State of Delaware
Office of Management & Budget

Budget Development and
Information System

User Manual Version 2.5



BUDGET ENTRY

To enter/edit data in your budget:

¢ r Double Click Budget Entry on the Navigator Hierarchy, Shortcuts or the
Jump Window.
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The Budget Entry window is opened with your Department and the Fiscal Year
filled in. At a minimum, the user must fill in Budget Category and OCA. If the window is
cleared with the Clear Record button, the Department and Fiscal Year must be entered.

B Performance Series
File  Edit Action ‘window Help
L R Y eI E R
Budget Line | Detail |
Department: Leqislative Uszer Code 1: l:l
Fizcal Year: 2001 Uszer Code 2: l:l
Budget Ealegmy:l vI Uszer Code 3: l:l
oo —
PCA: I
Project / Detail: | I."| I
Grant / Detail: | I /] |
Infarmation
Organization: Frogram:
Fund: Function:
Subfund: Appn:
1 Filter &pplied




To Select Budget Category:
¢ Click r on the drop down ~ arrow and
¢ Highlight Operating.

To Select OCAs

Keep in mind BDIS requires the use of an Organizational Cost Account (OCA) code when data
is entered into the system. The OCA is an abbreviated code that looks up the applicable Fund,
Appropriation Line and Organization codes to facilitate BDIS database updates.

There are two methods to select OCAs.

\I=anz[0]lK  After selecting the Budget Category,

¢ Click r on the SELECT hutton, . S[:ﬂ

All OCAs / appropriations will be retrieved and displayed for the Department shown.

HINT: It may be helpful to have a copy of all your OCAs. A list of OCAs is available under
Cizer Reports, BDIS Tables, “Appn /OCA”. See Reporting.

¢ Click r on a line to highlight an OCA or Revenue Code (User Code 1).
¢ Clickr OK.

Record Selection

Top Mext | Priar | Bottom

Search Text: I Search Aaar
Dept Fiscal Organization Program Project Project Grant Grant  User  User User Budget -«
Year Cost Acct Cost MHumber Detaill Mumber Detall Code 1 Code 2 Code 3 Category

10 201 110033 a 000017 |gdodmt o N5 1] 1] Operating
10 201 110033 a 000017 |gdodmt o M6 1] 1] Operating
10 2081 1Mma7 a 0000 |Qdgaodm o a 1] 1] Operating
10 2081 110140 a 000002 |Qdodoz o a 1] 1] Operating
10 2081 110150 a 000003 |0dodoz o a 1] 1] Operating
10 200 110160 a Q00005 000005 O 1 1] 1] Dperating

L 2o O I N O N =T
[

ok LCancel |

O This method of retrieving OCAs allows use of the Next and Prior buttons and activates
Go To under Action on the menu.




\=gng(elsP  After selecting the Budget Category,

¢ Double click r on the OCA box.

¢ Click r on a line to highlight an OCA from the list box that is retrieved and
displayed.

Notice this list has OCA titles of Appropriation Line, Organization and Fund.

¢ Click OK

Record Selection |
Top | Hext | FEriat | E:ottam

Search Text: || Seanct g ar
Department Appn Year Org Cost Acct OCA Title -
20 110093 Reverwe  Gow ASF |:
10 2001 110099 Revenue  Gov GF
10 200 11ms7 Personnel  Gow GF
10 2001 1107140 Travel  GowGF
10 200 110150 Contractual Gov GF
10 2001 110160 Supplies  Gov GF
10 2001 110170 Capital Gow GF
10 2001 110180 Woodburn  Gov GF
10 200 110134 Woodburn Dec Gow GF LI

ak. Link | Sort Cancel |

D The Next and Prior features will not be available nor the Go To button if this method is

selected. Users will need to Clear the window and select a new record to continue to work.
This method is only useful if you need to work with a single appropriation.



The retrieved record(s) will fill in the information on the screen.
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¢ Click r on the Detail Tab and
¢ Click r on the Process drop down ¥ arrow.

% Performance Series

]
Fil= Edit Action ‘wWindow Help
@ 0SS @ O Ba v & Bz @ 4 ¥
i Budget Entry Mi=] E3
Budget Line Detail l
Dept: 1 Legszlative Fizoal ', 2001
Process: j :
OC4a: 110137 Perzonnel House GF Categony:  Operating
1 - Hist Actualz
2 - Hizt Budgets -
G - Request
KI ;l_‘

¢ Click r on a Process Title.
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Budget | Object | Object Baze ol J Enh OT | 01 REQ SﬁﬁctJ 00Bud | =
C/HN| Type Level 3 Level 4 D ezcription 25 26 28 29 30 10 12
1 E - Appointed Dfficial: 5als 831 0. 0.0 0.0 0.0 831 92 831
2 E = | 01003 Casual & Seasonal Sals 5.2 0.0 0.0 0.0 0.0 5.2 208 52
3 E ~ | 01004 Salaries/w ages-Employees 11188  &0O.0 0. 0.0 oo 11788 990 11149
4 E - | 01008 Shift Differential Salary 0.0 0.0 0.0 0.0 0.0 0.0 049 0o
A E w | 01005 Termination 5als-Sick Leawve oo oo oo oo oo oo oo oo
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7 E =|01018 Ewening School 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0o
8 E - | 01038 De Matl Guard-Emergency Pay 0.0 0.0 0.0 0.0 0.0 0.0 10.2 oo —
9 E | 02001 Pensiong/Emplover's Share 104.2 5.7 0.0 0.0 0.0 1099 1087 1038
10 E = | 02002 Health Ins/Emplayers' Sh 1422 0.0 0.0 0.0 0.0 1422 1101 1422
11 E ~ | 02005 Wworkmen's Compenzation 8.9 0.5 0.0 0.0 0.0 9.4 7.5 249
12 E - | 02006 Emplyr Sh/Social S ecurity 743 3.7 0.0 0.0 0.0 T8E E5.6 747
13 E | 02007 Unemployment Insurance 19 01 0.0 0.0 0.0 20 0d 19
14 E | 02005 Unemployment Ins Benefits 0.0 0ad 0.0 0.0 0.0 0. 1.3 o
15 E ~ |0201E Emplover's Share-Medicare 17.4 04 0.0 0.0 0.0 18.3 15.5 17.3
Expense Sub Total) 155866  70.9 0.0 0.0 00 168275 13285 15520
< | ﬂ_l
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The above window will appear reflecting the object codes associated with the OCA
(Appropriation) selected.

The columns are as follows:

C — Comment: If checked a comment is attached to the line.
N — Notepad: NOT USED.

Budget Type -

Object Level 3 — Reflects DFMS object code.
Object Level 4 - NOT USED.
Description - Object Level 3 title (matches DFMS).

Accumulators — The data columns are called accumulators and vary depending upon the process
chosen. The Request Process shows service levels (base, volume/inflation, structural changes,
enhancements and one-time items), a total, the prior year actual and the current year budget.
Gray cells may be edited and white cells are protected.

“E” reflects expense object code.
“P” reflects personnel positions object code.
“R” reflects revenue object code.



To edit a gray cell (Change a number):
¢ Move cursor to the desired data entry cell, Click r.

¢ Enter the data amount. Enter dollar values in number of thousands of dollars to one
decimal place, $100,400 is $100.4. Personnel values are the number of positions to

one decimal place. Enter negative numbers with a “ — * sign in front.
¢ Move cursor to the another desired data entry cell, Click r, the SAVE button will
activate.

To save:
¢ Click r Save button.

To move between appropriation lines such as Personnel, Travel, etc. or between Revenue
Codes:

¢  Click r on Go To under the Action Menu. The list of OCAs and Revenue Codes
(if applicable) will again appear.

¢ Click r on a line to highlight an Appropriation/OCA or Revenue Code (User Code 1
and continue to work).

To close file:
¢ Select Close from the File Menu.

To end session:
¢ Select Exit from the File Menu.

NOTES:

1. REVENUE: Revenue object codes are shown in the User Code 1 box on the Budget Line
screen. To enter revenue, use METHOD 1.

¢ Open the Budget Entry window and choose the Budget Category of Operating.
¢ Click r on the SELECT button to view all lines.

¢ Click r to highlight a line with the desired revenue OCA and desired revenue object
code (User Code 1).

Click OK.
¢ Click r on the Detail tab.
¢ Click r on the Process drop down ¥ arrow and click I on a Process title.
¢ Move cursor to the desired data entry cell, Click r.
¢ Enter the data amount.

¢ Move the cursor to another desired data entry cell, Click r; the SAVE button will
activate.



¢ Click r on the SAVE button when all changes to the screen have been completed.

¢ Click r on Go To under the Action Menu. The list of OCAs and Revenue Codes (if
applicable) will again appear. Continue as before.

2. PERSONNEL.: Positions are shown under object code 9997 in the Appropriation/OCA from
which they are funded. Note the Budget Type for object code 9997 is “P” for personnel.



COMMENTS

BDIS provides the ability to attach comments to many screens in the system. Comments may be
added to a budget line. Text is limited to 256 characters (including spaces). The information
can be viewed on line or printed on accumulator reports.

To add a comment to a Budget Line:

¢

While in the Detail Tab of the Budget Entry Window, click r on the line you wish
to add a Comment to.

Click r on Comment under the Action Menu.
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¢ Begin typing comments



¢ Select OK to save the comment and return to the Budget Entry screen. A check
mark will appear under column “C”” of the line to signify a comment is attached.

¢ Click r on the SAVE button.

To view or clear a comment on a Budget Line:

Click r on the line with the column “C” checked that you wish to see.
Click r on Comment under the Action Menu. The comment will appear.

Click r the Clear button to delete the comment.
Click r on the SAVE button.

* & o o



TO FILTER CRITERIA

(This function limits the data returned and is available on multiple windows.):

¢ Clickr onthe r button on the toolbar and get the following screen.

E‘ Filter Criteria

] €] pand
[ Available Column Operator  Yalue 1 Logical
& | =] .= | | | W~ |
Ok Cancel Add | Ingert | Delete | Clear |

¢ Set desired parameters.

To set a parameter, select a field from Available Column, an Operator and type in a Value
(Double Click r to see a list of acceptable values). The Filter Criteria screen allows multiple
parameters to be set using logical connectors. To add additional criteria, select a logical
connector and a new line is automatically added. Complete the line as needed. Parentheses may
be added or deleted by Clicking r on a Parentheses Box and then Clicking r ﬂ ﬂ

the appropriate parentheses add or delete button. (Eilter Criteria are saved automatically by
User ID. If you do not wish to use the filter in the future, Click r Clear when finished or clear
the screen upon entering if a filter exists from prior use.)

ﬁ Filter Criteria E3 |

o) ] ik

[ Available Column Operator ¥Yalue | Logical

(&l

Appn. Mumnber

D epartment

Fizcal vear

Furnction
Fund

Inzert Delete | Clear |

¢ Click OK.



BUDGET TRACKING (APPROVAL PROCESS)

BDIS provides the ability for each user to indicate to their supervisor that their input is complete
and ready for the next level of input/approval. After you complete data entry and/or
modification of budget lines and are certain your requested budget is final;

¢ Double Click r Budget Tracking on the Navigator Hierarchy, Shortcuts or the
Jump Window.
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The following screen appears. Users will see all the other users subordinate to
them in the hierarchy and the users above them in the hierarchy.
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To finalize your budget:
¢ Click r on your user name.

¢ Clickronthe » Submit Budget button on the tool bar.
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¢ Click r Save.

The next higher person on the approval hierarchy will be notified that your entry of the

budget request is completed.

NOTE: At this point, data entry can no longer be performed; however, you will still be
able to view data and run reports. The person above you in the hierarchy has the ability
to unlock your checked box to allow data entry again, if necessary.



BUDGET INQUIRY

BDIS provides the user with the ability to perform data inquiry on the data permitted by user
security. The results of data inquiry can be exported to several common formats for
manipulation and presentation such as Excel, Lotus, Text, etc. To open Budget Inquiry;

¢ r Double Click Budget Inquiry on the Navigator Hierarchy, Shortcuts or the
Jump Window.
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The Budget Inquiry screen will appear with the fields blank. Filling in the fields will create the
inquiry.
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¢ Click r on the Category drop down ~ arrow and Click r on Operating.

¢ Click r on the Process drop down ~ arrow and Click I on a process title.

¢ Click r on the Type title desired. Multiple types can be selected. Be careful to
highlight only the one(s) you desire. In general, more than one is illogical.

¢ Click r on the Field drop down ¥ arrow and click r on the field you wish to see i.e.
object code. Note Field identifies what will appear on the left-hand side of the
screen.

¢ Click r on the Level drop down ¥ arrow and click r on level desired. Level will
only be activated for fields that have levels i.e. object code has levels 1, 2 and 3.

Title Year and Title Dept will automatically fill in your default information as needed. Enter the
Department desired if you have access to multiple Departments.

¢ Click r on the Style drop down ¥ arrow and click r on a style title to format the
results of a data inquiry as Matrix or Tabular.

¢ Click r Filter on the Action Menu and or use toolbar Filter button to set the
criteria for the inquiry. See Filter Criteria Section for details. At a minimum,
select a Department and Fund. Note: If a fund type is not selected, all fund types
(General Fund, Appropriated Special Funds and Non-Appropriated Special Funds)
will add together in the inquiry.

¢ Click r Rollup on the Action Menu or use the toolbar Rollup button =
to run the inquiry.
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The results of data inquiry can be exported to a file for manipulation and presentation.

[ :’(:;!_;Pellnlmance Senies
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Open Mavigator  Chil+0 o | w8 ] | 1| | @ |
Jump 'wWindow Clrl+)
Change User Class E=] B3
Close Chl+F4 = Display Optigne———————————
Field: I Object - I
HawE [Etrl+5 ﬁ
Save As... | Level: |3 vI
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° Click r SaveAs on the File Menu.

Save As

Savein | PerfSer2 RN==

=| README_C.T=T

DIF -
Ewicel

Ewcel with headerz
E el

Ewicel with headers
HTHL Table
Fowerzoft Report

s0L

IR | | it he.aclers ﬂ

Save az twpe: | Text with headers Cancel

Click r on the Save as type drop down ¥ arrow and Click r the type file desired.
Select the desired path under Save in and type a filename under Eile name:
Click r the Save button.

Click r Close on the File Menu to exit data inquiry mode.

® & o o



REPORTS

BDIS produces two types of reports to assist system users in the budget process. Each type
supports a unique set of needs.

1. Accumulator Reports provide departments with easy access to on-line data and flexibility
in data selection. Customized accumulator reports are available for departmental use to
support the budget preparation process. They include expense, revenue and position reports
by a combination of fund, organization and/or object code. Users may temporarily change
these existing reports for viewing/printing custom reports

2. Cizer Reports is a market-leading Windows-based report writer and distribution tool using
the Internet. Cizer extracts data and transforms it into presentation quality, information-rich
reports with flexibility. It has allowed the State of Delaware to customize budget reports.
These reports are used by the Budget Office to create Volume Il of the Governor’s
Recommended Budget book. Each user has access to these reports.



ACCUMULATOR REPORTS

To run an existing Accumulator report:

¢ r Double Click Accumulator Reports on the Navigator Hierarchy, Shortcuts or

the

Jump Window.
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A blank report screen will appear followed by a list of available reports. Click r the report you
wish to run or modify and click r OK.

Open Accumulator Report

Reports

=]|

01 Reguest: Expensze

04 IPU

07 IPL) by OCA g
10 IPU by Object

16 Request: Revenue- AP Lancel
19 IPU

22 IPU by Object [HEw
28 Fequest; Personnel- APU

a1 IFU j

Comments

Requested Budget

Erpenze

Department by Fund and AFPU

Note: Comments provides a better description of the report that is highlighted.



The report format screen will appear.
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If user security allows access to an entire department, the Filter Criteria button should be
selected to limit the data retrieved to desired IPUs. Otherwise, reports retrieved will include data
for the entire department. See the Filter Criteria section of this manual for details on using the

filter.
NOTES:

1. Each user can set a personal filter for each report and the system automatically saves that
filter. Therefore, always check the Filter Applied box for filters you have used in the past
and ensure you still wish to use it, otherwise delete the filter using Filter Criteria.

2. Users can Click r on the Full Title box to show the full title of fields in the report body and
Click r on the Budget Line Comments box to print any comments attached in the Budget

Entry window.
To Run a Report:

¢ Click r Run on the Action Menu or Click r on the Run button E

Fun
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NOTE: Some Accumulator reports contain many pages. To determine the number of pages
in a report before deciding to print, use the scroll bar on the right side of the report
screen. The page number and number of pages is located at the top right of each
page. Scroll to the bottom of the bar to get the total page count.

¢ Click r the Print button on the toolbar to view Print Options.

? Online Report Print DOptions

Printer:  “WOBUDMTTAMT_Printer] on Mel3:

Copies: I-I

=
-

Cancel |
— Page Fange
& Al Prirter... |
"~ Curent Page
 Pages: I ™ Frirt ta File
[¥ Collate Copies
Enter page numberz and/ar page ranges separated by
commas. For example, 2,5.8-10

Print: &ll Pages in R ange

L4
Options Window, click r OK button to print.

=

Click r the Printer button to select a printer and upon return to the Online Report Print




To export a report to a file for manipulation:
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¢ Click r Save Row As on the File Menu.
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¢ Click r on the Save as type drop down ~ arrow and Click I the type file desired.
¢  Select the desired path under Save in and type a filename under Eile name:
¢  Click r the Save button.

¢  Click r Close on the File Menu to exit the report.




To modify/customize an existing Accumulator report, select a report that is
closest to the report you wish to create:
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Title:
¢ Click rin the Title box and type to modify the title.

Columns (Accumulators):

¢ In the column you wish to add or change, double click r the box in the second row
(Row where there are numbers) to view accumulators allowed by security.

¢  Click r on the accumulator you wish and click r OK to add to the report.

¢ Inthe column you wish to remove from the report, click r the box in the second
row (Row where there are numbers) to highlight and press the Delete button on the
keyboard.
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Rows:

¢ Click r on the Field drop down ¥ arrow, click r on desired field title and select
desired Level as needed. Field is the item you wish to see such as Object Code.

Budget Category:
¢  Always Operating.

Budget Type:
¢ Click r to highlight the desired Budget Type. Be careful to select only one.

Filter Applied:

¢ Click r on the Filter button and select filter criteria as shown in the Filter Criteria
section of this manual.



Group By:
¢ Click r on Group By button.

Group By Order Selection |

Group By: Aevailable Columns;

Department Appropriation
Fund Fizzal *'r
Grant
Grant O etail
Object Level 1
Object Level 2
Object Level 3
O,
Crganization
PCA
Frogram
Praoject
Project Detail
Subfund
I1zer Code 1
[ N e P |
+ Move the cursor over an Available field title, click r, hold down the mouse button,
drag the title to the white rectangle beneath Group By and release. Place the fields
in the priority order in which you wish to group. To remove items from Group By,

reverse the procedure.

Date, Full Title, Page Numbers and Budget Line Comments:
¢ Check boxes as needed if you wish the report to show Date, Full Title for the field
selected, Page Numbers and Budget Line Comments entered on the Budget Entry
window.

Miscellaneous:
¢ Click r on the Print button to print the report.

¢ Click r Close on the File Menu to exit Accumulator Reports.



CIZER REPORTS

To generate a Cizer Report by entering directly via the Intranet:

¢ Open Internet Explorer and go to
http://reports.budget.state.de.us/

State of Delaware
D & Syt
B'udgel Reports %

&7 0ion

¢  Enter BDIS USERID and password (All passwords are in lower case.)
¢  Press ENTER or click r LOGIN button.

To generate a Cizer Report from BDIS:

¢ InBDIS, Double click r Cizer Reports on the Navigator Hierarchy.



SELECT REPORT (This will be the first screen you will see if entering from BDIS.)

The currently available reports are shown under Requests. History reports are always
available. Requested budget Dept Reports will be available starting in the request budget
phase. When the Governor submits his budget in January, the Recommended will be made
available. The Final budget as appropriated by the Legislature will be available on July 1 of each
year.
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Click Run Now
to execute the
report.

When you click a report, the
Parameters will fill in with your
security access.  Click r the

Click r on the lines
with a + todrill
down to the report

desired. A @ will
indicate a report.

Click r on the
report you wish.
Your security will
limit access.

drop down ¥ arrows to select the
organization you wish. If you
select “00” for the APU or IPU,
all APUs or IPUs will be run for
the report you select.




The following screen appears to show your report running.

a http: / /reports_budget.state_de_us/reqwait. asp?requestlogid=16815%count___ [l[=]
Your job is being processed and

will be returned to you when complete.
fou may minimize this window and continue working.

This window will remain open far 5895 seconds ar until your job is finished
Processing.

¢  When completed the report is rendered on your screen.
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¢  Click on the PRINTER button to print.



Reports may be exported in various formats. You must have the appropriate software loaded
on you PC, i.e. Microsoft Excel v5.

¢ Click r on the Format drop down ¥ arrow, click r on a format title to highlight
and click r the Export button.
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The appropriate software will open and formatted report will be displayed.
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¢ Click r Save As on the File Menu to save to your desired location.




ADDITIONAL FEATURE:

. Clicking Information will show information on the report run times etc.
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¢  Click r ARCHIVE to view copies of the last three versions of the specific report
you have selecteth

. Click r Job 1D numbey to view the archived report.
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CLOSE REPORTING

¢ Click r Close on the File Menu to exit Cizer Reports.



GLOSSARY

KEY DEFINITIONS:
Budget Process: A stage in the development of the budget (example: Department Request,
Governor’s Recommended Budget and Final Budget Act).

Budget Category: A major grouping for which budgets are developed (example: Operating,
Capital. Only Operating is currently used in BDIS.)

Budget Type: Expenditure, Revenue and Positions are used in BDIS.
Object Level 3: List of DFMS Object Codes.
Obiject Level 4: Not currently used. Reserved for future use.

Organization Cost Account (OCA): A six-digit number used to represent a unique combination
of an organization: Internal Program Unit (0101); Fund (GF, ASF or NSF); and,
Appropriation (Personnel, Travel, Contractual, etc.) within a department.

Filter Criteria: Allows users to set multiple parameters using logical operators for filtering
data.

Program Cost Account (PCA): Not used.

Project: A number used to group appropriations. Standard appropriations such as Personnel,
Travel and Contractual are separately identified. Special appropriations, such as
Medicaid and Child Health, are combined into Other Items.

Project Detail: A number subordinate to Project. Project Detail provides the names of all
appropriations. Other Items is broken out into the detail appropriations, such as
Medicaid and Child Health.



