inclusive. It is
available on-line in the BASS Library at http://bass.ofm.wa.gov/BASSPR/library/default.htm or
https://fortress.wa.gov/ofm/bass/BASSPR/library/default.htm for those using Fortress. The
library may also be accessed by the help links available in all BASS applications. You can also
contact the bass helpline at (360) 725-5278 or e-mail the BASS help desk at
OFMBASS@ofm.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, skip this step.

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.
User ID - <Agency Number>00<First Name
10500training
Password - <First Name>
Training

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

. Q: The A]lotlﬁént S}'sterﬁ _—-A]lu'hnﬂlt_Mﬁlyagein'ﬂlt &_Rﬁ?i_m |

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.


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

Key Navigation Features

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

1 Edit View Favorites Took Help ”
Q- Q REG oo foo @ 3§ 0-UHL B
Address (@] http:/jofmapoly400/BASSWEB_qa/TALS/AMR PacketManagement ViewPackets aspx \"*]| . Go

5 &]3455 52006 €] Home -Budget Portfolo Team Home Page €] Logi to TesfTrack Wieb - (&] OFM - Intranet Homepage

UserBO Tester2 : 105 - Office of Financial Management
AMR Pre-Relszse Ecs ¥ra)
Titl T Ty ———Tr——
0O 057 Operating Inital Alctment wienditest Draft v Gunther, Wendi  Gunther, Wendi
0O 6 0056 Opersting Inital Alotment Font size test packet Draft 0N0-Budet ¥ ¥ v v Tester], UserEA  Testerd, Superllser]
O D55 Operating Governor's Cash Defick Reductions Draft v o McGrath, Sharkne  Corbin, Saral
O 0 Operafing Unanbicipated Receipts Test Adjustment Month Draft v v Overman, At Overman, Art
O 053 Operating 6th Qir Adjustments Test Adjustment Month for FY1 Approp ~ Draft v v MeGrath, Sharknz  Overman, Art
0O @ 052 Operating Unantcipeted Receipts Test POF Link in Emai Draft v Overmen, At Overman, Art
O 0@ o Opersting Unanticipsted Receipts Test POF Link in Emai Pending v v Admin, AMR Overman, Art
0O 0050 Operating Iitial Allctment st Dreft v McGrath, Sharkene  McGreth, Sharene
O M3 (Operating 4th Qfr Adjustments Test Adj Month Draft v Overman, Art Qverman, Art
0O 0048 Operating Intemal Adjustments Test FM Posting of Adjustment Amount  Draf Overman, At Overman, Art

(€1 2005-2008 Washington State Office of Financial Management
Budget 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. ZZJNote: 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 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:

Wiew

Wiew Packet List = View Packet Header = Allatment Coding Structures

Cash Disbursements | Cash Receipts | Revenue

Packet Number: 000z Status: fpproved

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, 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.



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, To see this pop-up or additional options click here,

Wiew Packet List Online Yies & Rej
View Packet List = Allatment Cading Structures Thomas Heichelbech : 001 - State Revenue for Distribution

Cash Disbursements | CashReceipts | Revenue
Packet Number: 04 Status: Draft

Reows Load

Add Update Delete Delete Al Alt, Detals Comments Copy

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

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

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

Click on
will appear:

and the following choices

Temparatily Allow Pop-ups
Alwaws Allow Pop-ups From This Sike, .
setkings b

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 ‘iew Faworites Help
L Mail and Mews k h i, |
@ sl I\) B Turn OFf Pop-up Blocker

Manage Add-ons... Pop-up Blo
Synchronize. ..
Windows Update

| &

Address |@ http://qabass.ofm,

Sun Java Console

Wiew Packet List

Internet Options, ..

—

Biennium | 2007-09 W |

This will bring you to the following:

Pop-up Blocker Settings |X

Exceptions

Fop-ups are currently blocked. “ou can allow pop-ups from specific
Wweb sites by adding the zite to the ligt below,

Addrezz of Web zite to allow;

|www.u:ufm.wa.gu:uv | [ Add J
Allowed zites:
Femove
Femoyve All

Motifications and Filter Level
Flay a zound when a pop-up is blocked.
Show Infarmation Bar when a pop-up is blocked.

Filter Lewvel:

| b ediurm: Block most automatic pop-ups b |

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.



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 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 analyst in the allotment review process.

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

View Packet Lt | Oy =

Vievi Packet Lig UserBO Tester? ¢ 105 - Office of Financial Management
Eienn'\umﬂmxs Load AMR Pre-Reesse Eds ¥ | Run

Vievi Packet || Add Packat || Update Packet || View Hitory || Delele | Set Locks || Alotments | Import || Export || Copy || Review Issues

Humber¥1 Stafus Program Exp Cash Dish Cash Recpt Rev Evplanation Internal Comment Last Update Creator

|:| s Operating Inital Alctment vienditest Dreft v Gunther, Wendi  Gunther, Wendi

|:| i 0% Operating Intl Alltment Font szetest packet Dreft 020-Budgt v ¥ v [ Testerl, UserEA  Testerd, Superlserd

|:| 005 Operating Govemor's Cash Defict Reductions Dreft VooV MeGrath, Sharene  Corbin, Seral

|:| 054 Operafing Unanficipated Receipts Test Adjustment Month Draft v v Overman, At Overman, Art

|:| 033 Operafing éth Qi Adjustments Teat Adjustment Month for FY1 Approp ~ Dreft v v MeGrath, Sharene  Overman, At

|:| ] 17} Operafing Unanficipated Receipts Test PDF Link in Emsi Draft v Overman, At Overman, Art

|:| 09 o Operafing Unanficipated Receipts Test PDF Link in Emi Pending v v Rdmin, AMR ~ Overman, Art

|:| 050 Operating Inital Alltment et Draft v MeGrath, Sharene  McGrath, Sharkne

|:| ] Operafing 4th Qi Adjustments Test Adj Month Dreft v Overman, At Overman, A

|:| M Operating Interal Adjustments Test FM Posting of Adjustment Amount  Draft Overmen, At Overman, At

12343

€ 2006-2008 Washington Stete Offica of Financial Management

Bugetand Alctment Support ystem (BASS) : Aphad
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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.

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

3. Onthe 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.

{EHES A | Online Views

View Packet List > Add Packet

Save | Resst || Add Ancther Packe]

Packet Number: [y 2 Status: Drzft
Biennium Agency Internal Comment
Purpgse @

‘ [Select 2 Purpasz] v

Program
‘ [Ho Program Selected] v H-" ©

Tite e
| * @ ‘ Fil e Fil Type
Packet Explanation (Agency Bxternal Comment) This Pcket Contsins Na Aftachments,

®

Primary Contact
| Tester2, Usert0 ﬂﬁ—@
Secendary Contacts

[Seect 2 Conted] |, @
[Select 2 Contact] v J

(€ 2006-2008 Washington State Office of Financial Management
Budget and Allctment Support System (8ASS) : AlphaQA

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.

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.

12




Field Required? | EJ Notes

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 Analyst for official packets or submitted for posting
to AFRS for internal packets.

4. Verify the Biennium. L1 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.

5. Select a packet type from the Purpose dropdown box. EL 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

6. Program. [ 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].

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

13




8. 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.

9. 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.

10. 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. Currently
there may be only one contact person chosen. Note: The contact can be changed in
review and approved status.

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.

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

14



View Packet List [JoRITCRGONE

View Packet List = Add Packst UserBO Tester? : 105 - Office of Financizl Management
Save || Reset || Add Another Packet || Allotments
Packet Number: 0053 Status: Draft Lock Packet ll
Biennium Agency Internzl Comment
Budget and Accounting Manager to review policy decisions vith agency director at May retreat, Program 200 assumptions in
staffing have not been approved.
Purpase

[operating Inal Alotment

Program

[N Program Selected] v
Tite
[ — - Add =
[tering 3k f o e e | [ Feteme | FeTwe | Desyion
Packet Explanstion {gency Extemal Camment) This Packet Contains No Attachments.
|Staff month increase in September and Qctober of 2007 for Program 100 dus to enhancement package approved by the
| egislztur,
Primary Contsct
‘ Testerl, UserB0 V‘ Janice, fr gov ‘ ‘[nn phane # on record] |
Secondary Contacts
[ Adin, AMR v/ [ofmbes@omyager | [[re phene # on record] |
[ [5ekect 3 Contect] 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.
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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 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 3MB.

1. Onthe Add Packet screen, select the Add selection tab, located on the right hand side of
the screen.

2. The Add Attachment dialogue box will display. See below.

UserB0 Tester? : 105 - Office of Financial Management

View Packet List = Update Packet

Status: Draft Lock Packet ll

Erennium Agency Internal Comment

Budget and Accaunting Manager b review policy decions vith agency dirsctor 2t May retrest, Program 200 sssumptions n
|staffing have not been approved,

Purpgse
[Operating Inttal Alotment

Program

[Na Pragram Selected] v
Tite
— Add || View || Delete
L s ‘ FieToe
Packet Explanation {Agency Externsl Gomment) This Packet Contains No Attachments.

[Staff month increzse in September and ictober of 2007 for Program 100 due to enhancement package approved by the

Legisiature,

A Add Attachment -- Web Page Dialog : To Add an attachment

Add Attachment
Primary Cantact

Vaii fl typess doc, ipef, s, doc, aisc
H |[ Browse.. |
ﬁq——- Add Attachment dialog

Description box

fe Office of Financial Management
2ort System (BASS) ; AlphaQA

Aftech | Gancel

http: ofmapaly400/BASSWEB_qa/T @) Trusted sites
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3. Select the Browse button to search on your agency network or workstation for the
document to be attached for your allotment packet.

4. 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.

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

6. Enter a description of the document for future reference. LI 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.

7. 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.

‘Contact BASS
BASS Hep
Logaut

Allotment Management & Review

L WEHREIR]| ke Vs | Eerprie Reporting | Chars |

Viewr Packet List - Update Packst

Save | Recet || Dekte
Packet Humber: 0058

Allctments
Status: Draft
Biennium

Purpose
‘Dperating Initial Allotment

Program
[Na Program Selected] v

Tte
“.\lorking Draft of Inttizl Alotment Datz

Packet Explanation (Agency Exdernal Comment)

UserBO Tester? : 105 - Office of Financial Management

Lock Packet [ |

Agency Internal Comment

[Budgst and Accounting Manzger to review policy decisions with agency director 2t May retrest, Program 200 zssumptions in
Istzffing have not been approved,

Add | View || Delefe
|| fleteme | Flelwe | ______ lDewgim |
O Impart Spec.xs x5 Spraadshst contzing FTE brezkdaiwn for Pragram 200

Staff manth incrazse in September and Getober of 2007 for Program 100 dus to enhancement package zpproved by the
Legislztur,

Primary Contzct

TesterZ, UserBO v ‘lanice.‘.'\lang@ofm‘wa.gw | |[no phone # an record] ‘
Secondary Contacts

Admin, AMR v ‘dmbas@dm‘v.a‘gou | |[no phone # an record] ‘
[Sekect 2 Contact] v

Attachment selector

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

the View tab. The following toolbox will be displayed:
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3 BASS | TALS | AMR | View Attachment - Microsoft Internet Explorer =13

File Edit View Favorites Toos  Help & Snaglt E = 4"
Open Attachrment
&] Dore %J Loral intranet

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 X

Do you want to open or save this file?

@ j Mame: Wiewdttachment, xls
[Hl

Type: Microsaft Excel Warksheet, 14,2 KB
From: ofmapoly400

Open ] [ Save ] [ Cancel

Always azk before opening this twpe of file

harm your cormputer. If vau do nat st the source, do nat open ar

@ YWwhile files from the Internet can be useful, zome files can potentially
zave thiz file. What's the rizk’?

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.
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RESULTS *****
You have added an attachment to your allotment packet. See below.

View Packet List

Borin 745 ¥ s 0 9] |

0055

0034

DEIEEIEEE EEE
g

Opersfing Intal Allctrent
Operaing Il Alctment
Operstng Intal Alctrent
Operating Govemor's Cash Defict Reductions
(perating Unznticipated Receipts
Operating éth Qir Adjustments
(parating Unanticipated Receipts
Opersfing Intal Allctrent

Operaing &th Qi Adustnents

Werking Draft of Initzl Alctment Data
viendi test

Font sizz fest packet

Test Adjustment Manth
Test Adiustent Manth for FY1 Agprop
Test PDF Link in Emal
Test PDF Link in Emal
fest

Test Adj Month

Status

Drsh
Drsh
Dt
bt
bt

Pending
brsk
brsk

UserBO Tester? : 105 - Offce of Fnancial Management

AMR Pre-Relszse Edits

R

Program Exp Cash Dish CashRecpt Rev Explanation Internal Comment Last Update

020- Budget ¥

v

v

v

v

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

v v Tester2, UszrBO
Gunther, Wendi
v v Tester2, UserEA
McGrath, Sharkens
v Overman, Art
v MeGrath, Sharkne
v Overman, Art
v Admin, AMR
MeGrath, Sharzne
Overman, Art

TO DO - Hands on: Add a Word and PDF attachment to the packet.
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Creator

Tester2, UserB0
Gunther, Wendi
Tester3, Superlserd
Corbin, Sara2
Overman, At
Cverman, At
Qverman, At
Cverman, At

MeGrath, Sharknz

Overman, Art




Lesson 1, Task 3 — View Packet List (View/Update Packet, Delete Packet, 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.

Contact BASS
Allotment Management & Review BASSHep

Logaut
EISREY | Orve vies | Enteryis ioring  Cte |

UserBO Tester? : 105 - Office of Financial Managament

24 o v *ﬂ
Vigwi Packel | Add Packet || Update Packet || View History | Delete || SetLocks | Allotments || Import || Export | Copy | Review lssues "
i Stafus Program Exp Cash Dish Cash Recpt Rev Explanation Internal Comment  Last Update Craator ﬂ
] ‘D 1 00 Operating Inital Allctment Warking Orakt of Intial Alctment Data ~ Draft v v Testerd, UserB0 Testerd, UserBO)
07 Operafing Inital Alotment wengi fest Draft v Gunther, Wendi  Gunther, Wendi
D 1 0% Oparating Initil Allctmant Font sze test packet Draft 00-Budgt v ¥ v v Testerd, UserEA  Testerd, Suparlier?
7]‘ % 0055 Operafing Governor's Cash Defict Reductions Draft [ Teter), UserB0 Corbin, Saral
] D 0% Operafing Unanficipated Receipts Test Adjustment Month Draft v v Overman, At Overman, Art
D 05 Operafing 6th Qir Adjustments Test Adjustment Month for FY1 Approp ~ Draf v v McGrath, Sharkne ~ Overman, Art
8 H 02 (perating Unanticipated Receipts Tegt POF Link in Emal Draft v Overman, At Overman, Art
N D 09 o (perating Unanticipated Receipts Test POF Link in Emal Pending [ v Admin, AMR Ovarman, Art
D 0050 Dperafing Inital Alatment test Draft 4 MeGrath, Sharlens  MeGrath, Shariene
D [T} Operafing 4th Qtr Adjustments Test Adj Month v Overman, At Overman, Art

1. Application Tab Bar—allows you to move between the major functional areas including
View Packet List, Online Views, Enterprise Reporting and Charts.

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

3. 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 as shown in 9 below.

4. 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.

5. 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.

e The View Packet allows you to look at the packet container information.
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10.

11.

12.

13.
14.
15.

e The Add Packet tab allows you to add a new packet.

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

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

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

e 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.

e The Import tab allows you to import data into the packet. See Lesson 6 — Import Text
File and Lesson 7 - Import SPS Data for more information.

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 13 — 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 14 — Review Issues for more information.

Packet Selection Box—allows you to work with a particular packet or packets.

Packet Lock Indicator—allows you to lock a packet from use and displays a lock
symbol when set.

Packet Attachment Indicator—displays a paperclip if an attachment has been made 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 10 — 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.
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16-21 Component Indicators

16.
17.
18.
19.
20.
21.
22,

23.
24,

25.

Displays check mark if allotment packet contains expenditure data.

Displays check mark if allotment packet contains cash disbursements data.
Displays check mark if allotment packet contains cash receipts 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 10 —
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 11 - Reports for more information on report selections. This includes:

AME. Pre-Felease Edits
AME AFRS Edits

Mozt Fecent Edit Report
Submit Packet[s)

Fecall Packet

AMEO0L Allotment Expenditure Sumimary

AMMEO0Z Allotment Expenditure Detail

AMREO0Z Allotrment Rewvernue Surmmnary

ARREODSG Allatrent Rewvernues Detail

AMEO0E Allotment Cash Disbursements Detail

AMED0F Allatment Zazh Receipks Detail

ARREDDE Allatrient ws, EA Scheduls

AMEO03 Allotted Revernue vws., Expenditure Yariance [Fed and P/
AMMEO10 Allotted Revenue vs, EAS Reverniue

AMMREO11 Allotted Expenditures ws. Cash Disbursements
AMEO1Z2 Allotment Revenue vz, Zazh Receipls

AMEO1Z Allotted Revernue vws, Expenditure (all Funds)
AMMRO14 Projected Maonthly Zash Balance

AMRO1E Projected Fund Ealance

AMEO1E Projected Zash Balance

AMMRO17 “omparison ofF Original allotment

AMEOZ0 Unanticipated Receipt Spprowal Reguest
EasSoll Expenditure Suthority Schedule For Operating
Easilz Expenditure Suthority Schedule For Zapital

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.
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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, 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 and Allotment Detail for

Option 1 and Option 2 agencies

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 Testrl 1 105 - Offc of Fnzncil Menagament

Packet Humbar: (58 Status: Daft Purpase: Operging It Alctrent

Program Ir lx { 7. Index AFRS Project AFRS Sub-Projact AFRS Phasa Budget Unit Budget Activity User Defined

iﬁi ont ortheselated packet,

& 2006-2008 Washinghon Stte Offie o Finencl Management
Budgetand Alotment Support System (BASS) : AphaQA
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The Activities Bar allows you to perform actions related to a chosen coding. This includes
Add, Update, Delete, Delete All, 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.
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.

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.

e The copy tab allows you to copy coding structures. See Lesson 13 — Copy Features
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 work, 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:

<} Add Expenditure Coding Structure -- Web Page Dialog

Add Expenditure Coding Structure
Program Index
Organization Index Erudget Uinit
AFRS Project Budget Achivity
AFRS Sub Project Uset Defined
AFRS Project Phase
Save Resat add Cancel
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3. A highlighted selection box appears for program index [Enter or Select a Program Index]
Note: This is a required field.

4. Add a program 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.

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.
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View Packet Lt | EOuEREE Jerprze Repor Charts
Wi Packet it = Alatment Coding Struchures LUsetBO) Testerd ¢ 105 - Office of Financial Managemert

Laad

Add Updste Delete Aot Deta i
- Progeam Indes &1 Org. Index / AFRS Sub-Project AFRS Phase Budget Unit Budget Activity Use Defined
Wil . gk oy st . . . .

00
000
004z
0ide
000
|
002
003
00e4
00

00ES

N =g == ~w§ N .y = .y = ey . -

vz

Note: 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. See below.

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 work, make a selection and click Load.
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View Packet Lit Orling Yiews
Vi Packet List = Yiew Coding Struchuras = Allotment Detals UserBO Tasterd + 105 - Office of Financial Management

Bienniuniz 2007-13 Packet Namber: 014 Status: Draft Putpase: (nerating Inital Alotment

Program Index Drg, Index AFRS Project AFRS Sub-Project AFRS Phase Budget Unit Budget Adtivity User Defined
oo @ @ @

] Expenditure Allotment Details

Add Update Delele

[ e | ober | sebOb | Sub Sub- Db, Fi Total FY2 Total Biennial Total

There are currently no detal in this coding struchure for the selected packet,

Stalf Month Allotment Details

Reserve Allotment Details

Unallotted 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.

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.

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

EAL Paste| Repeat Spread Quarterly

|[Enter or Select an Object] |

Sub Cbject

i | e T I E—
Sub Sub O, FM 6 [ o Fums [

| || s [
Fil Total [ o] Fyztatal [ 1

Save Rezet Add

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

EaI Paste Repeat Spread| Suarterly
020 - General Fund Federal FM 1

Fr 12

FM 2 40,00 FM 14
Object

FM 2 , FM 15

Fr 4 FrM 16

Sub Object
| FM &

Fr 17

FM & Fr 18

Sub Sub Obij.

FM 7 Fr 19

Fr 2 Fr 20

FM 9 Fr 21

Fr 10 Fr 22

FrM 11 Fr 22

Fr 12 Fr 24

[l [l [l [l [l [l
(= (= (= (= (= (=
=] (=] =] (=] =] (=] =] (=] =] (=] =] (=]

F¥1 Total Fv2 Total

F.ezat Add Cancel

w (=3 = (=3 (=3 (=3 = (=3
= (= = (= (= (= = (=
m (= (=] (= (=] (= (=] (= (=] (= (=] (=

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

EaT Paste Repeat Spread| Suarterly
FM 1 FM 13 80,000
FM 2 20,0001 FM 14 £0,000
Qbject FM 3 a0,000| FM 15 50,000
|.ﬁ. - Salaries and Wages
FM 4 20,0001 FM 16 £0,000
Sub Object
|.':'. - State Classified FM & a0,000]  FM 17 20,000
Sub Sub Ok, FM & 20,000 FM 13 £0,000
FM 7 20,000 FM 19 20,000
FM & 20,0001 FM 20 £0,000
FM 9 a0,000] FM 21 20,000
FM 10 20,000 FM 22 £0,000
FM 11 20,000 FM 23 20,000
FM 12 20,0001 FM 24 £0,000
Save F.ezat Add Cancel

5. 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.

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.
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rline Yiews

View Packet List

UserBO Tester ! : 303 - Department of Health

Wiz Packet List = Yiew Packet Header = Yiew Coding Struchures = Allotment Details

Packet Number: (g5 Status: Draft

Program Index Org, Index RFRS Project AFRS Sub-Project AFRS Phase Budget Unit Budget Activity User Defined
10010 - -

Roys Load
| Expenditure Allotment Datails

add Update Dielete Display Freaze Columns

. ewer o | FYL | F¥2 | Biennial y ; ; M M M M| M M
I R e HHARAAARARRAA
0 LA

960,000 960,000 3,520,000 20,000 80,000 20,000 80,000 80,000 20,000 80,000 40,000 20,000 90,000 20,000 $0,000 $0,000 80,000 20,000 0,000 80,000 20,000 80,000 80,000 #0000 40,000 40,000 0,000
|:| [t} £0,000 0 £0,000 5,000 E,000 5,000 5,000 5000 5000 5,000 E000 E000 G000 G000 oo o0 0O o0 0 0O 0 0 0 0 0 0 0

|:| 020 40,000 480,000 560,000 40,0000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000

8 Yariance .
S

. DiSth Free;el:olumns
[ Souwce [PV Totl[FY2 Totl iemial Total FM L|FH2 |FM 3 FM 4 |FM 5 PG FHFMB [F¥19 FM 1015 LLIFM 12 FM 131FM 14 ¥ LS 16 P 17]FM 18 F¥ 19/ 20 P 21 M 21 23 P 24

Total Exp. by EAT 40,000 480,000 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 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000
Total Exp. by Object 90,000 960,000 1,920,000 80,000 80,000 80,000 80,000 £0,000 80,000 80,000 80,000 80,000 80,000 80,000 80,000 80,000 $0,000 80,000 80,000 $0,000 80,000 B0,000 0,000 80,000 $0,000 80,000 80,000
Tatal Yariance 420,000 480,000 900,000 35,000 35,000 35,000 35,000 25,000 35,000 35,000 25,000 35,000 2000 35,000 25,000 40,000 40,000 40,000 40,000 40000 40,000 40,000 40,000 40,000 40,000 40,000 40,000

Staff Month Allotment Details

Unllatted Allotment 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 work, make a selection and click Load.

Steps for Option 2 agencies — Add Allotment Detalil:
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.

7. To add expenditure allotment detail, click the Add tab.

8. The following dialog box appears:
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2 Add Expenditure Allotment Detail -- Web Page Dialog

EAI

Enter or Select an EAL

Object
|[Enter or Select an Object] |

Sub Object

Sub Sub Obj.

Add Expenditure Allotment Detail

Pacte Repeat| Spread OQuarterhy

FM 2 [ 4
Fi 4 [ 4
FM & [ 4
FM 8 [ 4
FM 10 [ 4
FM 12 [ 4
FraTetsl [

Sawe

Fi1 14 [
Fi 16 [
Fi 16 [
Fi 20 [
Fi 22 [
Fin 24 [
FrzTotal [ 0
Bieninial Total I:l

Reset Add Cancel

9. Choose an EAI (Expenditure Authority Index is also referred to as Appropriation Index
Or Al) by clicking the down arrow, choose an object, and enter fiscal year dollar

amounts 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 OQuarterhy
011 - Salaries % Expenses FM 1 wo,o00]  Fra 1z

FM 2 100,000 FM 14
Object
|.ﬁ. - Salaries and Wiages

FM 2 100,000 FM 15

FM 4 100,00 FM 1k
Sub Object

FME 100,000 FM 17

Sub Sub Ok, FM & 100,000 FM 18

FM 7 100,000 FM 14

FM 2 100,000 FM 20
FM 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

Drelete Add Cancel

10. 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.

11. 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 work, 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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UserBO Testerd : 105 - Office of Financial Management

View Packat List = View Coding Structures = Allatment Details

Program Index Drq. Index AFRS Project AFRS Sub-Project AFRS Phase Budget Unit Budget Activity User Defined
(onin

2 Expenditure Allotment Details

fdd Update Dielele Display i Freeze Columns | Mane

st S o e o e o s s
D VRS 1,200,000 0 1,200,000 100,000 100,000 100,000 100,000 100,000 100,000 100,000 100,000 100,000 100,000 100,000 100,000 0 0 0 0 0
D i C £40,000 0 540000 4R000 4000 4R000 000 4E000  4R000 45000 4R000 000 4E000 4000 45000 0 0 0 0 0
D m 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
D m 0 600,000 00000 0 0 0 0 0 0 0 0 0 0 0 0 E0000  S0000  E0000 50000 50,000
D 0 E 5oo,000 500,000 1,000,000 125,000 0 0 125,000 0 0 125,000 0 0 125,000 0 0 125,000 0 0 125,000 0
D LIRS 11 0 60 5 5 5 5 5 5 5 5 5 5 5 5 0 0 0 0 0
D {17 0 ] ] 0 0 0 0 0 0 0 0 0 0 0 0 H £ £ 5 £
D LA 1] 0 &0 5 £ 5 £ £ 5 £ 5 £ £ 5 £ 0 0 0 0 0
D g A 0 ] ] 0 0 0 0 0 0 0 0 0 0 0 0 H £ £ 5 £
D e C 0 600 600 0 0 0 0 0 0 0 0 0 0 0 0 50 50 50 50 50

Total 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

Unllotted Allotment Details

Reserve Allotment Details

Budget and All

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.
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Update Expenditure Allotment Detail

EAL Paste Repeat Spread| Suarterly
(012 - meneral Fund State - Fy09 EM 1 c.oon| FM 13 :l
Fi 2 FM 14 [
ghi e ms [
. Fi 4 FM 16 [
Sub Object
i e my [
. ST —
Fi1 8 Fr 20 [
FM 10 M 22 [
o 1 mm [
Fi 12 Pt 24 [
F1 Total PreTotal [ g
Foll &rmts, Drelete Arnts. Biernial Total
J== = = == Save F.ezat Delate 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

EAL Paste Repeat Spread| Suarterly
012 - General Fund State - Fyi0d EM 1 I:l EM 13 ]
FM 2 [ ] Fmua
i:'bje':t | FM 3 [ ] s )
FM 4 [ ] s
| FM & [ ] ey )
Sub Sub Obi, FHE [ ] s
i R e R ;
FM [ ] Fma
FM 4 [ ] = )
FM 10 [ ] =z
FM 11 [ ] ez )
FM 12 [ ] Fmza
FitTetl [ ] FvzTotal £0,000

Sub Object

L2} L2} L2} L2} L2} L2}
[l [l [l [l [l [l
(= (= (= (= (= (=
= (=] (=] (=] (=] (=] (=]

Biernial Total £0,00

J== = = == Save F.ezat Delate Cancel

TO DO - Hands On: Practice using Roll Amounts

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.

12. 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.

13. 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.
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14.

15.

16.

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.

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.

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.
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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

EaT Paste| Repeat Spread Quarterly
o Fi 3 PP 15
|[Enter ar Select an Account] |
Sub Obect Fia 7 FP1 13
2o b 0ty
I:l Interagency FTE Fr 11 Fr 23
Pt [ oo FrzTou
Sawe Rezat Add Cancel

4. Choose an Account and enter FTEs by month. Then click Save, then Cancel. L4 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. £ZNote: You
can choose to mark FTEs as Interagency FTEs for tracking purposes. L4 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.
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i §tafF Month Allotment Details

Add Lipdae e Display| Birrium ¥ FrE!ZECn|umns
0 o O b ub b, T, | sz Biial
Tolal [Total| Total
SAM00DA0 2000 000 2000 20000 0000 2000 AN 2000 20000 0000 000 AN 2000 0 00 od0 ol

Told  2,400.00 2.002,400.00 200,00 200.00 200.00 200.00 200.00 200.00 200,00 200,00 200.00 200,00 200,00 200,00 0.00 0,00 0.00 0.00 0.00 000 0,00 0.00 0
Geand Tolal 2,400.00 2.002,400.00 202,00 200,00 200.00 200.00 200,00 200.00 200,00 200,00 200.00 200,00 200,00 200,00 0.00 0,00 0.00 0.00 0.00 .00 0,00 0.00 1

{ i | )

Expand the Unallotted Allotment Details grid by clicking the “+” sign, and then click
Add.

7. The following dialog box will be displayed:

Add Unallotted Allatment Detail

Fiscal Period Amt. I:l

Enter or Select an EAL

Fizcal Period
Eiennial

ezt 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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Allotment Management & Review Logo

L WMEREE oieves | Evencioo .
View Packet List = Yiew Coding Struchures = Allatment Dtais 1J5erBO0 Tester! : 105 - Office of Finanicial Manageren
Packet Number: 0714 Status: Draf
Program Indax Drq. Index AFRS Project AFRS Sub-Project AFRS Phase Budget Unit Budget Activity User Defined
ity - - - - - -

Raws Load

| Expenditure Allotment Details

Lipdate Dielete DlsplaguI Freaze Columns m

T Y Y e e

D 1,200,000 1,200,000 100,000 100,000 100,000 100,000 100,000 100,000 100,000 100,000 100,000 100,000 100,000 100,000

D m c 540,000 0 50000 45,000 4B000 4000 4R000 45000 4R000  4E0O0  4R000 4000 4R000 45,000 4,000 0 0 | 0

D m oA 0 1,200,000 1,200,000 0 0 0 0 I 0 0 0 0 0 0 0 100,000 100,000 100,000 100,000 1
D m c 0 £00000 600,000 0 0 0 0 0 0 0 0 0 0 0 0 50000 G000 50000 50000 !
D 0 E 500,000 500,000 1,000,000 125,000 0 0 125,000 0 0 125,000 0 0 125,000 0 0 125,000 0 0 12,000

D 0zl 999,9% L000004 2000000 3333 B3N 8333 B3N 3B B3N ER3B BRI 33 BN 33 Bn 0 o33 Bl @3 B
D 13 I 80,000 0 B0 6667 RGBT BEEF  BEEF  BEEF  BEGF  GEEF  BEET  BBET  BGET  BEET  BGED 0 0 0 0

D i 0 7000 75,000 0 0 0 0 0 0 0 0 0 0 0 0 B0 6250 B2S0 BZED

D o 0 200000 200,000 0 0 0 0 0 0 0 0 0 0 0 0 1R 16667 1667 16,667

D 1 P 0 £0,000 60,000 0 0 0 0 0 0 0 0 0 0 0 0 5000 5000 5000 5000

Totd 3,319,996 3,635,004 6,955,000 360,000 235,000 235,000 360,000 235,000 235,000 360,000 235,000 235,000 360,000 235,000 234,396 386,250 261,250 261,250 386,250 261
Grand Total 4,279,996 4,595,004 8,875,000 440,000 315,000 315,000 440,000 315,000 315,000 440,000 315,000 315,000 440,000 315,000 314,99 466,250 341,250 341,250 466,250 341

T Fiscal Period L Hhomt FY2 Aot Biemial Anount

O i Fical Year | 50,000

O Y] Fical Year 2 50,000
Tatal 50,000 50,000 0
Grand Total 50,000 50,000 100,000

Reserve Allotment Dekails

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

Allotment Management & Review Logai
vewbacke =t | ey I
View Packat List = Yiew Coding Structures = Allotment Detals UsarBO Tester] : 105 - Office of Financial Management
Packet Number: 14 Status: Draf Putpose: Operating Iniial Allatrent
Pragram Index Org. Index AFRS Project AFRS Sub-Project AFRS Phase Budget Unit Budget Activity User Defined
a0ty - - - - - - -

w09 ot

2 Expenditure Allotment Details

fidd Updste Delete Di_splay Freeze Columns |Keys & Totds ¥

, I T T T e e e
D oA 1,200,000 0 12000000 100,000 100000 100,000 100,000 100,000 0 0 0 0 0 0 0 0 0 0 0 0
D o | C 540,000 0 540,000 4,000 4000 4,000 45000 45000 1 0 1 0 1 0 1 1 0 1 0 1
D 0z | A 0 1,200,000 1,200,000 I} I} 0 I} 0 100000 100,000 100,000 100,000 100,000 100,000 100,000 100,000 100,000 100,000 100,000 100,000
D iz | C 0 600,000 £00,000 0 1 0 1 0 50000 E0000  S0000  EOOOD  SO,000  BOOOO  EO0DD  So000  GO000 SO0 50,000 50,000
D o | E 500,000 500,000) 1,000,000 0 0 125,000 0 0 125,000 0 0 125,000 0 0 125,000 0 0 125,000 0 0

Total 2,240,000(2,300,000 /4,540,000 145,000 145,000 270,000 145,000 145,000 275,000 150,000 150,000 275,000 150,000 150,000 275,000 150,000 150,000 275,000 150,000 150,000

Grand Total 2,240,000/2,300,000/4,540,0000 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

~
| =

Staff Month Allotment Details

Unallotted Allotment Details

Reserve Allotment 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
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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 aIIotments they almost always will need to
include an allotment for the related cash disbursements. L 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. Goto 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&Rewew Lo

e[ Gt |

Wiew PacketLis » lotment Cading Structures UserB0 Tasterd 1 105 - Ofice of Financel Managemant

Bipencitres ) ChRacepts  Reienue

Packet Number: 1012 Status: Drif Purpose:

Rows |10 ¥ Load

4ad Updte Delte Delte & [ ol Delals §  Commenks Patln | Copy

- Progtam Indexd1 AERE Pilject AER Sub-Projet AERS Phase Budget Unit Budget Adtivity Uset Defined

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

Allotment Management & Review Logod
Yiew Packet List | Onlinie Views lerprise Repotl I_

View Packe List = View Cading Structures = Allatment Detalt UserBO Testerd : 105 - Office of Finandial Management

Biennium: 20i7-09 Packet Numbe: 014 Status: Draft Purpose: Cperting Initial Alotment

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

Raws Load

Cash Dishursement Allotment Details

tdd Updsle Delete

““ Fyi Tokal F¥2 Total Adj. Anount Biennial Total

There are currently no detals in this coding struckure For the selected packet,
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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 work, 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 Quarterhy
Enter or Select an EAT EM 1 I:l EM 13 |:|
i 2 [ of e [ 4

|[Enter o Select an Account]

Lk [ o Fuw [ 1
Fi 7 [ o Fus [ 1
Fi 9 [ o fua [ 1
i 11 [ o [ 1
FitTetl [ o] FyzTatal [ q

sernial Totll_—— 0]

Sawve 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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Yiews Packef List Orlire Yiews e ot
1J5eBO Tester] : 105 - Office of Finandal Managerent

e Backet List = Yiew Coding Structures = Allotment Detais

Packet Number: 14 Status: Draft Purpose: Cparating Inifial Alotment

AFRS Sub-Project AFRS Phase Budget Unit

Bienniumz 7)1

Program Index AFRS Project

Budget Activity User Defined

Cash Disbursement Allotment Details

fidd Update Delete Di_splaguI Free;el:olumns
F¥l | F¥Z |Biennial . ; -
I e e e e e e e e e e
0 m

00,000 300000 E00,000 F5000 5000 25000 5000 000 26000 FE000 L0 2G0O0 GE000 GO0 2L000 GE000 D00 2LOO0 GE000 ZLO0D 2ROO0 GE000 ZLO0D 2LOO0 5000 LoD 2

200,000 300,000 600,000 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 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,

300,000 300,000 600,000 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 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,000 25,
|

|~
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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. L Note: Patterning is performed at the account level.
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. .1 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.

View Packet List = Allotment Coding Structures UserB0 Tester? 1 105 - Offic= of Financizl Management

Purpose: Operzfing Initial Allotment

AFRS Sub-Project AFRS Phase j Budget Adtivity User Defined

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

3. The following dialog box will be displayed:
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Patterning

20058-07 2007-09
Account Code Eiannial Armount Eiennial Arnount

£77,292,097

1,056,395

$360.361

£149,348

F200,294

$1,852

$252,67%

F2,460

$293,792

F2,045

£38,354,547

$4,275,726

$54,520

£100,000

$250

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

£31.R?9.8R5

Save Reset Cancel

4. Add in amounts 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,

9 Patterning into the selected coding structure will delete any previous
q) existing allokment data.

Lo wou wank to continue with the pattern?

L 0K ] [ Cancel

6. Click OK.
7. The following message will be displayed:
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Microsoft Internet Explorer g'
! "_l., Pattern was successful
-

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:

Allotrent Management & Review Lo
L TR o el Ow

Y Packet it = View Cading Struchures » Alotment Detals UsatBO Testerd : 105 - Offce of Finandal Managemen

Bienniumi: 2007-09 Packat Nuraber: 0712 Stabust Ciraf Putpase: Operafing Il Alctment

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

Rows |10 ¥ Load

Cash Disbursement Allatmient Details

A Updte Dele Display Freeze Colunins
|t AT P Totd | Y okl e Tl 1| A | P3| P4 | FMS | MG | FHT | e | PO A0 | ML iDL A3 | A4 L P ]

D m BURAT ALAMSE  C00NI00 QI MM 233 L IWLGD 3G3T G0 BAREN 43BN RN A LIS BI0EM INOM00 NI 40

D (58 0843 B 400 I 1 P 1] 0 %83 4 I I b5 0 I IR I
D il 0L A1 IS 1) . % N %) I % I A 7 74 N I N 3 N
D it DG 08035 Q0000 LSS LULSL Z0%0E 1%PA0 L0 LE0IN L0ETL LAAN LGILOND L3R4 LR LBLAL LMED LRETM 18N LM

57,814,292 62,865,708 120,580,0005545,575 3,264,739 4,546,388 4,147,737 4,197,726 5,619,080 4,505,279 4,356,191 5,344,309 5,194,022 4,771,880 5,021,276 4,604,394 5,247,822 4,239,970 5,36
57,814,292 62,865,708 120,500,000 5,545,575 3,264,739 4,546,388 4,147,737 4,197,726 5,619,080 4,505,279 4,356,191 5,344,399 5,194,022 4,771,880 5021275 4,604,394 5,247,822 4239970 5,369

| )

=~
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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. Go to 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:

View Packet List > Alctment Coding Structurss UserB0 Tester? : 105 - Offce of Financial Management

nenditures | Cash Dishursements

Status: Draft

c opy
Program Index:1 AF (5 Project AFRS Sub-Project AFRS Phase i Budget Activity User Defined

16) 2006- 2008 Washington State Office of Financial Management
Eudget 2nd Alltment Support Syt (BASS) ¢ AlphaA

4. This will bring up the cash receipts allotment detail grid as shown below:
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Vi Pachet Lis Oniine Views
Wi Pachet Lisk = View Coding Structures = Allotment Detals UserBO Tedler ] + 105 - Offce of Financia Management

Packet Number: 1014 Status: [raft Purpose: Qperafing Inial Aletment

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

Rows (20 ¥ Load

Cash Receipt Allotment Details

fidd Undsle Dilete

I O N O 7Y I 1™ Al hnaut Beni Tot

There are curterly rio detads in this coding struckure For the selected packet,

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 work, 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 Quarterhy
Enter or Select an Account EM 1 FM 12

FM 2 Fr 14

Major Source EM 3 EM 15

Fr 4 FI 16
Source
| FM & FM 17

Sub Source Fr & F 18

| FM 7 FM 19
FM & FM 20

Fr 9 Fr 21
FrM 10 FM 22
Fr 11 Fr 23
FM 12 Fr 24
F¥1 Tatal Fyz Total

senial Total_—— 0]

Save ezt Add Cancel
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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 Lot
(CHPICI  oncees | iepiehopoting | ot ) |
JserBO Tasterd © 105 - (ofice of Finandl Management

e Backet List = Yiew Coding Structures = Allotment Detals

Bienniums: 2007-09 Packet Numbers 0014 Status: Drsf Purpose: Gperating Initial Allotment

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

Rops Load

Cash Receipt Allotment Details

bdd Update Delete Dlsplay Biernium ¥ | Freeze Columns None

FYl | F¥Z | Biennial
B A T e e e e
D [l 600,000 BOO,000 1,200,000 50,000 50,000 50,000 50,000 50,000 50,000 50000 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

Tolal 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 500,000 600,000 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
| )

|~
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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. Note: Patterning is performed at the account level.
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 Amount Biernial Amount

o1 £40,646,350 | |

03K $1,209541 | |

0cg $162.461 | |

139 $1.852 | |

151 $13,376 | |

277 $5.830 | |

230 gaan621 | |

418 g0 | |

419 £39,031,547 | |

436 $5.347,500 | |

433 g29.580 | |

536 §o6a | |

t43 $43,523 | |

G5 $32.293,758 | |

549 $17.097 | |

Save Reset Carcel
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4. Add in amounts for the various account codes you wish to pattern. Then click Save.

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 le

Patterning into the selected coding structure will delete any previous
\,__4- existing allokment data,

Lo wou want to continue with the pattern?

[ oK l [ Zancel

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 Lo
View Packet Lit | Crling Yiews Enter ise Reporti |_

Wigw Packet List = Yiew Coding SHructures = Allatment Detale UsetBO) Testerd + 105 - Office of Financial Management

Biennium: 200703 Packet Number: 1014 Status: Drf Putpase: Operafing Infial &lctment

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

Rows 0¥ Load

Cash Raceipt Allotment Details

Add Undate Dielle DlsplagI jennim ¥ FreezeBqumns NDHE

o e 2 2 1 1 T T e

DERET AR 000000 LA L4 ZM6085  LAR4R 20034E LRZET4 SN0 254G 0L 254066 L2120 3AmS L7I4E L

D 15 R Y N 1 ) [ 0 0 ) 0 ) 0 0 ) 0 )
) el WH S ! 0 ! 0 0l 0 ! 0 0 ! 0 !
i LOAE0  LGSED OSSN IS SELAE RMI A6 LM Law 0OBW OSSR WM MR WA W% ¥
Toldl 25,278,843 25,886,157 51,165,000 1,434,714 1,960,753 2,302,475 1,280,068 2,515,200 1,335,592 1,591,780 2,548,744 1,502,304 2,331,767 1,882,812 4,011,944 1,998,799 1,619
Grand Total 25,278,843 25,886,157 51,165,000 1,434,714 1,960,753 2,382,475 1,280,068 2,515,200 1,335,592 1,591,780 2,548,744 1,502,304 2,331,767 1,882,812 4,011,944 1,998,799 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.

1. Goto 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

EAL Paste Repeat Spread| Suarterly
Enter or Select an EAT EM 1 I:l Fr 12 :l
Fi 2 [ o Fmue [

|[Enter or Select an Account] |

Fi 4 I [
Major Source Fi 5 I [ o
| | Fme I [
Source Fi 7 I [ o
| | ems [ of Fmm [

FM 10 [ o rmz [
FM 12 [ o] Fmza [
FitTetl [ o] FvzTetal [

Save F.ezat Add Cancel

4. Choose an Account, Major Source and Source and enter dollar amounts. Note: EAI
is an 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 work, make a
selection and click Load.
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5. Click Save and exit the dialog box.
6. You have successfully added revenue allotment details. See below:

Yiew Packet L
Wi Backet Lzt = View Coaling Slruchures = Alliment Ditais et Tester 105 - Offce of Financial Managemen

Bienniumi: 2017-04 Packet Number: 0714 Stabus: [ Purpase: Cperating il Al lrent

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

Rows Load
Revenue Allotment Details

fid Lpdit: et DISp|a§' FreezeCqumns Hare
Ffl | FY2 |Biennia
IM@@MMI@I@MI@@@@@@@@@@
D it i 40000 40000 000 40000 400D 40000 D000 40000 0000 000 4000 40000 40000 40000 4000 40,000 40,000 40000 400 40000 400

Tatal 480,000 480,000 960,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 43,000 40,000 43,000 46,000 45,000 40,000 40,000 40,000 40,000 40,000 40,00(
frand Tota 480,000 480,000 960,000 40,000 40,000 40,000 40,000 40,000 40,000 40,000 45,000 45,000 43,000 43,000 43,000 45,000 45,000 43,000 40,000 43,000 43,000 40,000 40,000

¢ | )
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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.

View Packet List Oriline Views aRg Chatts
Yiew Pachet Lt CarlaD ¢ 303 - Department of Health

Eiennium Roﬂs Load / \ |A‘-\MR Pre-Release Edis V‘ Fun

Yiew Packet || AddPacket | Update Packet || View History | Delete | Sel Locks | Allotments|| Import | Exbrt | Copy | Reflew Tssues

||| Membe?t e Gt Prowan ip|Cash Dish CashReot Rev ExpantonnernlConment
D 0l Capita Anendrent VoV v Testerd, Superllserd
D i Capital Anendrent Oct Rellase Regression best PreRel Edt Chik packet Draf L v v Testerd, Superllser]
D 04 Operating Internal Adjustments festing 3a Draft 190 - Adwinistration VoV v Testerl, UsetBO
D L] Operating Iniial Allotment SRS Import Draft v Testerl, UsetBO
D i Operating Linanticipated Receipts TTpro issue 10630 Draft v Testerl, UsetBO
D 0011 Caphal Gowernor's Cash Deficit Reductions Draft v Testerd, Superllser]
D o0 Capital Tnitial Alotrment 001 Test Packet Draft VoV v Testerd, Superllserd
D 003 Operating Iniial Allotment B0 tect packet Draft L v v Testerd, Superllser]
D 000 Operating 2nd Qlr Adijustments fast Draft 010 - Epidemiolagy, Health Stats & Public Lab ¥ Testerd, LserEA
D 1 oo Operating 2nd Qlr Adijustments Test TTP 11266 Draft v v Testerd, LserEA

—
(=]

l- Budget and
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In the Copy tab you make your selections.

e Include —is used to include all components or deselect the items not needed.
e 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.

3 Copy -- Weh Page Dialog

Copy from Packet D013

Inchide | Zllotted Expenditures Staff Months (FTEs)
Unallatted Feserwas
Cazh Disbursements Zazh Receiptz
Rewere

Detail Options | Include Details b |

O Merge § Surm Amounts Tagether for Duplicates

O Delete Original f Replace

To Packet..,
Bienmium | 2007-03 v |

Pack.et Eurpc\se| [Selact a Purpose]

Packet | [Select a Packet]
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2. The dropdown arrow for Detail Options allows you to:
e Include Details — includes allotment details and amounts.
e Include Details/Reverse Signs — includes allotment details and changes all
positive amounts to negative and all negative amounts to positive.

e Include Details/Zero Out - includes coding structure and allotment details with
no amounts.

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

3 Copy -- Weh Page Dialog

Copy from Packet D013

Allatted Expenditures Staff Maonths [FTES)

Unallotted Fezerwes
Zash Disbursements Zazh Receipts

Fewvenue

Detail Options Include Details

Include Dretails
Include Cretails f Reverse Signs
O Merge f Sumn JInclude Details [ Zero Ot

Do Mot Include Details
O Drelete Sriginal 7 Replace

To Packet..,
Bienmium | 2007-03 v |

Pracket Eurpc\se| [Select a Purpose]

Packet | [Selact 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’d like to take:

o 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.

3 Copy -- Web Page Dialog

Copy from Packet D013

Inchide allotted Expenditures Staff Months (FTEz)

Unallotted Fiezerwes
Cash Disbursements Zash Receipts

Fevenue

Pack.et Eurpu:use| [Selact a Purpose]

Pracket | [Select a Packet]
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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.

o Packet — use the dropdown arrow to select the packet to copy into.

3 Copy -- Web Page Dialog

Copy from Packet D013

Allatted Expenditures Staff Maonths [FTES)
Unallatted Reserwes
Cazh Disbursements Cazh Receiptz

Rewvenue

Cetail Options | Include Dretails W |

O Merge f Sum Armounts Togatbe

Bennium | 2007-09 v |

Pack.et Eurpu:use| [Selact 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.

X

Microsoft Internet Explorer

Copwing data into the selected packet will delete any previousky existing coding
\V structures and allotment details with amounts,

Do ol wank ko conkinue with the copy?

[ Ok, J [ Cancel
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7. A message will appear saying that the action was completed.

A -- Web Page Dialog
Copy from Packet D013

Inchide Allatted Expenditures Staff Months (FTEs)

Unallotted Reserwves

Zash Disbursements Zazh Receipts
Revenue

Detail Options | Include Details

Microsoft Internet Explorer |E|

G Merge J Surm Armounts Together For ' ": The data has besn copied
@ Celete Sriginal [ Replace

To Packet..,
Bienmiumn | 2003-05 v |

Pracket Eurpc\se| [Select a Purpose]
Packet

| 0013 Carla test copy packet

'Cépn,r _': -gancell- |
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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.

Yiew Packet List Crliria Views
View Packet List » Allatment Coding Structures

Cach Disbursements | CashReceipts | Revenue

Bienniums 2007-09 Pachat Numbar: 0013 Status: Ciraft Purpose: Operating Initial Allatment

Rows n Load \

Add Update Delete Dielete Al Allat, Details Comnmerts ||| Copy | f
|| ProgamIndexdt AFP. Sub-Project |
|:| 18101 DIVE 1283 - 5]
|:| b2222 ol 9939 ki
|:| 62401 [t 9999 7
|:| b2722 D533 9939 ki
D 2101 Tont 9999 ks
|:| 97t 1001 9999 ki
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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.
e 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.

3 Copy -- Web Page Dialog

Copy from Packet D013

Inchide Staff Months (FTEs)
Unallotted Reserves

O Merge J Sum Armounts Together for Duplicates

O Delate Criginal [ Replace

To Packet...
Bienniumn 2007-09

Pack.et
Purpoze

Packet Current Packet (00130

[Selact a Purpose]

Coding Struct, | [Select 2 Coding Structure]

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

e 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.

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

2l Copy -- Web Page Dialog
Copy from Packet D013

Include Allotted Expenditure Staff Manths (FTES)
] Unallotted Rezarves

Bienniurn
Pack.et
Purpoze

Packet Current Packet (0013

[Select a Purpose]

Coding Steuct, | [Select 2 Coding Structure]
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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 Existing 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 0013

Inchide Allotted Expenditures Staff Months (FTEs)
Unallotted Reserves

'@} Merge J Sum Amounts Together For Duplicates

{:} Drelete Sriginal f Replace

To Packet...

[Selact a Purpioze]

Current Packet (0013

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

Mew Coding Structure,.,
PLik2222, 0T HO01P19999,5P: 99
PLib2401,21:D518,P19999,5P: 99
PLik2722,01:DE233,P19999,5P: 99
PI:32101,21:I001,P:9999,5P 99
PI:97101,5T:1001,P:999'9,5P:99

Copy Cancel

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. Ifthis is the action you intended click the OK button.

X

Microsoft Internet Explorer,

9 , Copying data inko the selecked packet will merge new coding struckures and allokment details with amounts,
\V If there are duplicate records, the new amounts will be the sum of the bwo records,

Do ol wank ko conkinue with the copy?

[ (94 ] [ Cancel
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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 = Allatment Coding Structures

Delete Delete Al Allot, Details Carnrments

Program Indesx &1 AFRS Project AFRS Sub-Project
13101 CvE 1283 g
[F] gz222 = .

‘A Copy -- Web Page Dialog

F £2401
I:‘ £272e Copy From Packet D013
O 3zm Include Allotted Expenditures Staff Months (FTEs)
[F] 57101

Unallotted Reserves

Merge [ Sumn Amounts Together for Duplicates

@Delete Original f Replace

Ta Packet..,
2007-03

Bieriniurm

Packet
Purpose

Copy Coding Structure -- Web Page vriu.—o

Copy Coding Structure

Program Index

Cop

Organization Index Eudget Unit
[o1vE - Direct |

AFRS Project Budget Activity
[1283 - FFY07 Phepr-Base |

AFRS Sub Praoject User Defined

[0z - FFv07 Phepr-Prog @ |

AFRS Project Phase

| Sawe || Reset || Cancel |
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7. A message will appear saying that the action was completed.

‘2 -- Web Page Dialog

Copy from Packet 0013

Inchide allotted Expenditures Staff Months (FTEs)
Unallotted Resarves

O Merge J Surm Armounts Tagether for Duplicates

@ Delete Sriginal [ Replace

To Packet...
Bienniurn 2007-09

Pack.et

Purpose [Select a Purpose]

Packet | Current Packet (00137

Coding Steuct, | Mew Coding Skructure..,

Microsoft Internet Explorer [X|

f ' ": The data has been copied,

.Cépy | .gance.l.'

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 AND
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 Allotment Detail -- Web Page Dialog
Add Expenditure Allotment Detail

EAL Pacte) Repeat\opread Ouarterhy

I [ T R E—

Enter or Select an EAL EM 1

F S dmw [
Object
|[Enter ar Select an Object] | FH 2 _ FM 15 :
S FM 4 [ N s [
. s I T E—
| | o R E—

ik [ o [
FM 10 [ o [
FM 12 [ o] Fmzs

FriTotsl [ 0] Fiizses

Adi, Amount

AN
Biennial Total _

Cave Reset Add Cancel

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

Yiaw Packet Lt Orline Views

Wi Packet it = View Packel Header = View Coding Structikes = Alltment Detals LUsetBD Testerd 1 105 - Ofice of Financia Managemen

Statust Drah Purpos gnd Qi Adjustments

Prageam Indes
footo

Roms Load

i Enpenditure Allotment Details

Org, Index AFRS Project AFRS Sub-Project AFRS Phase Budget Unit Budgat Activity Usar Defined

i Lpdle et Dlsplay Bienmum V Freeze Columns
I

D A 50,000 L] O A A | 0 25000 2,000 0

Total 50,000 0 -50,000 00 0 D0 O0O0TUDODOO D 02500025000 0 0 0 00 D0 00O 0 0 0

Grand Tolal 50,000 0 -50,000 00 0 0O OO0 OO D 025002000 0 0 00 O0O0TO0O0O0 D0 0 0

Staf Manth &llotment Details

Unélotted Allotrment Details

Reserve Allotment Details




Lesson 7, Task 2 — Moving Unallotted Funds into Allotted

1. Create a quarterly amendment 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
L RN o Geelgie) O |
Wiew Packet List = Yiew Coding Struchures = Alltment Delals UsetBO Testerd ¢ 105 - Offce of Financial Management

Biennium: 2007-03 Packet Number: i1 Status: Draft Purpose: (peraling 2nd Qb Adjustments
Program Index Org. Index AFRS Project ARRS Sub-Project AFRS Phase Budget Unit Budget Activity User Defined
L] o o o

Rows Load

| Expenditure Allotment Details

Add Updste Dicke Display Freaze Coluning

kel enng F2 | Adi | Biennial FM | M |EM i} iu] i} ) N N
N ([

D oA 0 &0 I &0 0 BRS GRS GRS GRS GRS LES GES LES

Tokal 0 45,000 0 45000
Grand Total 0 45,000 0 45000

0 0 0 0 0 0 0552555255605 5625 5625 5605 5605 5605
0 0 0 0 0 0 0%5§2555255625 56255505 5625 5605 5605

Staff Month Allatment Details

| Unallotted Allotment Details

Add Updste Dielete
I T O T T I ™" S I T
0 e Ficd Your 2 <&
Tatd 0 45,000 0
Grand Total 0 45,000 45,000

Raserve Allotment Details




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 2007-09 Biennium, Purpose

“Operating Unanticipated Receipts” and choosing a contact. After you click Save you
will see a new tab available “UAR.”

Allotment Managem eview
igw Packet List I Cinline Yigws terprise Reporting

Logaut

View Packet List = Add Packet UserBO Testerd ¢ 105 - Office of Financial Management

Save

Reset Add Anather Packet

Packet Number: (13

Statust Draft Lock Packet Hl

Bierniurn
l2007-03

Purpise
|0peraling Unarticipated Receipts

Agency Internal Comment

Program

[Ma Program Selected) v fdd

FieName _____[ieTye
Tile

Thic Packet Conkains Mo Attachments.,

|Tutaria\ Unarticipated Receipt |

Packet Explanation (Agency External Comment)

Conbact

Tester ], UserBO A4 |[no email on recard] | |[no phans # on record]|

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
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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. L) 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.
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UNANTICIPATED POCKET MUMEER: o DATE SUBHITI'EDe
RECEIPT APPROVAL %ﬂlsi'i::“mt:;a;e o
nanticipa ce
REQUEST ? *?

RGENCY CODE & TITLE CONTACT PERSON o PHONE NUMEER
105 - Office of Financial Management | | ]
PROGRAM CODE &TITLE 0 BUDGET ACTIVITY CODE &TITLEe e
[Ma Program Selected] W | || | Operating

PURFOSE OF GRANT AND DESCRIFTION OF HOW FUNDS WILL BE USED

TIME PERIOD FOR THIS GRANT / MWARD:

Biegin Date (m-:nnths'damrearj| @| End Date (monthidawhvear) ﬁ|

Hote: K 2 portion of the grant period oceurs after the nest legizlative session, that portion of the grant should be normally included inthe agency's next
budget request. [See instructions)

TYPE OF GRANT F &R0 Check one. m

C‘ NEWY - The agency needs additional spending authority to spend thiz grant.
C‘ REMEWOL - The agency received this grart previously.
C‘ AODOEMOUM - The agency bas received additionzal funds to an existing grant/award andior the purpose of the grant has been expanded.

C‘ CARRY OVER FROM PREWVIOUS BIENNIUM - The agency has funds rernaining from a previously approved unanticipated receipt from the previous
biennium. Indicate 8lotment Packet Number: l:l

D PASS-THROUGH OMLY - Check if the full amount will be passed an to the recipierts and explain the nature of the pazsthrough.

BUDGET IMPACT SUMMARY
BCCOUNT- CURRENT AMOUNT AGENCY EXFECTS
. PREWVIOUS CURRENT EMSUING
Expenditure ALLOTMENT TO REQUEST IM HEXT
Bathority Type BIENNIUM BIENKILW BIENNIUM REQUEST EUDGET SUBMITTAL
FTEs | | | | | || |1 | | |
AWARD | | || | || | [ ]
AR
5 vl ] | | || | | |1 | | |
TOTAL

@JLLARS
es the grant require rmatching funds? C‘ YES C‘ WO S0OURCE OF MATCHING FUNDS: |
i yez and the funds will corne from the agency's currert budget, indicate the programs and activities that will be affected.
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10.
11.

12.
13.

AHALYSIS {to he completed by requesting agency) Attach additional documents or explanation as necessary. @
VES HO

O O 1. Can theze funds be substiboted for preserdly allotted funds?
f yes, desoribe the source and amourt to be placed in reserve.
f no, and if the reazon is anything other than a specific sipulstion bythe grartor, please explain.

2. Does scceptance of these funds commit the state to further expenditures in = (ater period?
O O ff yes, indicate the probable source of future funding.

O O 3. Does this new grardfaward create a new policy direction’?
f yes, it should be considered inthe ageney's new budget request rather than the unanti cipated receipt process.

4. Indicate the spacific plan for termination or continuation of the progran beyond the antici pated 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 the carry over from previous biennium one
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
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14.

15.

Matching combo combo dollar dollar dollar dollar dollar amount field /
Funds field / field / amount amount amount amount optional
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.

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 coding structure and allotment data, make

modifications and then import back into TALS-AMR

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 Peket i IIMI__

View Packet Lt UserBO Testerd 105 - Ofice of Financal Management
Bennium | 20703 ¥ Rows| Al ¥ Load AMR Pre-felzsz Edts ¥R

View Packet| Add Packet | Update Packet | View History | Delete | SetLocks | Alltments | Import @ Copy || Review Jssuss

HEEEE " : | Sths | Prouran |Bo | GeshDish | GahRept |Reu | Bolation | [neral oot | Lt ot |
05 Opersting Inital Altment Draf v ¥ ¥ ¥ Teaterd, UserB)
D By 0014 Operating Intial Allctment Warking Draft of Intizl Allstment Data Draft v ¥ v Testerl, Userf0
[ LlE] Revenue and Cash Adjustments i Testerl, UrB0
D 0t Operting Inital Alltment Draf Teaterd, UserB0
U i Revenuz and Cesh Adjustments Dref Testerl, UszrB0
D il Operting 1st Supplementzl Dt Teaterd, UserB)
D i Operating Internal Adjustments Draft Testerl, Userf0
D 0008 Operating Allocations Draf Testerd, UserB0

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.
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“} Export Data -- Web Page Dialog

Export

Selact the zsllctment data to export.
Expendituras Unallotted
Reserves St=ff Months
Cash Disbursements Cash Receipts
Re=wvenus

Export

3. Select Save to save this file.

File Download - Security Warning

Do you want to save this file?

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

From: ofmapoly400

[ Save ] [ Cancel

potertially ham your computer.  you do not trust the source, do not

@ 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.
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Save in: | =5 BExport and Import for Training V| @ _? = "

Recent

£

Desktop

My Documents

My Computer

.

File name: |Agenc'_.r 105 Export bd w | [ Save J

My Netwok  Saveastyps: | Al Files v| | __cance |
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5. A Download Complete dialog box will be displayed. Select Close. The packet has been
exported into a tab delimited text file.

3
(Gt Download Complete

Saved:
TALSExport_0019_ 27282007 from ofmapaly400

(ANARNNNNNARARANARAARARANARRRRARARRR R RN
Downloaded; 1.19KBin 1sec

Download to: I:\My Docume... \Agency 105 Export. bt
Transfer rate: 1.19 KB/Sec

Cloze this dialog box when download completes

[ Cpen ] [Dpen Folder ] [ Close ]

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: |[E] Export and Import for Training V| @ - | 'ﬁ, X O B - Tools -
Ej 105 TALSExport_0021_462007. txt

@ EI agency 090, txt
vy Recent || 5[ (EEEETEETSSRT |

Cit.ieri EI Agency 105 Export X.txt
= @ Agency 235 Import. txt
L @l_].ﬁ.gency 235 Import. xls
Desktop EI Agency Import. txt
@l_]CDp\_.r of ImportTextFileTemplate. xls
iy T.-!\LSExpcnrt 0015 3292007
| I?] TALSExport_0005_3302007. txt
My Documents
My Computer

My CDI‘I‘lpLItE{J

\ File name: | b | [ Open ']
My Metwork ]
Places Files of type: |A|| Files [=.%) - | Cancel
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7. The Text Import Wizard — Step 1 of 3, dialog box will open. Select “Delimited” data
type. Then select “Next>".

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that yvour data is Delimited,
If this is correct, choose Mext, or choose the data type that best describes your data.
Original data type
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 arigin: 437 : OEM United States v

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

thlntmentTmECndEDPrngra:uIndeandEDOrganizatinnIndeandEEl&frsPr ’_\

|2 EXPO000100 u] O O 0O (n] 000110 OOROROSWO1000004 =

|2 CADO0001000 O O O O OOo0zo0 0000000003 000000000

|4 CAROODO01000 O O O O O000AAROOOO010010 0045000000

i'E'IED':IfJCIlCID (u] O O O (1] OOozo0 OOROAOSWOL e

< | >
(==

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 - S5tep 2 of 3

" This screen lets you set the delimiters your data contains. You can see

how your text is affected in the preview below.
Delimiters

Tab [] semicolon ] comma

[lspace []other: I:I Text gualifier:

[] Treat consecutive delimiters as one

Data preview

llotmentTypeCode ProgramIndexCode DrgenizstionIndexCode RBEfrsProj ﬁ
oaol1la
ooola
ooola0
ooola0 P
< | >

[ Cancel ][ < Back ]| Mext = H Finish
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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.

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 (%) iText:

values to dates, and all remaining values to text, () Date: | MDY "

() Do not import column {skip)

Data preview

.00 =z

[ Cancel H < Back ]

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
Ixt.

B Mlcroso(Excel /1 Agency 105 Export J
] Fle .\“‘--——’._" Insert Format  Too Window  Help Type a question for help -8 X

éj_,aleﬂgngﬂﬁ SRRl RSN K Biv =B =0 @35 A

I e Whas® [ o LAY v 2l (- | Reply with Changes,.. End Reyiew... !
; & snaglt |3 | window - ! (@ @) | 4 A | G @ Favorites - | Go~ | 5] | Vefmapolydd3lindividual\SharleneM\My Documents\Export - Impor » !
Al A & AllotmentTypeCode
pam 8 | c [ b [ E [ F [ 6 | H [ 1t [ 4 [ K [ L | M | NG
Allotment TIProgramini Organizatii AfrsProjec’ AfrsSubPr AfrsProjec: BudgetUni BudgetAct UserDefine Apprapriati CapitalPro AccountCc ObjectCod SubObje -
EXP 700010 o1 A
3 ExP boo10 011 a b
4 [cap  [oooto 020
5
6 [CAR 00010 AAA
7 |FTE 00010 020 A A 3
I Pp—— | Ay 1 1 1 1 1 1 Fomn —
W 4% W]\ Agency 105 Export 1,/ | >
Ready NUM
——— ——
——‘-rﬁ .hi" -



10.

11.

12.

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

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.

Note: Allotment Type Code for the following: (see appendix 3 for the Import
Specification) L4/ Note: Option 1 agencies must have a separate row for expenditure EA
Indexes and Objects.

Expenditure = EXP
FTE=FTE

Reserves = RES
Unallotted = UNA

Cash disbursement = CAD
Revenue = REV

Cash receipt = CAR

Save this file as a text, tab delimited file:
Select File, Save As, click the Desktop icon, change the File Name: Agency XXX
Export X.txt

Save as Type: Text (Tab delimited) (*.txt)
Select Save.
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Save in: I3 Export and Import for Training v @ -3 | 'a X 4 £ ~ Tools -

IE] 2005-07 - 351 - L901[1]. txt
@ Z) iAgency 105 Export 1, bt
My Recent
Documents

—

K

My Documents

My Computer

-
E g File name: |.ﬁ.genc5-' 105 Export 1.txt b | L Save

J

My MNetwork

13. You will be prompted with the following message. Select OK.

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.

[ Ok J [ Cancel J

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

Microsoft Excel

Agency 105 Export ¥, 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 No. Then save a copy in the latest Excel format.
» To see what might be lost, dick Help.

[ Yes J [ Mo ] [ Help ]

15. 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
Select 3 pre-formated text file to upkead.

Browse...

O Merge [ Sum Amounts Tegether for Duplicstes

O Delets Original [ Replace

Click_here to dovinload the file uplosd templste,

dnee

I

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

Do you want to open or save this file?

Mame: ImportTextFileTemplate.xs

A Type: Microsoft Excel Worksheet, 15.0 KB
From: ofmapaly400

[ Open ] [ Save ] [ Cancel i

Always ask before opening this type of file

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

@ While files fram the Intemet can be useful, some files can patentialty
save this file. What's the risk?

4. The AMR Import template will open.

! Fle Edt Vew Insert Fomat Took Data GoTo Faverites Help ,ff
@Eaclf \) B @ fb pSeardn *Fauontes @ m Bv :} D ﬁ

¢ Adgress ¥ GU
¢ Lirks @InsideDH\ﬂ-lnh'anetHomepage aﬁudgetandnﬂuhnentSupportSystem 8-2006 - & Snaglt @ il

A B C D E
Allotment Type Code Program Index Code Organization Index Code AFRS Project Code AFRS Subproject Code

1
2
3
4
5
b
1

W4 b n)\ Sheett { Sheet? / Sheetd /

ﬂ Unknown Zane

5. Select Save As and save this template as an Excel file. In training, save to your Desktop.
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Save in: |@Deskbap V|@* 3| @ X [ - Tools -
[DM*; Daocuments
d My Computer
MyRecent || My Netwark Places
Documents || ass Release 6 TALS
- @Cnpy of ImportTextFileTemplate 1.xds
L- @Cnpy of ImportTextFileTemplate, xls
Desktop @impnrt 100, xls
[57Shortcut to BASS Release 6 TALS
(& ﬁshnrb:ut to Product Manager File
,) ) SWFS
My Documents @Jtest.xls
My %t&r
-
Q File name: v | [ Save J
My Netwark —
Places Save as bype: |Min:rc:sn1‘t Office Excel Workbook (%.s) 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 any packet in draft or returned status only. £4J
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. £ZJ 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.

: Cott AGS

Allotment Management & Review BSS ey

Logaut

I - - - |y e e

Viewi Packet Lig UserBO Tasterd 1 105 - Offce of Fnancial Management
Biennium | 20708 ¥ Rows| 10 ¥ Load AMR Pre-Relase Edts ¥/ Run

Vievi Packet || Add Packet || Update Packet || View Hitory | Delete | Setlocks | Alotments M Export || Copy || Review Jssues

Title Status  Program Exp Cash Dish Cash Recpt Rev Explanation Internal Conment Last Update Creator
|:| 1 0% Operating Infial Alotment Warking Draft of Intisl Alotment Data Dt v 4 Testerd, UserB0 Tasterd, User0
|:| 057 Operating Inial Alltment wenditest Dref v Gunther, Wendi  Gunther, Wendi
|:| 1 0% Opersfing Inital Aletment Font <2z tes packet Dt 0N-Budget v ¥ v 4 Testr] UserEA  Testerd, Superliserd
na 055 Operating Govemor's Cash Defict Reductions Dret vo¥ Testerd, UserBD Corbin, Sare2
|:| 054 Operating Unanticipated Receipts Test Adjustment Honth Dret v v Ouermzn, At Overman, Art
|:| 0053 Oiperating éth Qtr Adjustments Test Adjustment Manth for Pl Approp ~ Dreft v v MeGrath, Sharkne  Overman, Art
|:| 1 1123 Operating Unanticipated Receipts Tast PDF Link in Eml Dret v Ouermzn, At Overman, Art
|:| 09 m Operating Unanticipated Receipts Test PDF Link in Emal Pending v v Adwin, AMR ~ Overman, At
|:| ] Operating Infial Alotment et Dret v WcGrath, Sharene  McGrath, Sharzne
D M3 Operafing dth Qtr Adjustments Test Adj Month Dret v Ouerman, At Qverman, A
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2. Select the Text File tab.

Text File | | {g=gikie

' sted tesct file to upload,
[ Browse_. |

{:} Merge [ Sum &mounts Together for Duplicates

O Delete Original [ Replacs

Click_hers to download the file uplosd template.

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.

Choase file 1?1 X]
Look in: I (2} Desktop j - =5 Ef-

[}My Documents [5)BASS Release 6 TALS ln

s My Computer ElBAss STR System Bn

Recent 'aMy Metwork Places @Eudget and Allotment Support System r~

S — @' CTool ﬁ Calculator Eh

@ B8 5 3270 Secure =% cBSMan. pdf &

£ )Roxio DigitalMedia Plus v7.2 = connect.pdf En

Desktop @ Snaglt & 1 Executive Manitoring o

i 1 Steelray Project Viewer ﬁFastTradcTuAMF‘..exe @h

L;) EETest Case Manager @Gwernur Christine Gregoire Welcome Eh

_r [£] 105 OBI for 111601 test. txt Bl import c100.xs &lc

i [£] 240 FTE Agy LvI BIENN ROLL sw.txt 43 Internet e

P @ 1500char.doc @Lo«;in to TestTrack Pro Web E‘iF

E’ Acﬁuity Budgeting Issues @Micrnsof‘t Office Access 2003 s

My Comanties ] Agency Impart. txt k8] Microsaft Office Excel 2003 Eb=

.ﬁ.JIuhnF-_nt Reports I-;Elhﬂiausuft Office Qutook 2003 s

q i [ JiLf | ll

My Network File name: |ﬁgenc'_.r Import bt j Open |

Places

Files of type: | &l Files 1) | Cancel

R
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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.
LI 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 SPS Data

Select 3 pre-formated texdt file to upload.
|I:‘Ll"u'1yr Documents\Export |

erge [ Sum Amounts Together for Duplicates
@ Crriginzl [ Replace

Click_hers to dovinload the file uplosd templste,

Upload Cancel

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

Microsoft Internet Explorer E|

P Importing into the selected packet will delete any previously existing coding and
\1‘) allotment data contained within it.

Do you want to continue with the impart?

[ Ok ][ Cancel J

6. On completion of the Text File Import, the system will display a successful message,
click OK.
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Microsoft Internet Explorer |E|

" E File uploaded successfully.
[ ]

Lok |

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 Managemeant Biennium
Date & Time 3(2/2007 2:38 PM

Error Description
organization index code: Organization Index is optional, but f specified, must be exacthy 4 alpha-numeric

characters,
program index code: Program Index must be exacthy § alpha-numeric characters.

b

Prrint 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
expenditure objects A and B amounts.

L) 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.
L) Note: Can import a SPS Projection file 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 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. ZZ 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 object 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.

Contzct BASS
Allotment Management & Review B Hep

Lagat
N -« [ e

Ve Pachet i UserB0) Tester]+ 05 - Oficeof Fiancial Management

Bennium | 203 ¥ Rois 10 ¥ | Load AR Pre-Rease s ¥/ fun

Ve Packet  Add Packet | Update Packef || Vew Hitory | Delele SetLocks | Alefrens |

{ Emart | Cony || Review Jsues
T

Stabus  Program Exp Cash Dish Cash Recot Rev Explanation Internal Comment  Last Update

Creator

D i e Operstng Intl Alctrent Working Draftof e Aletrent Date Dt v v Tl B0 Tt Use
D iy Operating Il Alokment wendite Dret v Gunther, Wend  Gunther, Wendi
D i 0% Operafng It/ Aletment Font szefest packet Dt OH-Puggt v ¥ v v Tested, UserER  Testerd Superlserd
N4 W55 Opereting Govemar's Csh Deft Reductions Irt vy Tatel, V) Corbi, vl
D iz} Operating Unantcipaled Receipls Ted Adjusment Morth Dret v v Overn, At Overman, Art
D s Oparating éth Qfr Austments Test Adjustment Month for FYL Agprop ~ Drsf v v MeGrath, Sharknz  Overman, At
D i m Operaing Unznficpeted Recepts Test POF Link i Emel bret ¥ Overman A Overmn, At
D 09 i Operatng Unenkicipaed Receipts Teat POF Lk in Eme Pending v ¥ Adwin, AMR~ Qverman, At
D 05 Opersing Intl Aletment bt Dret v Merah, harkne - Merath, Shinens
D ik Opersting 4h Qfr Adusiments Test Adj Menth Dret v Overman, A Overmn, At
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2. Select the SPS Data tab.

Salary & Bensfit Rolil

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

'::::' Merge [ Sum Amounts Together for Duplicates
() 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 - Asron's Projection hd

Salary & Bensfit Rollup AB1 - Aaron's Projection o

AJ2 - Azron’s Second Projection
FTE Account Rellup  |RM1 - Risk Managment Admin, 07-09
. RMA - Risk Management Admin, 07-03
FTE Object Rollup | pMD - RISK MANAGEMENT DIVISION
LGS - LG5I 0709
LI - test

O Mergs [ Sum Amof TTT - test

) Delete Original [ R{EO1 - test prod

AL1 - Projection for Allen

ALM - 41% FTE's - Jul 2006

SCS - SACS Lead Worker 50 Raise -
LR - HR Dats for Call Barg (07-09)
BLD - SFY 08 data

HEP - CGFM

IMW - Testing Projaction

CS2 - CSI biennium 2

V1 - Testing

Ihth:l:ﬂqabass.uﬁn.wa.gu ﬁ 3?:; ) i:ﬁ?;ﬁ?ﬂﬂ Impart file
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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 EAI and not

FTE.

‘2 Import -- Web Page Dialog

Text File | [IFEEIEEY

Erajection File | AB1 - Aaron's Projection v |

Calary & Banefit Rollup | Object

FTE Account Rollup

| Sub-Object
Sub Sub-Object

FTE Object Rollup

O Merge [ Sum Amounts Together for Duplicates

O Delete Crriginal [ Replace

Cancel

http: fgabass.ofm.wa.go | § Internet

5. Click the down arrow for FTE Account Rollup to select the FTE detail level at account or

EAI. Select 001/996 Account.
Note: 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.
Note: By selecting Account, the FTEs will be imported by account.
Note: By selecting EAI, the FTEs will be imported by EALI.
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2 Import -- Web Page Dialog

Import

Text File SPS Data

Projecticn File | AB1 - Aazron’s Projection o
Salary & Benefit Rollup| Object v |

FTE Account Rellup | D01/9%6 Account |

EAT
Account

FTE Object Rollup

O Merge [ Sum Amounts Tegsether for Duplicates

() Delete Original / Replacs

Ihth:l:ffqabass.oﬁn.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

a Import -- Web Page Dialog

Import

Text File
Projecticon File | AB1 - Aazron’s Projection W
Salary & Benefit Rollup| Object v |

ETE Account Rollup | 001/396 Account | |

FTE Object Rollup Mo Cbject W
Object
'O' Merge [ Sum Amof Sub-Cbject icates

Sub Sub-Object
{:} Delete Crriginal [ Replace

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

TextFile | [IEEIEEN

Projection File | AB1 - Aaron'’s Projection b

Salary & Benefit Rollup | Object v |

FTE Account Rollup | 001/996 Account % |

FTE Object Rollup | No Obiject v |

erge [ Sum Amcunts Tegether for Duplicates
E‘ Original § 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

Imparting 5PS data into the selected packet will delete any previously existing
- coding structures and allotment details for FTEs and expenditures for objects
AandB.

Do you want to continue with the impart?

[ oK ][ Cancel ]

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

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

' ': The 5PS data has been uploaded. Please verify the variance between allotments by Object and allotments by EA Index.
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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 expenditure, cash disbursement, cash receipt, and revenue
component information. Contains selections for packet number, purpose, status,
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 12.

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. £ZNote: 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 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.

Online View

Filter || Save Filter || Open Filter || Expand Rows || Colapse Rows

Biennium: 2007-03  Agency: 303 - Department of Heslth

B Expenditure Data by EAI (2)

05 Il o o e e B e
Humber Code Total | Total Amt. Total 07 14 17 20 | 21 [ 22 24
’0 0136 976 0 1 0 1 0 0 0 0 0 o o 0 0 0 0 0 0 0 L} L} 0 0 o o 0 1 0 0

A s o s 0 %76 ° o 0 0 0 0 ©0 O 0 0 0 0 EMEH 0 0 0 0 0 0 0 0 0 0 0 0

B Expenditure Data by Object (2)

Object | FY1 | FV2 | Adj. | Bien. M FM 12 FM FM FM | FM | FM FM
Code | Total | Total | Amt. | Total 02 07 14 17 20 | 21 | 22 24
E L] 1 0 1 0 L] L] 0 0 0 0 o L] L] L] L] L] 0 L] L] 0 0 0 0 o 1 L] L]

,0 0136 A SE7.654 0 -%7654 0 0 L} L} 0 0 0 0 0 0 0 0 SE7.E%4 0 0 L} L} 0 0 o o 0 0 0 0

(© 2006-2008 Washington State Office of Financial
Budget and Allotment Suppart 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.
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2. The “No filter has been defined for the Online View’ message will prompt you to create a
filter.

Orline Wiews

Cnling Wiewe

Filter Save Filter Open Filkar

Mo filter has been defined for the Online Wiew,

BASS Help
of Financial Managernent
3¢ Alphacs

2l Allotment Review Filter -- Web Page Dialog

Allotment Review Filter

Organization || Account | Summary

Components

| Expenditures b |

Expenditures D Staff Months D Unallotted D Reserves

Packet Information

Group
Lvl. Disp. Criteria

Mumber ] | |

Purpose |:| | |

Status |:| | |
| ..
|

Pkt. Pgm. ] |
Title ] |

ik, lzar ance

LI 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,
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program, and title. You also have the choice of viewing expenditures, staff months,
unallotted, and reserves within the expenditures components.

e 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

4. From the Packet tab first select the Expenditures Component.

2 Allotment Review Filter -- Web Page Dialog

Open Filker

Sl | Crganization || Account | Summary

Components

Expanditures

F Months I:'Llnallntted DReserves

Cash Disbursernents
Cazh Receipts
Revenue

Group

Lvl. Disp. Criteria
Mumber ] | |
Purpose |:| | |
Status |:| | |
Pkt. Pgm. | |
Title | |

ik Clear Cance

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.

111



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. £/ Note: A Group Lvl. must be chosen if a criterion is
entered. ZZJ Note: At least one element must be selected to display.

6. Select Group Lvl 1 and check Display for packet number and enter three packet
numbers in the Criteria box.

) Allotment Review Filter -- Web Page Dialog

Allotment Review Filter  Filter: program 010

SE-Igl  Crganization || Account | Summary

Components

| Expenditures b |

Expenditures D Staff Months D Unallotted D Reserves

Packet Information

Group

Lvl. Disp. Criteria
Number [1 %] [o00z,0009,0012 |
Purpose |- V| |:| | |
Status - O ...
Pkt. Pgm. - O |
Title -+ O |

ik, lzar Caricel

L 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

Crpen Filter
Packet | JlGhisGWY | Account || Summary

Organization Coding Information

Group
Lvl. Disp. Criteria

O

|

o

[

-~ O
-~ O
-~ O
-~ O
-~ O
-~ O
-~ O
-~ O
-~ O
-~ O
-~ O
-~ O

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 Drganization | e SUmImary
Group
Lvl. Disp. Criteria
Account | [l...
EAT | [
EA Code | [l...
EA Type O | [
EA Char. | [l...
Object = | [l...

Object
Sub-0bj. O
Sub Sub-Dbj. [F]
Cap. Proj. |

ik

[}
(g
[
b
e
e
I:l
(n}
L
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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.

A -- Web Page Dialog

Allotment Review Filter

Packet || Organization || Account

Expenditures Filter
- Include Expenditures

Packet Murber: 0002, 0009, 0013 (Group Lvl: 1, Displayed]
Prograrm: 010 (Sroup Lul: 2, Displayed)

Account: [Group Lvl: 3, Displayed)

EAL: [Group Lwl: 4, Displayed)

Object: (Group Lyvl: 4, Displayed)

ik Clear Cance

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 isa ‘+’ 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.

Online View

Fiter || Save Fiter | Open Filter | Expand Rows | Collapse Rows

B Expenditure Data by EAT & Account (1) A

pake FV1 Total | FY2 Total |, = M 02 FMO7 FM 12 14
Number Total

B os  4zeman an10631s 0 83743750 3515887 4255626 2657502 4330645 33077 3440641 337713 359909 3361789 3534866 3325037 3840085 3313,030 3440534 339600 341730

IER lmmmmmm s e v v v | i v e s

010 42637431 41106315 0 83743750 3515887 4295626 2657500 4330649 33,727 3M42e41 3372713 3569509 3361789 3534866 3325037 3840085 3313030 3440534 3396650 341730

A“"““ FY1 Total szTolaI Bien. FM 07 FM 14
Total

M om amm w02 0 BZ.OD?,DH 3AR23%4 427035 25M7M 45180 3HL26 33M3H0 1298065 ISI4A16 328329 3460373 3250421 I MEALS 3249528 33T 131820 33%1e
[ SRESE B3 D L0593 40BB6 42180 46144 MI800 42180 455E0 4180 MIBD 46180 42180 4L1B0 67446 M1 4308 434 M
760 BL7A M6 0 6705 1607 630 A4 M3 B3 6310 R W33 B3B3 K33 H4% WM A0 MER 30H 38

B Expenditure Data by Object (1)

pockat| FYL Total | FY2 Total |, e FM02 M 07 FM 12 M 14
Humber Total

0003 42637431 41106318 0 B3 43750 3SIGEET 4295606 1657501 4330649 3INTT 342l 3370713 3583505 336L7ES 353Ee6 3305037 3BA0085 3313030 344053 3388690 341730

N I N E B B B B ERiEa e

010 42837431 4l,106,319 0 83743750 3515887 4295626 2657501 430649 33MTH 3ML6Al 3372713 3569509 36L7B3 3EMBEE 3305037 3BAD085 3313030 344053 33ESE 343N
W

¢ | >

1B 2006-2008 Washington State Office of Financial Management
Budget and Allctment Suppart System (BASS) 1 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. Note: When delete is selected a confirmation dialog box will appear.

List | EOIGERUERY | Enterprise Reportin

Online View

Fiter || Save Filter || Open Fiter | Expand Rows | Collapse Rows

303 - Departr

B Expenditure Data by EAI & Account (1) ]
Packet | vy otal | P2 Total | A4 | B=m | pugy | mo2 M7 FM12 | FM13 | FM14 | FM15 | FM1
Number ot 2| Amt. | Total =

[l oms 4263431 41108319 0 83743750 3515887 4295626 2657502 4330649 337,727 34464 3372713 3,589,%09 3,361,789 3,534,866 3325037 3B40085 3313030 3440934 33WEIL 34173

010 42637431 41,106,313 0 83,743,750 3515887 4295626 2657502 4330649 33N07Z7 IMLEH 33773 3589309 3361783 353866 3325007 IBH0085 335030 34405M 33WEN 3417

count Bien. o o y
I S S e E e EEERERET

B o 41,759,803 40,247,226 0 82007023 345033 4237135 2575,744 4255158 3302236 3370390 3296165 3514416 3 2B32%6 3466373 3256421 3F4E115 3,245,928 3372778 338N 333

[r\dex FY1 Total | FY2 Total = FM 02 FMO04 | FMO5 FM 07 FMO9 | FM10 FM 12 FM14 | FM15
Amt Total

8,401,157 8,401,197 673,510 64,347 815,717 657,047
o012 0 BE7LIZS BETLIZS 0 0 o 0 ] 0 0 o o ] 0 0 750,186 701,247  THETS5 TR
020 2208254 21,820,958 43503492 2032015 2734712 L0418 1787119 1801651 1801651 1BO3.651 10803651 1803651 1803651 1B3651 1BE4243 1746088 1797848 174633 173
En 505,000 o 505,000 3z 5309 &170 12,350 5,503 5308 40,313 45,919 40,519 40,913 40,513 2413 o o 1]
m 0 405000 405,000 L} 0 0 0 o 0 0 0 0 o 0 0 MEB /I BIE 3
431 987,166 0 97,166 0 0 0 9% 4,256 4.2% 41% 4% 42% 4,2% 4,2% 4.1% 0 0 0
500 9431711 8597348 18429659 693835  BI9,105  F46455 751889 7E7B00  BE7940  7RSEE2  BOZOZE 43424 TAAM20 721838 98585 692,102  B077BS  TMBEI 7B
580 172,514 172,814 345,628 13382 14,354 14318 14354 14354 1435 14,354 14,354 14354 1435 1435 15,348 1337 14363 4510 1
PAL 53,057 0 53,057 4,000 433 433 4,333 4,333 4338 433 4333 4,338 4333 4,33 11,667 0 0 [}
PA1 0 59,057 £8,057 0 0 o ] [ 0 0 o o [ 0 0 4,000 433 433
PB1 12034 0 120,34 9,287 9,577 10,100 9,577 9.977 3,577 9,577 9,577 9,577 8,577 3,977 1114 0 0 0
PB2 0 120,324 120,324 0 0 o 1] o 0 0 o o o 0 0 5,508 10,15 10,303 1

0
0
0
0
0
0
0
L]
0
0
0
0

‘o‘o‘o‘o‘o‘o‘o‘o‘o‘o%

002 S45,896 513,227 0 1,059,123 40,886 42,180 45,144 44,180 42,180 45,380 42,180 44,180 46,180 42,180 42,180 £7445 42,041 43,58 4343 S0
lmmmmmmmm
110 545,896 513,227 0 1,053,123 40,886 421B0 465,144 44180 42,180 45380 42,180 44,180 45,180 421B0 42,180 67448 42041 43258 43435 50258 43,23 43258 43.2%
E 760 331,732 345,868 [] £77.558 2,607 26,311 31,614 3131 26,311 26,311 31313 26,313 26313 26436 24,524 21,061 24,858 37,04 31
lmmmmmmmm
3L 0 B3 2607 26311 31614 31311 26311 26311 32368 31313 26313 26313 26436 2454 0
Je 092 0 345,866 L] 345,866 L] L] L] L] L] L] L] L] L] L] L] 0 21,061 24858 37,034 31858 26858 26858 36,808

I ——
@ @ Trusted sites

=
e e e e e e e e e
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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 Quarterly
111 - General Fund State - Fy0g EM 1 42,269 EM 12 |:|
FM 2 33,998] FM 14 ]
aoke s R I
FM 4 41,337 FM 16 ]
Sub Ohbject
i || s R I
b Sub Obi. FME 41,435) FM 13 ]
i | e e —
FM 2 33,966] FM 20 ]
FM 10 a0,333) FM 22 ]
FM 11 40,954 Fm 23 [ ]
FM 12 40,338] FM 24 ]
FY1 Total asnze] FyzTotal [
Biernnial Total 491,136
Save Resat [relate 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 EAIl and Object. 1’ve asked to display packet number, program, account,

EAI, and object.

Online View

Fiiter || Save Fiter | Open Fiter | Expand Rows | Collapse Rows
Biennium: 2007-03  Agency: 105 - Office of Financial Management

Up e
| FLo| P2 A Ben o pygp (Fnos | Mo | Mo | P06 | Fo7 | o8 | Pos | P 0 | Ft [Pz | 13| e | Fets | Fte | EM 17 | Pats | Eeas | po
er| Total | Total |Amt| Total H
E|

0002 169%3% 1714863 0 341,267 205,067 109517 109517 205067 109517 108,517 X5067 109517 109,517 205067 109517 109511 205606 111,05 111056 206606 111,0% 1110% 206606 111,05
0006 2,706 M58 0 51734 ] 7 0 7 7 0 7 7 0 7 ] 0 A ] 0 750 ] 0 750
o7 WM A7 0 BN ] 0 0 3, 0 0 3, 0 0 3, ] 0 35 ] 0 351 ] 0 151

¢ 1 ] 2

© 2006-2008 Washington State 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.

(B2l Online Vievss

Online View

No fiter has been defined for the Gnline View,

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

119




3. Select the Filter tab. The following dialog box will be displayed:

2 Allotment Review Filter -- Web Page Dialog

Allotment Review Filter

Drganization || Account | Sumimary

Components

| Expanditures W |

Expenditures |:| Staff Manths |:| Unallatted |:| Feserves

Packet Information

Group
Lvl. Disp. Criteria

Mumber ] | |

Purpose |:| | |

Status |:| | |
|
|

Pkt. Pgm. |
Title |

ik Clear Cance

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.

e 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
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4. From the Packet tab first select the Expenditures Component.

A Allotment Review Filter -- Web Page Dialog

Allotment Review Filter

Open Filker

Drganization || Account | Sumimary

Expanditures .

=¥ Manths DLInaIIDtted DReserves

Components

Cazh Disbursernents
Cash Receipts
Reverue

Group
Lvl. Disp. Criteria

Number |:| | |

Purpose |:| | |

Status |:| | |
I
|

Pkt. Pgm. |
Title |

ik lzar Caricel

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. £Z/ 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.

A Allotment Review Filter -- Web Page Dialog

Allotment Review Filter

Open FIH:E[E

m'dﬂrganizatinn Account || Summary
Components
| Expendituras b |

Expenditures I:l Staff Months I:' Unallotted D Reserves

Packet Information

Group
Lvl. Disp. Criteria
Number o002,0005,0007 |
Purpose |:| | |
Status O |
Pkt. Pgm. N | |
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 Filter
Facket | QelOvEhinENbNGY | Account || Summary

Organization Coding Information

Group

Lvl. Disp. Criteria
Pgm. Tdx. O | |
Program = [o1q] |
Program Sub-Act. ]
Sub-Pgm. Fi Task FI
Activity O
Org. Idx. O | |
Org. (=] | |
Division Fi Unit Fi
Branch Fi Cost Center Fi
Section Fi
Bud. Unit ] | |
Bud. Act. ] | |
User. Def . |
Project [ | |
Project [Fi
Sub-Proj. [Fi
Phase ]

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

Open Filker
Facket || Organization | =i Summary
Account Coding Information

Group

Lvl. Disp. Criteria
Account |
EAT |

|

|
EA Code | [l...
EA Type O | ..
I

|

EA Char. |

Object = |
Sub-Obj. |:|
Sub Sub-Obj. ]

Cap. Proj. |:| |

ik

[}
(g
[
b
e
e
I:l
(n}
L
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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

Crpen Filter
Packet || Organization || Account

Filter Swmrma ry

Expenditures Filter
- Include Expenditures

Packst Number: 0ODDZ, ODDE, 0007 {Group Lvl: 1, Displaywed)
Program: 010 (Group Lvl: 2, Displayed)
Account: (Group Lvl: 3, Displaneed)

EAL: (Group Lvl: 4, )
Cbject: (Group Lvl: 4, Displayed])

O Clear || Cancel

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 isa ‘+’ 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.

Fy1i Fy2 Adj. Bien.

0 3411267 205067 109,517 109,517 205067 109517 109,517 205,057 103,517 109,517 205067 109,517 109511 206,506 111,05 111,056 206,605 111,056 111,05 205606 11105 1111

Humber
0002 1,696,338 1,714,859
0065 L6 95608 0 517314 o [ o 7350 [} o 730 o o 73502 o o 73502 [} o 730 [} 0 7502 o
0007 10713 14287 0 2500 ] ] 0 3571 0 0 351 ] 0 35 ] 0 351 0 0 3571 0 0 3 ]
v

il | 3

£

©® 2006-2008 Washington State Office of Financial Management
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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. Note: When delete is selected a confirmation dialog box will appear.

View Packet List | [EOINENUENE] | Enterprise Reportin “harts

Online View

Filter || Save Filtes

Open Fiter Expand Raws || Collapse Rows

Biennium:

Expenditure Data (2) &

Update | Dekle

I FY1 Total | FY2 Total - Bien. Total mmmmmm FMO7 | FMO8 | FMO9 | FM10 | FM11 | FM12 | FM13 | FM 14 mm FM17 H

0002 1636398 L714.869 0 3,411.267 05067 103517 103517 05087 108517 108517 205067 109,517 109517 205067 19517 109511 206605 111,0% 111,05 205606 1110% 1

FY1 Total | FY2 Total FM 01 FM03 FMO06 | FMO7 | FM O3 FM11 FM 1. FM 14 FM16 | FM17
Aml‘ Total

165639 1714869 0 3411267 205067 108517 109,517 Q05067 109517 109517 205067 109517 108517 205067 109517 109,511 206606 111056 111,05 206606 111,0% 1

i T s [ s [ s v e v [ i v v i s [ v |

3411267 5067 109517 109517 05087 109517 103517 205067 109,517 103517 205087 109517 103,511 206606 111,05 111,05 206606 111,05

FM 02 | FM 02 4 | FM05 | FM 06 FM 08 | FM 03 M FM 1. M 14 EME

[ Microsoft Internet Explorer A R 0

Packet Packel Packet
Purpose | Status Program 92 FMO7 | FMOS | FM 09 FM 11
Title Title \.J Are you sure you want to delete the selected record(s) Permanently from the database?

1,663 534254 ML7TM  3E3668 5724 MLTM 3616

T — irrws ariwe | amows | FM04 | FM 05 FMO7 [ FMO8 [ FM 09
Code | Code i ;

DE 00010 0 SEBADD 118233 16683 16683 112233 16683 16683 112233 16683 16883 11231 1 =

_ Capital
Subobject | Subsubobject - FY2 o FM
- :ﬁa Tnta\ Total Total FM 01 |FM 02 |FM 03 FM 04 | FM 05 | FM 06 | FM 07 FM 11 |FM 12 13

E ] 10,000 0 0 10000 5417 417 417 417 47 M7 47 47 47 47 47 43 D
D o E G 33,200 0 0 B0 L7 LT 277 LT LT L7ET L7ER L76T L7 AMT 137 1763 O
D o E z 1000 0 0 1,000 & & & a8 8 8 &8 :3] & & 8 &g 0
M m E K 383200 0 0 383200 36,550 0 0 95550 0 0 95550 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.

Expenditure Data (1) A

Update | Delete

| | Packettumber | Fv1 Total
=] [}

‘B Update Allotment Detail -- Web Page Dialog E

Update Allotment Detail

o L Lo o s Lo
- i ranmt ot | Sy mmmmm
FM1 [ 5583 FM 13 [ -5,583)

o — e — mmmmm

Qbject M3 [ -5583] FMi1s [ -5,583]

—
FM 4 [ 5583 FM 15 [ 5,583

Sub Object
FME 583 FMIB -5,563]

Sub Sub Obj. ‘ | [ | FM 07 FM12
FM 7 [ 5,583 FM 15 [ 5,583

FME 5,583 FM20 5,563

-1L325  -1,325 1325 -1325  -135  -L35 -39 -135 -
FM3 [ 5,583 FM21 [ -5,583|

FM 10 [ -5583 FM 22 [ -5,583)
3 FM 05 FM 07 FM 12
FM 11 5583 FM23 -5,583]

FM 12 [ 5,587 FM 24 [ -5,587] (53 5583 5583 -5,583 5,583 5,583 5,583 5583 5583 5557

e [ o o | T T

5,583 5563

] Biennisl Tetal] 134,000] 05 W05 W5 105 05 05 05 W05 105

O 00130 3040 0 0 0 20 20 20 20 20 20

D 00130 3080 182 152 152 182 182 182 182 192 152

O 00130 2400 179 L7 L1 L1 LW L7 47 4L 47

O 00130 3010 ® = 9w 2w 9w W % ®w 0w

O 00130 3020 55 55 s s 58 58 s 8 5

O 00140 2100 133 133 138 L33 L33 133 133 133 138

] 00150 200 60 67 &M  6M  6M 60 60 60 6M
£ oo 1 254,736 G N2 N2 AW D AW AW
£ o= T -39,003 328 3280 3250 3253 LM9 LM 38
; 098 E -627,800 ~52,317 ~52,317 ~52,317 -52,313 ~68,963 ~-68,963 ~-68,963
£ o A 1023345 85280 85280 85280 85283 4308 4308 4308 b |
£ o= B 3531 524 529N SRS SR 45209 45208 4508
£ e c -T,223 -60,102  -6D,102  -60,102  -60,102 5 5 3

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

Say | want 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.

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

Packet tab selection: Component = Expenditures. Number = Group Lvl. 3, check Disp.
4. Click OK for online view

w N

) Allotment Review Filter -- Web Page Dialog

Cpen Filker

Packet || Organization || Account

Expanditures Filter
- Imclude Expenditures

Packet Mumber: [Group Lvl: 2, Displayed)
Program Index: 12120 [Group Lvl: 1, Displayed]
Eal: 020 (Group Lvl: 2, Displayed)

Refresh

ik, lzar Caricel
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Say for this example that | want 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. Idx. = 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

Packet || Organization || Account

Expenditures Filter
- Include Expenditures

Packet Mumber: [Group Lvl: 3, Displayed]
Program Index: [Group Lwl: 2, Displayed)
Account: 001 (Group Lvl: 1, Displayed)

Refresh

ik Clear Cance
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Say for this example | want 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

Open Filker

Facket || Organization || Account

Revarue Filber

Packet Murnber: 0009 [(Group Lwl: 1, Displayad)
Account: [Group Lvl: 2, Displayed)

Major Source: [Group Lyl 2, Displayad]
Source: [Group Lvl: 4, Displayed)

Refresh

ik

[}
(g
[
b
e
e
I:l
(n}
L
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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.

Dpen Fiter || Expand Rows || Collapse Rows
ium: 2007-0°  Agency: 105 - Office of Financi ment

Expenditure Data (1)

E= R =R EEEEEERRE RRE R EE B R EEE
Humber Total Total Amt. Total 07 14 17 21 | 22 [ 23 | 24
0 0 0 0 0 o 0 0 0 0 0 L} 0 0 0 0 0 o 0 0 0 0 0 0 L} 0 0

0046 0

© 2006-2008 Washington State Office of Financial Management
Budget and Alotment Suppart System (BASS) : AlphaQA

2 Manage Filters -- Web Page Dialog

Save Filter

Title |

Dielete
| [Title71 [

packet 0010 by program Carla D

packet 0001 by

prograrmfaccount EAT e

packet 0001 by programfaccount Carla O
packet 0001 by program Carla D

all packets for program 070/EAL Carla D

O
O
O
O
O
L

all packets for oroaram 070 Carla D v

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.

Online Views

Filter || Save Filte
Biennium: 2007-

Expenditure Data (1)

IFRNFAARAAAHAAAAAAAHAAAARAAAAAEEA
Humber c e = R 07 14 17 24
06 0 0 0 0 0 0 0 0 0 0 0 0 ] 0 0 0 0 0 0 0 0 0 0 0 0 ] 0 0

© 2006-2008 Washingtan State Office of Financizl Management
Budget znd Alltment Support System (BASS) ; AlphaQA

2 Manage Filters -- Web Page Dialog

Open Filter

User | D Carla w |

Drelate
Title ¥1 Owner [0

program 010 Carla D

packet 0010 by program Carla D

packet 0001 by

prograrnfaccount EAT CarlaD

packet 0001 by pragramfaccount Carla O

packet 0001 by pragram Carla D

all packets for oroaram 070EAL CarlaD
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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.

4] Online Views |
Online View

S S S S \

. = e 16| P 17 | 0 28 P 29 | o020 P 2 [P 22 P23 [ s
3 Manage Filters -- Web Page Dialog \X|

= ¢ 0 9 0 0 0 0

0 I ISR 0 M5O SEN 1NN BIE 1) [ B34 GIM B3 B3 334 034 53 03 5

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

/Iter

Titl= |E.ﬁ. code 130 was UdayE flker

O
[
O
[
O
L

UdayE filter Carla D
program 010 Carla D

packet 0010 by pragram Carla D

packet 0001 by
prograrmjfaccountEAT Sl
packet 0001 by programfaccount Carla ©
packet 0001 by oroaram Carla D b

Save Update Cancel
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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.

2 Manage Filters -- Web Page Dialog

Open Filter

D, Carla

All Users
|BASS, TESTER.

Elis, Lori Owner
Heichelbech, Thomas
Langwad, Christine
OFM Adrnin, Account
Roach, Cynthia unt/EAL
?E::I:{,RLT:ETBO prograrnfaccount Carla D
Testerl, UserEA,
Testerl, Userf 2
Testerd, UserB O
Testerd, UserER,
Testerd, UserfO
Wilson, Shaun

progran Carla D

Carla D

progran Carla D

prograrn OF0/EAT CarlaD

100000

oroararn 070 Carla D

Cancel

2 Manage Filters -- Web Page Dialog

Open Filts:

Testerl, UserBO hd |

Title 71 Owner
UdayE UserBr Testerl

idany zerBo Testerl
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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 Fiter | Expand Rows | Collapse Rows
Biennium; 2007-09 e of Financia ent  Filter: test for sharlene

Expenditure Data (11) &

Packat -
IM Mg Manage Filters -- Web Page Dialog Mﬂmﬁml
A oo bk s 10 0 3926007 [} LS54 183504 163584 163594 16304 163594 163384 163594 1
£ oo ot [] 0 [] 0 0 [] 0 0 0 [] [] 0 0
'0 0046 Draft 0 0 0 0 0 test for shariene 0 0 0 0 0 0 0
A oo D 1T 155 0 38070 BE2 LS4 1307 13076 1330 133 B3N 13304 1330 S
£ oo o 0 2500 -2500 0 [} (] 0 0 [} 0 1500 0 0
£ s ot 0 500 -2500 0 0 Zin [] 0 0 0 01500 0 0
A wm ok 0 200 BOM 10N 0 Fiter for packet 0346 and 0047 UserBO Tester? 0 0 0 0 0 0 0 50
’0 0054 Dreft 0 35000 25000 60000 0 Fiter for packet 0046 UserBO Tester2 0 0 0 0 0 0 5000 5000
A s ot 0 5000 0 5000 0 “ 0 0 0 0 0 0 0 0
A ws oDt 300000 0 [T TR Y ) | — 0 0 0 0 0 0 0

Draft 300,000 25000

http: //ofmapaly400/BASSWEB_ga/TALS/AMR/ @) Trusted sites

Note: The filter will also be saved under your name.

2 Manage Filters -- Web Page Dialog

Open Filter

ser | D1, Carla

[

Carla D
Carla D

packet 0010 by program Carla D

packet 0001 by

prograrfaccount EAT Caled

packet 0001 by pragramfaccount Carla O

O
O
O
O
O
—

packet 0001 by oroaram Carla v

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 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 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

Y i kst

Wiew Packet List

Oriline Yigws

Bienrium | 200703 % | Rows|10 % Load

Yiew Packet | Add Packet || Update Packet | View History || Delete || Setlocks |Allatments | Import || Expart || Copf | Review [ssues

| MmbeTi | Pupee Program
D it Operating Unanticipated Receipts UAR, far training . v
D 0 noto Operating Initial Allatrent Catla tutorial Draft v v
D 0o Operating Initial Allatrient Uday testing 11986 Draft 690 - Caollege Work Study ¥ v
D 9 noog Operating Initial Alltrent Task issue 11986 packet 0012 from 05 07 Draft v v
D noo? Operating 2nd Qtr Adjustments test Draft
D 4 e Capital Initial Allatment Training Uday Draft v
D 0o0s Operating Initial Allotment Training test Uday Draft
D nong Operating Initial Allatrent Update training pht Draft 020 - Environmental Health
D i ] Capital Initial Allotrnent Testing Draft 090 - Administr ation v v
D noot Operating Initial Allatrent 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.
e Add Response — is where you would respond to an existing issue.

Wiaww Packet List = Rewview Issues

Packet Info Packet Comments || Packet Attachments
Bienniums 2005-17 —_ Agency: 303 - Departrent of Health

dd Issue Add Response 2

1, wihy in pending still?
Packet nurber 0052 has been returned For agency 303,

Status: Returned

Number: 0052

=
=
w

<} Add Issue -- Web Page Dialog

Attachrents and Links

Iz=zue Title | |

E-Mail Matify |

Sawve Cancel

2. Describe the issue in the body of the dialog box.

3. 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 “+”°.
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4. Select who you want notified in the E-Mail Notify box. Note: For a dropdown list
select the *“...”.

5. Toadd 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.

6. 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=zue

Online Yiew Links

Stored Filters Selected Links

Attachment Title | |

Attachment Fie | [(Browse.. | |_Add

7. When finished select the Save button.
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The following screen shot details the fields available from Review Issues:

Vi Packet i - R s Thin'

PackstInfo | Pachet Commerls | Pachet ilachments

Biennium: 20517 Agency: 303 - Depatment of el Nambet: 1152 Status Rehtneg + Oparaing Legidave AlctmentReduclions

Ao | AedResporse

D

whyin pen |ngsh||? ThJ2007 1 o fE{Z
Packeln 2 g b veturmed Fr agency 303 A
Message Mtathments h Date
L Traningh,  Pachet number 0052 has been rturned For agency 303 Nt
Trin
L Traning, Why s my packet reurned Sabreloe  YFATIREM
Trin

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. lIssue 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

7

. 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).
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 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.
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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

Attachrents 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

143



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.
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AMR Pre-Release Edi{s

View Packet List
View Packet List

g 2009 9] iy A V][ Lol

View Packet | Add Packet || Update Packet || View History | Delete | et Locks | |Allotments | Import || Export | Copy || Review lssuss

L ket | e T | s | Pun |

Submit Pe
D D015 Operating Initizl Allotment Draft v v 4 Recal Packet 20
D ] ] Operating Initzl Allotment Working Draft of Initzl Allctment Data Draft v ¥ AMRDO1 Aletment Expenditure Summary 20
AMRDOZ Alictrent Expendture Detai
D ootz Revenue znd Cah Adjustmems Draft AMROO3 Allctment Revenue Su mmary B0
o AMRDHM4 Allctmnt Revenue Detal
O w2 Operating Inil Alotment Drf AMROUS Alctment Cash Disbursements Detsd 20
AMROIT Alictment Cash Recsipts Detai
D Dot Revenue and Cash Adjustments Draft AMROGE Alictment vs, EA Schedule 20
i AMRDZ3 Allctted Revenug vs, Expenditure Variance (Fed and PL)
O i Operatng Is Suppenent Orst RMRDID At Revent v, EAS Revente 0
. ) AMRD11 Allctied Expenditures vs, Cash Dishursements
D ] Oparating Internal Adjustments Draft AMROLL Alctwent Revenus vs, Cash Receits 20
. ) AMRDL3 Allctied Revenue v, Expandture [All Funds)
O LE Lreiigsisiis - AMRL4 Projected Monthly Cash Balince X
) . AMRDLS Projected Fund Balance
o7 (Operating nd stments Draft B0
O pering nd Qr Adjusnen ! AMRDS Projeced Cash Eaance
0% Gt e Drsht AMROL7 Comparison of Original Allotment 30
D e pld R AMRDZ0 Unanticipated Recsipt Approval Request
0 DG Capitel Amendment Dt EASQ01 Expendture Authorty Schedule for Opersting )
] EASDZ Expenditure Autharty Schedule for Capiel
D g M4 Operating 2nd Qir Adjustments Draft Testerd, UserB0)
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2. The AMR Edit Report will open if there are errors. The following items are viewable
on this report:

a b~ wn e

© oo N

m Explorer

AMR Edit Report

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

Allotment Management & Review: Edit Report

105-Office of Financizl Managemeant Biennium
3/7/2007 5:36 PM Packet(s)

dit Lewel: Critical [5)
Type Edit # Description

AMR 2

AMR

& packet explanation s required for operating guarterhy amendment alictments, The
packset requiring an explanation i: 0032,

Allctment amounts can cnly be entered in open months (from month 20 through the
end of the biznnium}.

Allctment amounts can only be entered in fiscal year one for EA code 271,
Disbursement

You are required to provide an expenditure component explanation because dollars
hawe been placed in reserve in packet 0032,

You are required to provide an expenditure component explanation because dollars
hawve been placed in unalictted status in packet 0032,

I: Warning (1)
dit # Description
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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.

Cnline Yiew UserBO Tester3 ¢ 105 - Office of Financial Management

Biennium:

2 cah Receipt Dala[".
3 AMR Edit Report - Microsaft Internet Explorer
Updste | Delete

Packat - ™ | M FM [ ERIEREE

Mumber | |} _AMR Edit Report : 14 | 15 17 20 22 |23 | 24

F oo o0 0 0 0 @ 0 0 0 0 0 0 0
Allotment Management & Review: Edit Report

Agancy 105-Office of Financial Management Biennium 2005-07
Date & Time 3/14/2007 2:23 PM Packet(s) [iEx]

Edit Lavel: Critical (3)
Type Edit# Description Where
AMR 2 A packet explanation is required for operating quarterly amendment alotments, The
packet requiring an explanation is: 0032,
AMR 21 Allotment amounts can only be entered in apen months (from month 20 through the  Expenditures
end of the biennium), Cash
Cishursement
Cach Receipt
AMR 26 Allotment amounts can only be entered in fiscal vear one for EA cade 271, Cash
Cishursement

AMR 56 You are required to provide an expenditure component explanation because dollars
hiave bean placed in reserve in packet 0032,

AMR 57 You are required to provide an expenditure companent explanation because dollars
hiaire beer placed in unallotted statug in packet 0032,
Edit Level: Warning (1)
Type Edit # Description Where ¥

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).
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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.

Note: The AFRS Edit checks will take a while to run (approximately 15 minutes). Note:
You can select one or more packets to run the AMR AFRS Edits. 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 logo
L WEEERR o Eeoieote|  Oat

View Packet Lt

Bennim | 20078 ¥| Rows| Al ¥ Load

ANR AFRS Edis

View Packet | Add Packet || Update Packet | View History | Delete || Set Locks || Allotments|| Impart | Export || Copy || Review lssues
Recent Edt Report

I ™ S N ™S " T =Ty

Cash Rect

0t Operafing Intial Alltment Draft v v v
D 1 04 Operafing Intal Altment Warking Draft of Intzl Alltment Data Draft v v 4 AMROV1 Allotment Expendture Summary 80
AMROIZ Allotment Expandture Dt
0 i3 Revenuz and Cash Adjustments Draft AMROT3 Alctment Revenue Summary 80
AMRON Allstrent Revenus Detsi
0 ue Operating Inal lofment Oret ANROVS Alobment Cash Disbursements Detl 10
AMROT Allotment Cash Receipts Detai
D it Revenuz and Cash Adjustments Draft ANRDS Alotment vs, EA Sched 50
) AMROIS Allottzd Revenue v, Expenditure Variznce (Fed and PIL)
D i Opering I Supplnentd Orek AMROLD Allotied Revenue vs, EAS Revenuz B0
) i AMROL1 Allotted Expendtures vs, Cash Disbursements
O o Opesing Inteml Adusvents Drl ANRDL2 Alokrent Revence s, Cah R 0
i ) AMROL3 Allotted Revenue vs, Expendture (Al Funds)
O e Ly - AR Profcted Marthy Cash Bnce 0
. ) " AMROLS Projected Fund Balznes
0 Operating 2nd Qfr Adjustments Draft ]
O ' peng rd Qf A ! VRS Projctd Cah Eslnce
0 W6 Opeslng Urenicoatd s ok ANRIL Conparsonof Orgra At 0
AMROZD Unanticipated Receipt Approval Request
[ s Cagtel Amendent ik EASDNN Expenditure Authorty Schedule for Operating 20
EASN2 Expendture Autharty Scheduk for Capta
D Bl 04 Opersting 2nd Qi Adjustments Draft Testerl, User0

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|
'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 until AFRS edit checks has finished.
You will receive an e-mail indicating whether AFRS has passed or you have errors. L 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 o
RN O | Sbveooto) O |

View Packet Lt UserB) Taster3 + 108 - Office of Financzl Mznagement

Bemnivm | 008 ¥ Rops| 10 ¥ | Load AMS, Pre-Relzese Edits ¥ Run

View Packet| Add Packet| Update Packet | View Hitory | Delete || Set Locks | Alloments|| Import || Export || Copy || Review Issues

IIW“@@
D i3 Operafing Intl Alloment Packet for Tutoria Draft v v 4 v Testerd, UserB0
D 005 Operating It Allctment Dt v v v v Testerd, UserB0
D i [t} Qparsting Intal Alltment Warking Draf of Inital Alltment Data Drf 4 v v 4 v v Testerd, UserBQ
0 s Revene and Cash Adjustments Dref Tester, LB
D 002 Operating Intil Allctment Dreh Testerd, UserB0
0 it Revene and Cash Adjustments Dref Taster], UsrB0
D 010 (hpersfing 1st Supplementzl Drf Testerd, 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 BASS Help Line.

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
View packet st | I P | e I N

Wigw Packst List UserBO Testerl : 495 - Department of Agriculture

Submit Packet(s) | [Run

um [ 2007-09 || Rows| 10 [M][ Load

<t || Add Packet || Update Packet || View History || Delete | [Set Locks || Allotments| [ Import || Export || Copy | [Review Issues
| Pupoee | Tie | Ststus | Program | Cash Dish_|_Cash Reco®

@ 0003 Capital Intial Allotment TALS Tutarial Draft v

o008 Operating Initisl Allctment TALS Submit Tutorisl Draft
0007 Operating Initial Allctment Bata testing issue 13079 Draft
Capital Amendment Beta testing Tssue 14447 Draft

@ 0002 Capital Initial Allotment Laura pkt for October Release Bata testing Returned

LU
<
<

ooodE
g

4@ 0001 Operating Initial Allotment Laura pkt for October Release Beta testing Review

AMRD13 Aliotied Re:
AMRDL4 Projected
AMRDLS Projectsd Fund Balance

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 E|

'j Mo critical AMR. errors have occurred, so the packet was sent to AFRS to perform its edit chedks.
[ ]

Please chedk 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.

! Fle Edit View Insert Format Tools  Actions  Help

From: ofmbass@ofm. wa.gov

To: McGrath, Sharlene (OFM); Baveja, Anju (OFM)
Cc
Subject:  Source - Beta QA [ System - TALS: Packet submitted

Packet number 0009 for agency 103 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 BASS Help Line.

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 gz
. OISR ooicvee || EoerrseRecorngll  Cha
View Packet List UserBO Tester3 : 105 - Office of Financial Management
2007-09 (% | Rows | All W || Load Recall Packet Run

View Packet| [ Add Packet | [ Update Packet | [ View History || Delete | [Set Locks | [Allotments| [ Import | [ Export | [ Copy |[ Review Issues 2
L [ L [ dwmber¥o | Pupeee gl | Staiw | Progrom [Exp| CashDish | CashRecpt /4
O 0028 Operating 2nd Qir Adjustments Draft v
] 0027 Approved v R
PP
@ 0026 Approved v BO
PP
0025 or 50
a =t
o024 Operating Internal Adjustments Test NanApprop Rekesse Approve: R
L] perzting | Adj prrop Releass prroved v
= (Fed and P/
0023 Capital Unanticipated Recei tast or = nd Bl
pital ed ft
O o022 Capital Intal Allictment tutorisl test Draft v " 50
F 0021 Operating 2nd Qtr Adjustments Maving Unaliotted Draft v 50
(=1 AMRD1S Projected Fun
v
= 0020 Operating 2nd Qtr Adjustments Tutorial Lesson 12 Draft AMRO1E Provected Com 50
v - 0015 Operating Initial Allotment test Pendi v v v AMROL7 Comparison of | t 50
@ it e — AMRD20 Unanticipated R Apy | Request
0018 Operating Unanticipated Recei Tutorial Unanticipated Recsi Draft v v EAS001 Expendturs Authorty Schedule for Operating BO
= perEng Pt P Pt # EAS002 Expanditure Authority Scheduls for Cagial

Note: You will receive the following message:

Microsoft Internet Explorer g|

L] E The packet has been recalled.
L

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 WEEEEN ouevers |[Eveoefeporing

View Packet List

UserBO Testerd : 105 - Office of Financial Management

Biennium | 2007-09 ¥ | Rows| Al ¥ Load AMR Pre-Relezse Edits ¥ | Run
View Packst| | Add Packet || Updste Packet || View History | | Delete || St Locks || Allotments| | Import || Export || Copy || Review lssues

||| [ dember?s | pumese | T#e | Sbhc | Proorom [Exp | CashDish | CoshRoopt |Rev| Explonation | Intemal Comment | Last Update |
D 001 Operating 2nd Qir Adjustments Moving Unallotted Draft v Testerl, UserBO
D 0020 Operating 2nd Qir Adjustments Tutarizl Lessan 12 Draft v Testerd, UserB0
D [*] 0013 Operzting Intizl Alctment fest Pending v v v v Testerd, UserBO

Note: 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. 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 packet 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 packet 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 packet 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 packet you are viewing.

5. Allotted vs. Past Biennium Actual Expenditures-by Object — you have the choice of
displaying the information by percentages or dollars and fiscal period.

6. Allotted vs. Past Biennium Actual Expenditures-by Program — you have the choice
of displaying the information by percentages or dollars and fiscal period.

7. Allotment vs. Actual Current Biennium Activity — By Account — you have the choice
of displaying for Cash or GAAP.

e The system will run a biennial projection for an account.
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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”.
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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.

harts -- Web Page Dialog

Charts
Chart | Allotted ws. Past Biennium Actual Expenditures - by Account b
Account | ool

Allotted vs. Past Biennium Actual Expenditures - by Account
Account 001 (General Fund) | Agency 075 (Office of the Governor)
(Amounts in Percentages)

" \
=1
Jul Aug Sep Ot Mow Dec Jan Feb Mar Apr May Jun Jul  Aug Sep ©ct Mow Dec Jan Feb Mar  Apr May Jur
F¥1 B¥1 F¥l FY¥L FYl Fyi FY1l FYl FE¥1 FY1 F¥I FYI FY¥2. FY2 FY¥2 BYZ F¥z FYZ FY¥2 Fy2 F¥2 FYZ F¥2 . FY!

[2005-07 Allotted Expenditures
200305 Aotual Expenditures

Jul Aug Sep Oct Mov Dec Jan Feb Mar Apr May Jun Jul Aug Sep Oct Mov Dec Jan Feb Mar Apr May Juni

Legend Label £y byl Fvi FYL FYL FY1 FYL FYL FY1 F¥L FYL FYL F¥Y2 F¥Y2 F¥Y2 FY2 FY2 FY2 FY2 FY2 F¥Y2 F¥Y2 FY2 FY2 |
2005-07
Allsted 57 34 48 42 IE 48 42 3L 48 42 L 48 57 33 4 41 34 4 41 34 4 41 24 4

Expenditures
| b

hod
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2. To view another chart select the chart from the dropdown arrow at the top of the dialog
page.

2 Charts -- Web Page Dialog

_. I:.In.;rh:
Select the Chart you want
from this drop down list.

Alabed vz, Pask Bierrium Achusl Expendibures = by Sccourd

llottedd v Past Bnnkm Achusl Expanditures - by Program penditures - by Account

Account (N (General Fund) | Agency 0TS (Office of the Governor)
(Amourts in Percentages)

\

=1
Jul  Aug Sep Oz Mow Dec Jan Feb  Mar Apr May Jun Jul  Aug Sep et Mov Dec Jan Feb  Mar Apr May  Jur
F¥i FY1l FY1 FYI FY1l FYIL FYl1 FYil FYL FYL FY1 FY1 FY2 FYZ FYZ2 FYZ FY2 FYZ FY2 FYZ2 FYZ2 FYZ FYZ FY

200507 ABotied Evpendinures
200305 Acoual Expendiures
I_.“LMHMWEEMMMFﬁHHMMhHﬂnfi‘-qrﬂtlﬂnﬂl:thlelrﬂerl'J-
o F¥l F¥1 FY1 F¥1 FY1 FY1 FY1 F¥1l FY1 FY1l FY1 FY1 FY2 FY2Z F¥2 FYZ FYZ FYZ FYZ FYZ FY2 FYZ FY2Z FYZ
200507
Alothed E7 34 48 42 35 48 42 35 453 42 35 48 57 33 4 41 334 4 41 34 4 41 34 4
Exparnditures b
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3. Select the Format you’d like to view — Percentages or Dollars

Note: By default the Format is Percentages.

2 Charts -- Web Page Dialog

Charts

Chart ..Mid w3, Past Biermium Actual Expendibures = by Account w |

You can select either Percentages or
Dollars under the Format Drop Down List

Allotted vs. Past Eiennmium Actual Expen W ACCoU
Account 001 (General Fund) | Agency 075 (Office of the Governor)
(Amounts in Percentages)

Fornuat [ Parcentages | |

Po— Fercentages

\

=1
Jyl  Aug Sep Oex Moy Dee Jsn Feb Mur Apr May Jun Jul  Aug Sep Oer Moy Dec Jan Feb Mar Apr May  Jur
F¥l F¥1l F¥1l FYl F¥1l FY1l FYl F¥l FYl F¥1 FYl FY¥Y1l FY2 FY2 F¥Y2 FY2 FY2 F¥Y2 FY¥2 FY2 FY2E F¥2 FY2 FY

200507 Allotted Enpenditures
200305 Actual Expendinees

Legend Label Jul Aug Sep Det Mov Dec Jan Feb Mar Apr May Jun Jul Aug Sep Dt Mov Dec Jam Feb Mar Apr May Jun
FY1 FY1 FY1 FY1 FY1 FY1 FY1 FYl FYL FY1l FY1l FY1 FY2 FYZ FY2 FYZ F¥YZ FYZ FYZ FYZ FYZ FYZ FY2 F¥2
20E-07
Alatted 57 34 48 42 35 48 42 35 48 42 335 48 57 33 4 41 34 4 41 34 4 41 34 4
Exparedituras
< ¥

bl
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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.

A Charts -- Web Page Dialog

Charks

._Mlld wi, Pash Biersnium Actusl Expendibures = by Accourt ~|

et [Parcentoges (¥ The final choice is that of Account.

Aooumt [ A

Chart

ptted vs. Past Biennium Actual Expenditures - by Account
Accourt O (General Fund) | Agency 075 (Office of the Governor)
(Amounts in Percentages)

\

Jul  Aug Sep O Mev Dec Jan Feb  Mar Apr May Jun Jul  Aug Sep Oot Mev Dec Jan Feb Mar  Apr May  Jur
F¥l F¥l FYl FYl FY1l FYl FY1 F¥1l FYL FY1 FYL FY1l F¥2 FYZ FY2 FYZ FY2 FY2 F¥2 FY2 FY2 FY2 FYZ FY

200507 Alotted Expenditares
200305 Acousl Evpendinees

Legend Labal Jul Aug Sep DOct Mov Dec Jan Feb Mar Apr May Jun Jul Aug Sep Oct Mov Dec Jam Feb Mar Apr May Jun
9 F¥Y1l FY1 FY1 FY1l FY1l FY1 F¥1l F¥1 F¥1l FY1l FY1l FY1 FY2 Fv2 FY2Z FY2 FYZ FYZ F¥YZ FY2 FY2 FY2 FYZ FYZ
ZE-07
Alolted 57 34 48 42 35 48 42 35 48 43 35 48 7 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

Ehari Alctbed wi. Paah Blercaus Schial Experclibhores - by Shiech W

Earmat Parcertages The final two charts replace Account with Fiscal Period.
Ficel Pared | aiunnial (5 This allows the choice of FY 01, FY 02 or Biennium
Allotted vs. Past Biennium Actual Expenditures - by Object

Agency OFS (Ofice of the Gaovernor)
{Amourts if Percanlages)

A B

200507 Moned Epancitures
200305 Acoual Espardouss Print button for all
Legend Label AT B TR LT charts located in the

S0E-07 ARcted Expenedibords 53,1 125 59 320 1000 42 €0 [nwe r rig ht_ha n d cornear
00005 Achusl Expnudturgs 503121 12120934 1 §9-73

“adarional Parareters: Bennaal Amounts; Opsrmng Packets Only; Panding, Revies 2 Spproved Packen Srtuses “
Brird i

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.

Ve Pacht Lisk

Biennium | 200703 ¥ Rows

0¥ Lo

View Packet || Add Packet | Update Packet | View Histary | Delle || SetLocks | Allotments| | Import | Euport | Capy || Review Issues

Views Packet List Orline Yiews

—1

Illl@l@

)

1H

0014

03

o0z

oot

1]

0003

00

L-—=]

ooy

] e ] ] (] D

Capial Amendhent
Capital Amendment
Operating Internal Acjustmens
Oparating Inifal &llotment
Operating Unanticipated Receipts
Caphal Gowernar’s Cash Defict Reductions
Capial Iritial Alotment
Oparating Inifal &llotment
Oparating 2nd Qi Adjustents

Operating 2nd Qir Adjusimens

bast
Ot Release Regrassian best PreRel Edit Chik packet
basting 33
5PS Impart

TTpro issue 10630

(001 Test Packet
BA01 fest packet
bk

Test TTP {1266

Crat
Draf
Draft
Drat
Drat
Drat
Draf

Draft

{190 - Administration

v

v

v

Draft 010~ Epidemiology, Healh Stats & Public Lab ¥

Draft

-

[=ry
([ =]

455 Hame | Contact BASS | BASS Help
Wtashington State Office of Financial Management

EUdgel and &llatment Suppott System (BASS) ¢ Alphatd
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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.

Y Pkt 5t (S

Vi Pk Lo (oD 30 - Depef Health

B 048 ¥ o D ¥ Lowt RN bt Expendte Sy
AR PR ol
VPt APuckd | Lpdhe Pk Vi iy | Die Seocks| Mol o Bt Copy v st AR ARG Edl

o Racar Exit Report
I T N ™ I,
D i Captd Amendman lel e v AR Al Excerhre Sty Ll
ARIE Alctert Exenhne Dl
D g Captd Amendmen Ot Rege Reesion et ok ot Che ket v R AllolmentReuenueSummau L]
AR Al e Dl
D M4 Cpaeng T dsmenls lng 3a O 080 Adiiaion VoV (a0 AletmentCeh Dursments el )
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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.

AMRO005 - 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.
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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.

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 Report — provides information to the legislative fiscal
committees on executive spending authority granted to agencies by OFM.

AMRO019- Allotment Status Report — 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 AMRO002 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).

>
_ orm e

Biennium:

New value:  [2pg5-07 v

Current value: 2005-07

N S

Agency:
New valus: 105 - Office of Financial Management ~
Current value: 105

Packet Program:

New value: * - Al Selections %

Current walue: *

Agency Allotment Option:
New value: Option 2 - Objects by Expenditure Authority
Current value: 2

Packet Purpose:

New value: * * - &l Selections 5

Current value; *

Packet Status:

MNew value: * * - Al Selections ¥

Current walue: *

Packet Number:

New value: ooza 0026 - megans test initial allotment b
Current value: 0026

Display Comments:

New value:  [ng »

Current walue: N

Account:

New value: * * - all Selections b

Current walue: *

Expenditure Authority Code:

New value: " * - pll Selections b

Current walue: * ~

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.
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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.

6. Select program index from the drop down arrow in the Level of Detail parameter.

Expenditure Authority Code:
New value:

Current value: *

Expenditure Authority Index:
New value:

Current walue: *

Level of Detail for Account/EA:
New value: Account

Current value: Account

Program:
New value:

Current walue: *

Sub Program:
New value:

* %

Current walue:

Activity:
New value:

Current walue: *

Sub Activity:
New value:

Current walue: *

Task:
New value:

Current value: *

Program Index:
New value:

Current walue: *

Level of Detail for Program:

New value: Program Index ¥

Current value: Program Index

* - &l Selections

* - all selections

Slen)

* - gl selections

* - &l Selections

* - all selections

* - &l Selections

* - &l Selections

* - &l Selections

vl )
vl )
¥ )
v )

¥ )

ol
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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

B 78 [l [ 1w pUI B B o] e

E-1-Summary  OFM 105 - Office of Financial Management
F-2-Parameters Allotment Expenditure Detail
2005-07 Biennium
Packet Purpose: ALL Report Humber: AMRO02
Packet Number: 0025 Date Run: 482007 422PM

Packet Status: ALL

Program Structure
010 - Administration

~ Mot Specified

~ Mot Specified

~ Mot Specified

~ Mot Specified

00010 - Adkministration

Expenditures by Account-EA Type

FY 2006 FY2007  Biennium Total
001-1 General Fund-State Jul 5054 5054
Aug 5054 5,054
C Personal Service Contracts Sep 2054 5054
Ot 5,054 3054
Hov 3054 3,054
Dee 5,054 3054
Jan 5,054 3054
Feb 5054 5,054
Mar 5,054 3054
Apr 5054 5054
Way 3054 5,054
Jun 3036 3,036
Total Object C Allotted 60,650 60,650 121,300
FY 2006 FY2007  Biennium Total
001-1 General Fund-State Jul 94110 96,110
Aug 1847 11847
E Goods and Services Sep 1847 1,347
Oct 94,110 96,110
Hov 1047 11847
Dec 1047 11,947
Jan 84,110 96,110
Feb 1847 1,347
Mar 1847 11847
Apr 94113 86,113
May 1,847 11,947
Jun 11,883 11,883
Total Object E Allotted 471,255 479,255 950,510

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 Receipts | Revenue Cash
Option 1 Option 2 Disbursem
ents
Allotment Coding Structure

Program Index Required Required Optional Optional Optional

Organization Optional Optional Not allowed Optional Not

Index allowed

Budget unit Optional Optional Optional Optional Optional

AFRS Project Optional Optional Optional Optional Optional

AFRS Sub Optional Optional Optional Optional Optional

Project

AFRS Project Optional Optional Optional Optional Optional

Phase

Budget Activity | Optional Optional Optional Optional Optional

User Identified Optional Optional Optional Optional Optional

Field

Allotment Detail

Account Not allowed Not allowed Required Required Required

A%propriation Required Required Not allowed Optional * Optional *

Index

Capital Project Derived** Derived** Not allowed Derived** Derived**

Number

Major Source Not allowed Not allowed Optional Required Not
allowed

Source Not allowed Not allowed Optional Required Not
allowed

Sub-source Not allowed Not allowed Optional Optional Not
allowed

Obiject Required Required Not allowed Not allowed 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 | Not allowed Not allowed Not allowed Not allowed Not

Flag allowed
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Transportation Not allowed Not allowed Not allowed Not allowed Not
FTE Flag allowed
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.

Fields

Expenditures —

Expenditures —

Expenditures —

FTEs Unallotted Reserve
Allotment Coding Structure

Program Index | Required Required Required
Organization Optional Optional Optional
Index

Budget unit Optional Optional Optional
AFRS Project Optional Optional Optional
AFRS Sub Optional Optional Optional
Project
AFRS Project Optional Optional Optional
Phase

Budget Activity | Optional Optional Optional
User Identified Optional Optional Optional
Field

Allotment Detail

Account Required Not allowed Not allowed
ﬁ%pmpriation Optional* Required Required

ndex
Capital Project Derived** Derived** Derived**
Number

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 | Optional Not allowed Not allowed
Flag
Transportation Derived Not allowed Not allowed
FTE Flag
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Agency External | Optional Optional Optional
Comments
Agency Internal | Optional Optional Optional
Comments
PREPARE AN ALLOTMENT PACKET
Establish an AMR Allotment Packet

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 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.

6. 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.

7. 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.

8. 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.

9. Agency Internal Comment field is optional.

10. Contact field is required, and defaults to contact information of person who created the
packet, with option to change contact person.

11. The contact can be changed in review and approved status.

12. Attachments are optional. You can attach Word, Excel, and PDF files.

13. 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.

14. Packet Number is automatically assigned by the application. Until the packet is saved it
will display as [unassigned].

15. Status will remain in Draft status until the packet has been released for review by an
OFM Analyst for official packets or submitted for posting to AFRS for internal packets.

16. 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.
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17.

18.

19.

20.

21.

22,

23.

24,
25.
26.

27.
28.

29.

Packet Purpose selection is required for establishing a new packet, once a packet has
been saved this field can not 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 security forms submitted to BASS. 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.

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.

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.

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.
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30.

31.

10.

11.

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 work, 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, 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 work, make a selection and click Load.
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12.

13.

14.

15.

16.
17.
18.

19.

20.

21.

22.

23.

24,

25.

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 EAI, 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 work, 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.

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
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26.

27.

28.

29.

30.

31.

32.
33.

34.

35.

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 EAI. 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.

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.
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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 work, make a selection and click Load.

EAI is an optional field. Account will automatically be entered if an EAI 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.

8. A pattern cannot be created on an account that did not exist the prior biennium.

9. A pattern can only be performed using a blank coding structure.

10.

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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10.

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 work, 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.
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 work, make a selection and click Load.

IMPORT TEXT FILE
Download the Import Template.
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11.

12.
13.

14.

15.
16.

17.

18

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

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:
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expenditure = EXP
FTE=FTE

reserves = RES

unallotted = UNA

cash disbursement = CAD
revenue = REV

cash receipt = CAR

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.

3. Can import a SPS Projection file into a packet that has existing data.

10.

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 EAI 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.
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By selecting Account, the FTEs will be imported by account.

By selecting EAI, the FTEs will be imported by EAL.

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.

EXPORT

Can only export one packet at a time.
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.
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13.

e 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.

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.
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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.

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.

If there are critical AMR Pre-Release errors, you must correct the critical ARM Pre-
Release errors before the AFRS Edit check will run.

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. L 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.

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.
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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 BASS Help Line.

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 BASS Help Line.

25. 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.

26. In order for a user to recall a packet, they must be set up with the security to submit a
packet.

27. The Recall Packet function can only be performed on a packet in Pending
28. Once the packet has been recalled the packet is no longer viewable by OFM

CHART FEATURES

1. 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.

2. 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.

3. 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-
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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.

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 3MB.

FEATURES NOT INCLUDED IN INITIAL PACKET PREPARATION
Quarterly Allotment Amendment
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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
3or 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
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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.

ImportTextFileTempl
ate.xls
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APPENDIX 4 — PRE-RELEASE EDITS

Type — C= Critical W= Warning I= Informational

Edit | Type Description
#

2

O

A packet explanation is required for operating quarterly amendment
allotments.

3 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.

N
2| g =

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 W 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 w The total non-appropriated allotted, unallotted, and reserve
expenditure dollar amounts must match the total non-appropriated
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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.

20 Allotments must be made at or below the subprogram level for
expenditure authority on the EA schedule at the subprogram level.

21 Allotments must not be made in closed months except for initial
packets.

22 The total unallotted expenditure dollar amounts by EA code must
not be less than zero.

23 The total reserve expenditure dollar amounts by EA code must not
be less than zero.

26 Amounts can only be allotted in the fiscal period specified by the
EA code on the EA schedule.

27 An organization index used in a coding structure must be
predefined in AFRS.

28 A program index used in a coding structure must be predefined in
AFRS.

29 A capital program index can not be used in a coding structure of an
operating packet.

30 An operating program index can not be used in a coding structure of
a capital packet.

32 A budget unit used in a coding structure must be predefined in
AFRS.

33 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 An AFRS project used in a coding structure must be predefined in
AFRS.

35 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 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 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 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 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 A major source used in an allotment detail must be predefined in

AFRS.
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41

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

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

An object used in an allotment detail must be predefined in AFRS.

44

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

A subsubobiject used in an allotment detail must be predefined in
AFRS, and must be a valid subsubobject of the subobject used in
the allotment detail.

46

An EA index used in an allotment detail must be predefined in
AFRS. A capital EA index can not be used in an allotment detail of
an operating packet. An operating EA index can not be used in an
allotment detail of a capital packet. An EA index with an
unanticipated receipt EA code can not 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 can not
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.

57

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.
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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 296, Z97, Z98, and Z99.

61

A major source of 07 can not be used in revenue or cash receipt
allotment details.

62

A major source of 09 can not 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.

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).

7

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,
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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).

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 O for the selected Internal and previously
submitted Internal Operating or Capital Internal packets.
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APPENDIX 5 — RELEASE NOTES

General

1. Hot Keys (Alt-alpha) don’t function consistently. For drop down boxes, you can hit Alt-
alpha and it will take you into the drop down box, then you can use the down/up arrow
keys. For grayed function tabs and breadcrumbs you must hit Alt-alpha and then enter.
On the View packet list screen Alt-V then enter takes you to online views rather than
view packet. To get to View Packet, you must tab to it.

2. Packet in use flag may come up when you have timed-out of the system after 120 minutes
of inactivity. It will not let you go in and update/delete a packet flagged 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.

3. The pop up dialog box cancel button is confusing to some people. This button merely
cancels the dialog box; it does not cancel out saved changes you have made. Think of
this as a “close” button.

4. For some users dialog boxes may not size properly. Try adjusting through internet
explorer through View and go to Text Size. If you still aren’t seeing command buttons
on dialog boxes, you can use your tab key to get to those buttons. Or you can also try
adjusting your DPI (dots per inch) and the screen resolution tab. To get to the DPI
setting: Right-click the desktop, select “Properties”, click the “Settings” tab, click
“Advanced” button, click the “general” tab. 96 DPI should be selected. To get to the
resolution tab: Right-click the desktop, select “Properties”, click the “Settings” tab.
Select “less” resolution to make contents on your screen bigger and “more” resolution to
make contents smaller.

5. To set font sizes in dialog boxes, perform the following: a. In Internet Explorer, on the
Tools menu, click Internet Options, and then on the General tab click Accessibility. b. In
the Accessibility dialog box, select the Ignore font sizes specified on Web pages check
box. c. Click OK to close the Accessibility and Internet Options dialog boxes, and then
refresh the browser window. Now the font size setting will also affect dialogs.

6. For Internet Explorer 7 users you will receive warning messages when trying to paste
dollars into the allotment detail screen and when trying to do attachments. The message
will ask you if you want to allow this webpage to access your clipboard. You can either
click allow or add TALS AMR as a trusted site and you should be able to paste and attach
successfully.

7. When typing in a file name for an attachment, you will get an error. Instead use the
browse button to choose your attachments.

8. When you create a really long explanation and hover over it to look at it in the view
packet list, you may get a weird ghost-like image.
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Packet Attachments

. When adding an attachment you should use the browse selector rather than typing in a
file name. Typing it in will give you an error.

Packet attachments cannot be larger than 3MB.
Import
Imported files cannot be larger than 3MB.

Capital project numbers are derived numbers based on the EAI. Do not enter capital
project numbers when importing.

Export

. When exporting a file the system does not automatically attach the text file extension.
You must add the file extension of .txt to make it the proper file type when saving it.

Pre-Release

Switching biennia after running a pre-release edit and leaving the report open will render
confusing data. In switching to the new biennium you would expect the pre-release
information would render that biennium’s information; however, it returns information
based on the biennia when the original report was run but displays that it is for the current
biennium. To avoid this confusion if you want to look at information in different time
frames, close out the pre-release edit report and re-run after you switch the biennium.

Charts

You cannot see the entire chart when you open it. This was designed to support users
that had the minimum resolution and if we made this dialog box bigger they would not be
able to see it. Simply expand the box or use your scroll bars and the tab key to get to the
bottom. This can also be printed if you want to see the whole chart in one glance.

Reports

Draft packets will return no information for the AMR014, AMRO015, and AMRO016
reports and will say no data available. When you pick a packet in pending, review,
returned, or approved status, the report will run for those accounts within that packet, but
will render statewide balances for all agencies and packets with pending, review, copy of
returned and approved statuses, not just your agency. The copy of returned status means
it will be the information as originally submitted, not as your packet now looks in
returned status because you may have made changes. Also, if these reports are chosen
without picking a packet, the report will return statewide information for only those
accounts related to your agency but the information will be coming from all packets in
pending, review, copy of returned and approved statuses.
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TUTORIAL EVALUATION — THE ALLOTMENT SYSTEM

Strongly Strongly
Disagree Agree
This tutorial was helpful in getting me through the
business process 1 2 3 4 5
This tutorial was helpful in getting me through the system
technical processes 1 2 3 4 5
Additional training was not necessary given the structure
and content of this tutorial 1 2 3 4 5
The steps of the tutorial successfully anticipated the
special needs of my agency 1 2 3 4 5
The tutorial was clear, concise, and easy to
understand 1 2 3 4 5
| did not need to request additional assistance to
complete the business process 1 2 3 4 5
It was easy to find answers to my specific question
in this tutorial 1 2 3 4 5

The best feature of this tutorial is:

The worst feature of this tutorial is:

| found errors (grammar, punctuation, spelling, conceptual, technical) on the following pages:

Other comments:

Thank you for taking the time to complete this survey. This information will be used in
revising this tutorial as well as developing future BASS tutorials. Please remit to:

Office of Financial Management
Attn: BASS Product Managers
Mailstop: 43113

Olympia, WA 98504

Or fax 360 586-3964
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