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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:

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

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

e 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.
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http://budgetcenter.obm.ohio.gov/
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OBM Budget Portal

Password Reset

Account Information

Email Address: |

Security Question: v

Security Answer: | Security Answer is Case Sensifive.

Reset Password

Ohio Office of Budget and Management 30 E. Broad Street, 34th Floor, Home Page | Forms | Contact OBM

Columbus, OH 43215, 614-466-6674  Equal Employment Opportunity Policy
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.

Where do you want to go?

Budget Portal

Language Portal

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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Budget Submission Overview

. Rudget Portal. Every two years Ohio is required by law to prepare and adopt an operating budget
uidan

e budget development that has been completed for your agency.
Role and Overview For access to guidance documents and templates, click on the Guidance tab.

To continue with your submission, click on the left navigation links to complete requested executive budget (Biue Book) ques'
Objectives will find by clicking on the left navigation links. All forms can be completed within the portal. Documents may also be saved ot

Program Series Please note you must enter Program Series information before you can upload Program Documents.

Agency Submission Statistics

:
i

Program Activity
Documentation Budget Portal Section Incomplete Complete Progress
BIICOGNOS Reports Role and Overview Role and Overview v
Fund Activity Web URL Role and Overview v
Priorities Pricrities 0
Additional Documents Objectives Objectives 0
Program Series Program Series 0
Program Activity A Online Form Program Activity 8 0 L
Program Activity B Exten%eglﬁee%%e"s; Program Activity 0 0
Non GRF Fund Activity Online Form Fund Activity 7 0 =
BPM-0003 (upload one report for each
non-GRF Fund) Fund Activity 7 0
GRF ALI Activity Online Form Fund Activity 0 E
BPM-0004-Summary Type A BI/ICOGNOS Reports 0
BPM-0004-Summary Type B BIICOGNOS Reports 0
BPM-0004-Summary Type A and ng BI/COGNOS Reports 0
BPM-0004-Detail Type A BI/COGNOS Reports 0
BPM-0004-Detail Type B8 BI/COGNOS Reports 0
BPM-0004-Detail Type A and Type B BI/ICOGNOS Reports 0
BPM-0002 Type A (upload one report
for each Program Activity A request) BI/COGNOS Reports 0
BPM-0002 Type A and Type B (upload
one report for each Program Activity B BI/ICOGNOS Reports 0
request)
Director's Summary Letter Additional Documents v
Index to Budget Request Additional Documents v
Agency Table of Organization Additional Documents v
Agency Staffing Requirements Additional Documents v
Fee Worksheet Additional Documents v
CSi Questionnaire Additional Documents v

Additional Information

If you have any questions or concerns, please contact your OBM budget analyst.

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.

AT
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Budget overview and agency
submission statistics
Blue Book Questions
Screens for entering agency role
[ and website address W Role and Overview

Dot ts with guidance for
submitting an agency's budget
request
Screens for adding a maximum of
eight agency priorities
Screen for adding agency prog
series
Program Series
Loading page for Activity A and
Activity B documents -
Loading page for Bl/Cognos and
’ Six-year Summary reports
BUCOGNOS Reports .
Loading page for Fund Activity
questi and Bl/Cog reports
Loading page for other required
i ’ documents
Additional Documents

Priorities
Screen for a maximum of 12
agency cbjectives Objectives

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.

Priority #: i

Description: consistent and timely policy directives, just - 2
arbitration of disputes, and enhanced services to
voters and county offic| -

© 00 chavacier lenlkt was reached Any text over 300 characsers by runcated

ok Cancel

e 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.
e This page contains the Agency Submission Statistics table displaying a current look at the
budget request that has been completed for your agency.

Information

Budget Submission Overview

Guidance

Blue Book Questions

Role and Overview

Objectives

Program Series

For access to guidance documeants and templates, click on the Guidance tab.

Agency Submission Statistics

Below is a snapshot view of the budget development that has been completed for your agency.

Welcome to the new COBM Budget Portal. Every two years Ohio is reguired by law to prepare and adopt an operating budget

Tao continue with your submission, click an the left navigation links to complete requested executive budget (Blue Book) que
will find by clicking on the left navigation links. All forms can be completed within the portal. Documents may also be saved d

Please note you must enter Program Series information before you can upload Program Documents.

Program Activity

1. Click the Guidance link.
e This provides agency information about request due dates and a link to the Operating Budget

Guidance.

Documentation Budget Portal Section Incomplete | Complete | Progress
BI/COGNOS Reports Role and Overview Role and Overview ¢
Fund Activity Web URL Role and Overview v
Pricrities Pricrities 0
Additional Documents Objectives Objectives a
Program Series Program Series a
Program Activity A Online Form Frogram Activity a8 a
Program Activity B Extended Request -
Online Form Program Activity 1] 0
Mon GRF Fund Activity Online Form Fund Activity 7 a
BFNM-0003 (upload one report for each .
non-GRF Fund) Fund Activity 7 a
GRF ALl Activity Online Form Fund Activity 5 a
BPFM-0004-Summary Type A BIFCOGNOS Reports a
BPM-0004-Summary Type B BIFCOGNOS Reports a
BPNM-0004-Summary Type A and Typg BIICOGNOS Reports 0
BFNM-0004-Detail Type A BI/COGNOS Reports 0
BPNM-0004-Detail Type B BICOGMNOS Reports 0
BPM-0004-Detail Type A and Type B BIfCOGNOS Reports a
BPM-0002 Type A (upload one report
for each Program Activity A request) BIICOGNOS Reports 0
BPM-0002 Type A and Type B (upload
one report for each Program Activity B BIFCOGNOS Reports a
e i T T
Guidance

5 Budget Portal User Manual

Fiscal Years 2018-2019



Guidance ‘

Request Due Dates: There will once again be staggered suDMISSIOoN dates in orcer 10 facatate buoget Ccevelopment and analy
September 16, 2016 - Professional regutatory boards and commissions and smalier agencies

Octodber 14, 2016 - Cabinet agencies and all remaning executive agencies

November 1, 2016 - Constitutional statewide officeholders, and legisiative and judicial agencies

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.
e 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.

Role and Overview j

Prowicis 3 Driel explanation of your SJnty’s fok in State QOVEMMEnt, 30 cveniew of its FUNCHons, AN explanation of your gove
state the size of your overall agency budpet or exceed 2000 characters with your response.

Gukdance

Blue Book Questions
A link 1o last biennium's Role and Overview can be found at the bottom of the page. If you are using last biennium’s 1
Role and Overview

Pricrities Agency's Web Site: | hitp-i/ I Save Overview and Wed Address

Objectives

Program Activity

BUCOGHOS Reports

Additional Doecuments

@ Vilw LSt Baannium's Roks and Ovisnview

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.

A
et

Budget Portal User Manual
Fiscal Years 2018-2019

YA Y



- Add New Priority x |

Description: Maintain the highest level of readiness of the Ohio Army and Air
National Guard. The key to high readiness is recruiting and retaining
sufficient personnel who possess or can develop the skills necessary
0 provide a ready response capability to meet national defense and

state mission requirements|

Save Cancel

o This information will be displayed in the Executive Budget Blue Book.

Choose Agensy- [ADJ ~| | Select | ADJUTANT GENERAL'S DEPARTMENT

InBamation Pricrities

What ane the main agency prcrities that youwr budget will allow you 1 contrueipuriue’? These shoukd be large, sirategig

Roke gnd Cherview Wiirw Pricd Bhernium's Prcfites

Prineities t 1  [Edif | Attract and sustain a miltary force structure within Ohio that is ready, relevant, and re

Otiectives t 2 Edit |Maintain the Ghio Alr and Army National Guard's infrastructure in order to meet the tr

Program Series

+ Add Priarity B Save Cndor
Program Activity 3

1. Click an Edit link to change current information.
e The Edit Priority window will open.

Priorities 1
st ave e e g8 Doy IRt T Dracipet el SR DG 47 EOPSNU DU T BN D6 LR, BTG SsieTangng prortes

1 ﬂlmwmlmhrmmmmuum_mmmuﬂmmmmum.

T uﬂunwmwm DRy =

Deacrphon ot O o B Ay O (BT PRSI
i 12 i B ) ispuiein S B kel

+ Ao Pronty i Sawe Oroe

2. Make adjustments in the Description box.
3. Click Save.

+ Add Priority

4. Click Add Priority to add an additional Priority.
5. Simply drag and drop the rows to reorder priorities.

e
TR
(8 ]

3
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im

t1 £Edit | Maintain the highest level of readiness of the Ohio Army and Air National Guard. The key to high read
capability to meet national defense and state mission requirements. 1

-
w
m
=
=

Attract and sustain a military force structure within Ohio that is ready, relevant, and responsive to the nal{

{
t2 Edit | Maintain the Ohio Air and Army National Guard's infrastructure in order to meet the training requiremg

6. Click Save Order @ Save Order when you are finished prioritizing.

. @ Delete L
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.

Program Serties

Provioe a bref overvew of each of your agency's Adevel orogram senes (ex “123A17) Please do not exceed 1300 characters %0r sach of your response|
Las
Program
L ._ s 0 Seorses Title MoaDed -~ Oty
Ean 1 2800A Crimena Jusace
icren
ton 2 20104 LegH Secvces This progtam e (Ot s W2Ne MO

and Stale Agencies 26118 ez '=\‘~Xl\".-:"- 90343

. -\79’-:»9 “o"u"\tf'f ovsm -c eentation 1o

offcials and stale agences The Clioes. Dut 5 not
a1, MGH 3OVKe, CONMALT NPViie IDGANON SO0 a0
Oebt cobecton

To add a Program Series

2. Click Add Program Series | 99 Fro0r@m Senies |44 gpen 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.
e The Description field will automatically populate with information from the last budget request. If
any of this information has changed, make edits as necessary,
e |Iftextis copied and pasted, special characters may be automatically removed. Review your
entry before proceeding.
6. Click OK.
e 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.

Last Last

2;?.?_-;“:?) Series Tithe Description Modified ”(’gly'!‘d Detete

Edin 1 2600A | Criminal Justice This program senes contains the Law Enforcement (26008) 5/25/2016 | SMoooy
and Victims Seevices (26018) programs. The Law 8:56:45
Enforcement Program encompasses all functions of the office | AM
charged with providing training, invesbgatory, and technical
assistance services 10 the Llaw enforcement community across
the state, 3s well 3s tnose SECHONS Providing enforcement-
related actvities. The Victims Servikes Program encompasses
a3 functions charged with assisting victims of crime and with
| protecting chidren

Edit 2 2610A | Legal Services This program senes contains the Cazen Protection (26108) 572512016 | SMoody
and State Agencies (26118) programs. Citizen Protection 90348
focuses on peotecting the rights of Citizens and businesses AM
R105S the Stale 1 tho areas of CONSUMEr Prolection,

environmental enforcement, charitabie law, and antrust lyw

The State Agencies Program provices egal representabon to

state OfCIais and state agencies. This includes, but is not

Bmeted 10, 603l A0VICE, CONract réview, MHYANON SULOON, and

cebl coliechon
Edit 3 2620A | Program Management | This program seres contains the Program Management 6/14/2016 | MGreutich |

Program (26208). This program provides operational support 31203

Inchuding information technology, finance, human resources, PM
office senices, facites management, fieet management
library services, records relention. training, Internal audit. and
communkations. This program primarily serves 1o benefit the
employees and programs of the Attomey Generar's Office

Add Program Senos
= - Delete Selected Program Senes

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.

Program Activity

Compiete a Program Activity A request for each of your agency's B-evel programs below, Click Edit to the left of each program I number to open to Program Activity A web-form for that pn

The kst of active programs below has been generated based on FY 2018 actual spending data. If a program Is not listed, chck Add New Program Gelow to a6 it If a ksted program wil no i
status of that program bo Inactive by clcking Edit i the left of the program's ID number.

Bl Besk Cueslans.

Role and Overview

To add a Program Activity B request lor 3 program, click Ediit under the Activity B column. You can add multiple Program Activity B nequests for ary given program
Priorities

Program -

Print Al Activity A Requests. Color Key  Form Share Wizard

Objectives

Program Series

Program B Descriplion 1. ciive F Activity B Activity B Count

Program Actety Edit| 32008 | ARMY NATIOWAL GUARD SUFFORT 0
. Edit | 22258 | ANR NATIONAL GUARD SUPFORT [}
st Edit| 22308 | Fuefigraers ]
o e :
Edit | 22008 | CAMP FERRY CLUBHOUSE 0
Edit| 22706 | CAMP FERRY OPERATIONS o
Edit| 22008 | MILITIA 0
[Edit| 22908 | PROGRAM MANAGEMENT 3
+ Add New Program
Activity B Priorities N

[ o rocedar e Pr ™ anter the priortes yoursedt ik Save Priores” |

Print All Actwity B Requests  Print Activity B Pricrities Form Share Wizard

B Save Priofites

AT,
S
.‘1,:
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Each row in the far left column will be color coded to represent what action has been taken.

Color Key ®

Action has not been taken. Complete the form to clear this color.

The form was opened and is in progress, but is not complete. Select the Save and Submit
button when the form is complete to clear this color.

The Save and Submit bution was selected in the form. Clear indicates to the OBM Budget
Analyst that the agency is done with the entry.

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. [ Edit
¢ A web-form for that Program will display.

Program Form

O Export to Word

Program Number 22258
Program Name AIR NATIONAL GUARD SUPPORT

Will this program be active for the FY18-19 biennium? @ yes O No

FY 2018 Funding Request §

FY 2019 Funding Request $

FY 2018 FTES

FY 2019 FTES [

Program Summary

1. Explain the purpose of this program. What public service [
or existing need does this program address?

2. Explain the population served andlor community regulated
by this program.

3. Describe the services or activities provided by this
program.

Activity A Funding Level "

Save Save and Submit
Form Attachments

Em ‘were found for.this form |

+ Add Attachment

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
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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 | | .. asachment | (NOt required) if you wish to add information that will not

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

Add New Attachment b4

Document Title

Which question references
this attachment?

Select File Browse.

Upload Cancel

6. Click the Export to Word button | @ Exportto Word | tg create a copy of the document to save to
your desktop.
7. Click Save caue | 1O keep a draft of the incomplete form.

e The color will change to yellow on the Program table
Or
Click Save and Submit ‘

ave and Submit | 1T the entry is complete.

e The color will change to white on the Program table.
o 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.

Program

Form Share Wizard

Print All Activity A Requests  Color Key

Prog ID Program B Description Modified Modified By (IS, ASIVEEY  activity B | Activity B Count
Edit| 22008 | ARMY NATIONAL GUARD SUPPORT Yes 0
Edit| 22258 | AIR NATIONAL GUARD SUPPORT Yes 0
Edit 22308 Firefighters Yes 0
Edit | 22508 | BUCKEYE INN Yes 0
Edit| 22608 | CAMP PERRY CLUBHOUSE Yes 0
Edit | 22708 | CAMP PERRY OPERATIONS Yes 0
Edit| 22808 | MILITIA Yes 0
[Edit| 22908 | PROGRAM MANAGEMENT Yes 0

+ Add New Program

i Budget Portal User Manual
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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.

Available ltems Selected ltems
22008 - ARMY NATIONAL 22908 - PROGRAM MANAGEMENT
GUARD SUFPORT .

22258 - AR NATIONAL GUARD
SUPPORT g

B
22308 - Firefighters Sasauias
22508 - BUCKEYE INN i

22608 - CAMP PERRY
CLUBHOUSE

22708 - CAMP PERRY [
OPERATIONS

3. Select which questions to share.

Question Selection

Select the question(s) for the recipient to answer.
[] select Al

[JFy 2012 Funding Request §

[JFv 2019 Funding Request §

[IFy 2018 FTEs

CIFY 2019 FTEs

[[14. Explain the purpose of this program. What public service or existing need does this program address?
Oz Explain the population served andfor community regulated by this program.

[ 3. Describe the services or aciivities provided by this program.

[14. Provide estimates of the annual volume of services or activities provided at this funding level, including
people served, assistance provided, and number of awards and amounis.

[15. Describe existing services or activities that cannot be maintained or will be eliminated at this funding level,
including service level impacts compared to the current biennium.

[]6. Describe the various funding sources for this program. Are these funding sources dedicated solely to this
program or do these funding sources support other programs?

[[]7. Do any federal grants support this program?

[J#. Does this program pass funds to other state or local entities?

[]8. Describe any internal or external factors influencing the costs of this program, including trends in
demographics, caseloads, or technology, and any changes in federal/state funding or regulations.

[J10. Do any other state programs interact with this program?

[l 11. Describe how the effectiveness of this program is measured. Include any federal and/or state key indicators
used to measure success, the frequency of evaluations, how data is tracked and published, and any changes made
as a result of evaluations.

[+ 12. Provide any additional information concemning this program not included above that will service to assist
(QBM in the analysis of this request.

Budget Portal User Manual
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4. Indicate who you want to send these questions to.

Recipient Information
Enter the full email address of the person who will answer these questions
Recipient Name |Dana Hunter
Email Address |dana.a hunter.nfg@mail m

Comment |send me information about the
wil 3ppenr in emad massage) |EfTECtiveness of this program

o

o
o

-

Due Date

Do you want to be copied &)
on the emails sent to this

recipient?

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 Edit in the Activity B column next to the associated Program.

2- Enter a descrlptlon Issue/Short Description ||
3. Click Add New Activity B.

Add New Activity B |
e AProgram B Form displays.

” Budget Portal User Manual
Fiscal Years 2018-2019

14



Program B Form
& Export to Word

Program Number 22258
Program Name AIR NATIONAL GUARD SUPPORT

Select the option that best represents the nature of this
extended reguest

Select one b

Activity B Short Title/Description |xxxx

Priority
FY 2018 Funding Request § I:'
FY 2019 Funding Request § I:I
FY 2018 FTEs I:I
FY 2019 FTEs I:l

Form Attachments

Save Save and Submit

No attachments were found for this form

+ Add Attachment

4. Click the drop-down arrow to select the option that best represents the nature of the extended
request.
Maintaining current services
Expanding cument services
Expanding into new senvices
¢ 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 | | .4 asacnmen: | (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 B Export to Word to retain a copy.
9. Click Save and Submit | 53Y€ 39 SUOME [y e entry is complete.
Or
Click Save to keep a draft of the form.
Additional Activity B
1. Enter a description. |ssuessnor vescripuon ||
2. Click Add New Activity B. ‘ 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,

4 Budget Portal User Manual
Fiscal Years 2018-2019

15




Activity Form Sharing
1. Click the Form Share Wizard link.

Activity B Priorities

Erint All Activity B Requests  Print Activity B Priorities
Modified

Form Share Wizard

Activity B Title Modified By
Edit | 1 Office Equipment 54508 JUVENILE CORRECTIONAL FACILITI 08/02/2016 | DStanger

Program B Description

Edit || 2 Replacement Viehicle 54508 JUVENILE CORRECTIONAL FACILITI 08/02/2016 | DStanger

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.

Bl/Cognos Reports

Executive Agency Budget Request (Bl COGNOS)

Information

BPM-0004-Summary: Executive Agency Budget Request - Summary

Guidance
After your agency's data entry into OAKS BPM is complete, attach three versions of

Blue Book Questions
BPM-0004-Detail: Executive Agency Budget Request - Detail
Role and Overview After your agency's data entry into OAKS BPM is complete, attach three versions o

Add Executive Agency Budget Requests

Objectives Six Year Summary Reports by Program (Bl COGNOS)

3
Program Series Submit one BPM-0002: Six Year Summary Report — Type A for each of your agefs
Submit one BPM-0002: Six-Year Summary Report - Type A + B for each of your?
?
3

|

Program Activi
- ty Add Six Year Summary Documents
BIICOGNOS Reports 4
Fund Activity

Additional Documents

1. Upload and attach the Bl 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.

" Budget Portal User Manual
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Upload Executive Agency Budget Request x

H Summary or Detail ' Summary| ® Detail

Type |TypeA LY
Select File  C\My Documents\Budge: Browse...

Upload

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

Upload Executive Agency Budget Request »
Summary or Detail ) Detail
Type | Type A kY

Select File |C:\My Documents\Budge  Browse... |

Upload

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

Upload Six Year Summary Reporis by Program (Bl COGNOS) »x

Frogram | 2620A

SelectFile [CMy Documents\Budge  Browse...

Upioad

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

Upload Six Year Summary Reports by Program (B COGNOS) ®

) Type A - Program Budge! Request - Six Year Summary Repon
'® Type A + Type B {Extended Program Budget Request - Six Year Summary Report

Program | 26204
Select File C:\My Documents\Budge, Browse...

Upload

-4 Budget Portal User Manual
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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.

Fund Activity Questions

Information

The ksts of active funds and GRF line lems bedow have been generated based on FY 2016 achual spending data. If a fund or GRF bne ibem s not Isted, click eiher Add New Fund or Add G
e wsed in the FY 2018-2019 biennium, you can change ihe status of that fund or line Sem o Inactve by eicking Edit io the left of the fund of Ene fem rumber

Guildance

I the: top section, complebe a Fund Activity Sumenary for each of your apency’s non-GRF funds by clicking Edit 1o the left of sach fund ID rumder. For each nen-GRF fund, a Fund Activity Su
unges the BI Cognos Report column

I thees bt section, complete 3 GRF ALI Activity Summary for each of your agenty™s GRF appropnation line items Dy Chcking Edit to the left of each ALL numper.

Prirt Al Color Kéy Form Share Wizard

Isin_ Active FY

Fund 1D Fund Descripiion OAKS? 18197 Modilied Modified By Bl Cognos Report Uploaded Uploaded By

. Edit ;0 Asmy Nabional Guard Service Confract Yes Yes Upload
BUCOGNOS Reports

Edit | 3E50 | AirNabonal Guard Agresment Yo Yes Upload

Fund Activity Edit | 3R50 | Counter Drug Operations Yes Yes Upload

Edit | 5340 | Amory Improwemints Yus Yes Upload

Additional Documents Edit 5360 Camp Perry Clubhouse and Rent Yes Yes Upload

Edit E3T0 Maintenance Ohio National Guard s Yes Upload

Edit SUBD Community Malth Armones Yes Yes Upload

Edit 410 Air National Guard Base Security Yo Mo Upload

Edit YD OH Military MedabDistinction Yes Mo Upload

+ Add Niw Fund

GRF a

Print Al Color Koy Form Share Wigard

ALl Description I'\I:b?;'-‘ '&"":;':"‘;‘n[,"l Modified Modified By
Edit | 745401 | Ohio Miitary Resenve Yes Yes
Edit | 7a5408 | Aw Natonal Guard Yo Vs
Edit | 745407 | Matonal Guard Benefits Yes Yes
Edit | 745408 | Cantral AdministraSion | Wes | Yes
Edit | 745420 | Asmy Mational Guard Yes Yes
+ Add GRF ALI

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. | Egit
¢ A web-form for the Fund beside the link will display.
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Non-GRF x

Fund Number 5340
Fund Description ARMCORY IMPROVEMENTS

Will this fund be active for the FY18-19 biennium? (@ yes () No

Fund Summary

1. Explain the legal authority of this fund, including: Chio
Revised Code chapter, section of temporary (uncodified) law,
andfor Controlling Board action number and approval date.

2. Explain the purpose of each ALI within this fund. | a4 ALy

3. Explain the programs or activities that are supported with
fund revenue.

Revenue

4. Explain all major sources of revenue deposited into this
fund.

5. Explain factors influencing historical revenues fo this fund
(e.g., 50% fes increase in FY14; 10% decrease in revenue in
FY16 due to a decrease in number of licensees, efc )

6. Explain specific assumptions used in developing revenue (V]
estimates for fiscal years 2017, 2018, and 2019 (e.g.,

Save Bave and Submit

Form Attachments

[u [ ]

+ Add Attachment

2. Answer each required question. You may be prompted to answer additional questions depending
on how you answer certain “Yes or No” questions.

4. Enter ALl information requested.

ALl

ALl Title

Purpose

5. Click Add. Add

7. Upload attachments | | .4 asachment | (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 | ® Export to Word | tg create a copy of the document to save to
your desktop.
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9. Click Save caue | 1O keep a draft of the incomplete form.

e The color will change to yellow on the Fund table
Or
Click Save and Submit ‘

Save and Submi if the entry is complete.

e 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 Bl report for each fund, click the Upload link in the BI Cognos Report column.
Upload

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

Upload Bl Cognos Report »®
Select Document | Browse
Add a New Fund
1. Click the Add a New Fund button | feeewrne at the bottom left corner of the Non-GRF table
2. Enter the Fund code. """
L Description |
3. Enter a description.

4. Click Submit.

o 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.
e A web-form will display.
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2. Click No

e The questions will not be visible.

3. Click Save or Save and Submit.

GRF ALIs

W G
3R] D ]
F o by 300
Wored Dol viplion AL, RECTWENY WA TENANTE

A Eain Pored B aciive for S PR 10 bemniem T 0 gy (L Mg

Fiahal foamuTuly

1, Evpiges mra i Sumoety of e drad, i e |
FRamvmad Ciosde e, we Son of Semporary (o cofad) s
i Lol B i BSS farmbed el BSSATedl dlide |

I s Wl Do O BB Ll w P A L aa
N Empiaen Top PROgRETA oF B et Al a0k e win |

urd e

Havorass

| i sl S e R T s e e e

O Yes ®@No when asked if the fund will be active in the next biennium

|- Save | Save and Submit

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

A web-form for the ALI beside the link will display.

GRF

o Export to Word
ALI 745401 o~
ALI Description Ohio Military Reserve

Will this ALI be active for the FY18-19 biennium? @ ves O No

ALI Summary

1. Explain the purpose of this ALI \

2 Is the use of this ALI governed by any existing legal () yes (O No
authoriy, including Ohio Revised Code chaplers or sections
of temporary (uncodified) law?

3. List the programs or activities that are supported by this
ALl

4.1s there a direct financial linkage between this ALl and () yes () No
another ALI or group of ALIs? (for example, you could not
make an adjustment to ancther ALl without also making an
agjustment to this ALI, or you have significant discretion to
move expenses from this ALl to a different ALI)

Appropriation and Expenditures

5. I the requested appropriation for this ALIin FY18 of FY12 () yes O No
different from the appropriation in FY 177

Save Save and Submit

Form Attachments-

+ Add Altachment
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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 | .. . |tokeep adraftof the incomplete form.

e The color will change to yellow on the Fund table
Or
Click Save and Submit ‘

Save and Submit if the entry is complete.

e 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
. Add GRF AL
1. Click the Add GRF ALI button | = ™ at the bottom left corner of the GRF table
2. Enter the ALI code. |~
3. Enteran ALI Title. | "™ ‘ ‘
FPurpose
4. Enter the Purpose of the ALI.
5. Click Submit.
®Yes O No . . . . .
6. Mark Yes beside the question that asks if the ALI will be active.
o A web-form will display for the new ALI. (This is the same form shown previously for the
existing ALI.)

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

© N

+ Add Attachment

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

10. Click Save caye | 1O keep a draft of the incomplete form.

e The color will change to yellow on the Fund table
Or
Click Save and Submit ‘

Save and Submit if the entry is complete.

e 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.

£ Budget Portal User Manual

Fiscal Years 2018-2019
22



Additional Documents

As mentioned in the FY18-19 Operating Budget Guidance, the following documents must be uploaded to the Budget Portal:

Director's Summary Letter
Index to Budget Request
Agency Table of Organization
Blue Book Questions Agency Staffing Table (Appendix L)

Fee Worksheet (Appendix M)

Role and Overview _ _ .
Agency Compliance with Customer Service Standards Questionnaire (Appendix N)

Additional Required and Supplemental Documents

Objectives Add Document

Program Series

Program Activity
BI/COGNOS Reports
Fund Activity

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)
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