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Introduction 
 

The OBM Budget Portal is where information and documents required for your agency’s Fiscal Years 

2018-2019 budget request are completed, uploaded and accessed. Since the last operating budget 

request a few changes have been made to the Budget Portal including: 

 Agencies no longer upload Word template documents for Program Activity A & B and Non-GRF Fund 
Activity questions. These documents have been converted into web-forms. 
 

 Agencies are required to complete a set of GRF ALI Activity questions for each GRF line item. 
 

 A new Form Share Wizard function gives agency staff the ability to collaborate on web-form 
documents.  
 

 Agencies now have the ability to export completed web-forms as a Word document. 
 

 Document submission pages are now color coded so that users can see at a glance if documents have 

been edited or submitted.  

This guide provides instructions on how to navigate and enter information in the Budget Portal. Contact 

your OBM Budget Analyst if you need additional information. 

Deadlines 
 

All requests for possible inclusion in the respective “As Introduced” versions of budget bills must 
be submitted in the OBM Budget Portal no later than 5 p.m. depending on your agency: 
 

 Professional regulatory boards and commissions and smaller agencies: September 16, 
2016 

 Cabinet agencies and all remaining executive agencies: October 14, 2016 

 Constitutional statewide officeholders, and legislative and judicial agencies: November 

1, 2016. 
 

Accessing the Portal   http://budgetcenter.obm.ohio.gov/ 

Agency users will receive an email containing a link to the OBM Budget Portal. To establish access for 

a new user, contact your OBM budget analyst. New users will login with an email address and a 

temporary password supplied in the email. You will then be prompted to enter a new password. 

http://budgetcenter.obm.ohio.gov/


  

 

Budget Portal User Manual  
           Fiscal Years 2018-2019   

3 

 

 
Click the Click here if you forgot your password link and enter an email address to have a new 

temporary password sent. 

If you have difficulty logging in to the OBM Budget Center, please contact your OBM Budget Analyst. 

Navigation 

After logging in, the agency Budget Center page allows the user to choose to open the Budget Portal or 

Language Portal. This guide is for only the Budget Portal. Information about the Language Portal can 

be found on OBM’s website along with the Operating Budget Guidance.  

 

The Budget Portal Home page provides a navigation bar on the left side of the page. 

1. Verify (or Select) your agency code at the top of the page. 
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Note: The Incomplete, Complete, and Progress columns will change as forms are submitted and 

documents are uploaded. 

 

The navigation bar has links to pages to add information and documents for an agency’s budget 

submission. 
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Using Portal Pages 
 

The top of each page includes instructions and any character limits for text-entry fields. 

Note: Character limits include spaces. Consider these limits when copying and pasting information from 

other sources. A message (shown below) will be displayed if an entry in a field has reached a character 

limit; when this happens, the text will be shortened to fit in the field. 

 

 Most pages allow users to enter information in any order. However, Program Series 

information must be entered before you can upload program documents. 
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Descriptions of Links and Corresponding Pages  

Information 

1. Click the Information link to display the Home page.  

 This page contains the Agency Submission Statistics table displaying a current look at the 

budget request that has been completed for your agency. 

 

Guidance 

1. Click the Guidance link.  

 This provides agency information about request due dates and a link to the Operating Budget 

Guidance. 
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Role and Overview 

1. Click the Role and Overview link. 
2. Add a link to the agency’s website. 
3. Add an explanation of the agency’s role in state government as well as the agency’s functions, 

structure, recent accomplishments and number of full-time employees. 

 This information will be displayed in the Executive Budget Blue Book. 
4. Click the Save Overview and Web Address button to save information.  
 
Note: Information provided on this page will be lost if a user leaves this page without clicking this 

button. 

 

Priorities and Objectives 

1. Click the Priorities or the Objectives link. 

2. Click the Add Priority button. 

3. Enter information about the agency’s important tasks and goals in the Description field. 

4. Click Save. 
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    This information will be displayed in the Executive Budget Blue Book. 

 

1. Click an Edit link to change current information. 

 The Edit Priority window will open. 
 

 

2. Make adjustments in the Description box. 

3. Click Save. 

4. Click Add Priority  to add an additional Priority. 

5. Simply drag and drop the rows to reorder priorities. 
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6. Click Save Order  when you are finished prioritizing. 

7. When necessary, click Delete  to remove a priority. 

 The entry and edit of Objectives works in the same manner as Priorities. 

Program Series 

1. Click the Program Series link in the navigation bar to open the Program Series page. 

Note: Add Program Series information before adding any program budget request information. 

 

To add a Program Series 

2. Click Add Program Series  to open the Add Program Series pop-up 
window. 

3. Select a Program Series ID from the dropdown menu. 
4. The Series Title will automatically display. 
5. Enter a Description of each A-level Program Series. 

 The Description field will automatically populate with information from the last budget request. If 
any of this information has changed, make edits as necessary, 

 If text is copied and pasted, special characters may be automatically removed. Review your 
entry before proceeding. 

6. Click OK. 

 This information will be displayed in the Executive Budget Blue Book. 
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To Delete a Program Series:  

1. Check the box in the series Delete column,  
2. Click the Delete Selected Program Series button. 
 

 

Note: Follow this same procedure to delete documents in any section in the portal. 

Program Activity 

 

The Program Activity page will be populated with a list of active programs generated from FY 2016 

spending data. If a program is not listed, click Add New Program to add it. If a listed program will no 

longer be used in the FY 2018-2019 biennium, you can change the status of that program to Inactive by 

clicking Edit to the left of the program's ID number. 
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Each row in the far left column will be color coded to represent what action has been taken.  

 
 

Activity A 

Complete a Program Budget Request – Activity A web-form for each of your agency’s programs that 

will be active in the FY 2018-2019 biennium. 

 
1. Click Edit to the left of a Program’s ID.  

 A web-form for that Program will display. 
 

 

2. Confirm whether or not the Program will be active in the FY18-19 biennium. 

3. Enter the Funding Request and FTEs for each year of the coming biennium. 



  

 

Budget Portal User Manual  
           Fiscal Years 2018-2019   

12 

4. Answer each required question. You may be prompted to answer additional questions depending 

on how you answer certain “Yes or No” questions. 
5. Upload attachments  (not required) if you wish to add information that will not 

display properly in a text-only field, such as a chart or table. 

 
 

 

6. Click the Export to Word button  to create a copy of the document to save to 
your desktop.  

7. Click Save  to keep a draft of the incomplete form.  

 The color will change to yellow on the Program table  

Or 
Click Save and Submit  if the entry is complete. 

 The color will change to white on the Program table. 

 You will still be able to make further changes to the entry. 

 

Note: If a submitted form needs adjustment, click the Edit link, make changes and Save and Submit 

again. 

Activity Form Sharing 

A link is located at the top right of the Program home page that allows agency staff members to 

collaborate on forms by emailing certain questions. 

1. Click the Form Share Wizard link. 
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2. Select which program activities to share. 

 

Select only the funds or program activities from the left box that you wish to send to the recipient, and 

click the right arrow to move them to the Selected Items box. Only items with incomplete forms will be 

listed.  

 
 

 

 

3. Select which questions to share. 
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4. Indicate who you want to send these questions to.  

 
 

 

The recipient will receive separate emails providing access to answer the selected. The recipient will 

only receive the questions you select with the latest answers, and will not see any other questions or 

answers. When the recipient answers the question(s), the sender will receive emails with the answers, 

and those answers will be saved in the form. Each time an answer is saved, it will overwrite the 

previous answer. 

 

Activity B 

Complete one or more Extended Program Budget Request – Activity B forms for the programs for 

which your agency is requesting funding above the Activity A request limits (see Operating Budget 

Guidance). 

 

A link to Activity B will display after Activity A has been entered for that Program ID. 
1. Click the Edit link  in the Activity B column next to the associated Program.  

2. Enter a description.  

3. Click Add New Activity B.  

 A Program B Form displays.  
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4. Click the drop-down arrow to select the option that best represents the nature of the extended 
request.  

 Depending on this selection, the form will ask diferent questions. 

5. Enter the Funding Request and FTEs for each year of the coming biennium. 

6. Answer each required question. You may be prompted to answer additional questions depending 

on how you answer certain “Yes or No” questions. 
7. Upload additional attachments  (not required) if you wish to add information that 

will not display properly in a text-only field, such as a chart or table. 
8. Click the Export to Word button  to retain a copy. 

9. Click Save and Submit  if the entry is complete.  
  Or 

  Click Save  to keep a draft of the form. 

 

Additional Activity B 

1. Enter a description.  

2. Click Add New Activity B.  

3. Reorder Program B priorities, drag and drop the rows, or enter the priorities yourself.  

4. Click Save Priorities when finished prioritizing,  
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Activity Form Sharing 

1. Click the Form Share Wizard link. 

 
 

 

2. Select which program activities to share. 

3. Select which questions to share. 

4. Indicate who you want send these questions to.  

 

When the recipient answers the question(s), the sender will receive emails with the answers, and those 

answers will be saved in the web-form.  
 

BI/Cognos Reports 

 

1. Upload and attach the BI Cognos report Executive Agency Budget Request – DETAIL.  

 You will need to upload three versions of the report: Type A, Type B, and Type A + Type B. 
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1. Upload and attach the BI Cognos report Executive Agency Budget Request-SUMMARY.  

 You will need to upload three versions of the report: Type A, Type B, and Type A + Type B. 
 

 

 
2. Upload and attach the Six Year Summary Report – Type A for each Program Activity A request 
 

 
 
3. Upload and attach the Six-Year Summary Report – Type A + B for each Program Activity B 

request 
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Fund Activity 

The Fund Activity page will be populated with a list of active programs generated from FY 2016 

spending data.  

 

The Fund Activity Summary – Required Questions should be completed for each agency non-GRF 

fund. 

 

Non-GRF Funds 

Complete the Required Questions for each of your agency’s Non-GRF Funds that will be active in the 

FY 2018-2019 biennium. 

 
1. Click Edit to the left of the Fund ID.  

 A web-form for the Fund beside the link will display. 
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2. Answer each required question. You may be prompted to answer additional questions depending 

on how you answer certain “Yes or No” questions. 
3. Click Add ALI  

4. Enter ALI information requested.      

5. Click Add.  

6. Click Add ALI if there are additional Appropriation Line Items for this Fund. 

7. Upload attachments  (not required) if you wish to add information that will not 

display properly in a text-only field, such as a chart or table. 

8. Click the Export to Word button  to create a copy of the document to save to 
your desktop.  
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9. Click Save  to keep a draft of the incomplete form.  

 The color will change to yellow on the Fund table  

Or 
Click Save and Submit  if the entry is complete. 

 The color will change to white on the Fund table. 

Note: If a submitted form needs adjustment, click the Edit link, make changes and Save and Submit 

again. 

10. To upload a BI report for each fund, click the Upload link in the BI Cognos Report column. 
 

11. Upload a Fund Activity Summary Report (BPM-0003) for each non-GRF fund. 

 
 

 

Add a New Fund 

1. Click the Add a New Fund button at the bottom left corner of the Non-GRF table  

2. Enter the Fund code.  

3. Enter a description.  

4. Click Submit.  

 A web-form will display for Funds marked Active for FY 18/19. 
5. Follow the same steps listed previously in this section to complete the Fund entry. 

 

Inactivating a Fund  

1. Click the Edit link  beside the Fund ID that will not be used. 

 A web-form will display. 
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2. Click No  when asked if the fund will be active in the next biennium 

 The questions will not be visible. 

3. Click Save or Save and Submit.  

 

GRF ALIs 

1. Click the Edit link to the left of the GRF ALI.  

 A web-form for the ALI beside the link will display. 
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2. Answer each required question. You may be prompted to answer additional questions depending 

on how you answer certain “Yes or No” questions. 
3. Click Save  to keep a draft of the incomplete form.  

 The color will change to yellow on the Fund table  

Or 
Click Save and Submit  if the entry is complete. 

 The color will change to white on the Fund table. 

 

Note: If a submitted form needs adjustment, click the Edit link, make changes and Save and Submit 

again. 

Add GRF ALI 

1. Click the Add GRF ALI button  at the bottom left corner of the GRF table  

2. Enter the ALI code.  

3. Enter an ALI Title.  

4. Enter the Purpose of the ALI.  

5. Click Submit.  

6. Mark Yes  beside the question that asks if the ALI will be active. 

 A web-form will display for the new ALI. (This is the same form shown previously for the 
existing ALI.) 

7. Enter answers to the questions on the web-form. 
8. Upload attachments  (not required). 

9. Click the Export to Word button  to create a copy of the document to save to 
your desktop.  

 
10. Click Save  to keep a draft of the incomplete form.  

 The color will change to yellow on the Fund table  

Or 
Click Save and Submit  if the entry is complete. 

 The color will change to white on the Fund table. 

 

Note: If a submitted form needs adjustment, click the Edit link, make changes and Save and Submit 

again. 
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Additional Documents 

 
 
1. Click the Add Document button. 
2. Upload the following documents: 

 Director’s Summary Letter 

 Index to Budget Request 

 Agency Table of Organization 

 Agency Staffing Table (Appendix L) 

 Fee Worksheet  (Appendix M) 

 Agency Compliance with Customer Service Standards Questionnaire (Appendix N) 


