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System Access and Login Process 

 

To request a User ID, navigate to the OMB web site and click on the Budget System option, followed by 

the CBS Budgeting icon. 

 

 

 

After clicking on the CBS Budgeting icon, the “Request User Log In” icon and follow the directions.   
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Accessing the Capital Budget System 

Navigate to the OMB web site and click on the Budget System option, followed by the CBS Budgeting 

icon. 

 

 

Click the Capital Budget System icon. 

 

After clicking the Capital Budget System icon, click the LOGIN icon and enter your assigned login 

credentials. 
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Capital Budget Forms  

 

 Populating Forms for New Projects 

For new projects that have not previously been entered into the Capital Budget System, agency end users 

need to click the “Add New” button highlighted below. 

 

 

Next, the user will need to fill out the “Stage, Organizational Code, and Project Name” fields.  The 

“Stage” field should always have the “2101 – Initial Data Entry” option selected while the “Project” field 

is automatically generated by the system.  The “Organizational Code” can be populated by clicking the 

magnifying glass and selecting the appropriate IPU.   
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Following this screen, there are five forms that will be used to capture capital budget request 

information.  These forms will be accessible by using the tabs in the middle of the Capital Budget 

Request form page. 

  

1. Header Tab  

  

The Header tab is used to capture detailed descriptive information about the requested project as well as 

the priority, Budget Reference year, and Owning IPU (the IPU that is ultimately responsible for project 

administration and to which capital funds for the project are appropriated).  
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Data entry continues using the Project Costs tab. 

2. Project Costs Tab  

  

The Project Costs tab includes editable columns for three years of project cost estimates (both capital and 

operating) as well as columns for out-year capital and operating cost estimates.  In addition, there is one 

text column.  

  

  

In order to add a new row for a project, click “Add New.”  
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Select the Fund Code using the value help dropdown (by clicking on the magnifying glass) and enter the 

cost estimates as well as any comments.  (The Organization Code and Project Code are pre-populated 

based on the values in the header.)  

Header.  The header includes widgets that display the Project ID and name, Department, and summarized 

capital project budget amounts.  
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Following entry of project cost data, comes the entry of facility data for the project. 

3. Facility Data Tab  

  

The Facility Data tab is used to capture descriptive information and details about the requested project, 

including:  

  

Present location  

Present gross # of square feet  

Present age of building  

Proposed location  

Proposed gross # of square feet  

Proposed estimated time to complete project  

Proposed estimated date of occupancy  

  

  

  

4. Project Tab  

  

The Project tab is used to update Chart of Accounts master data related to the individual capital project 

requests and will not be utilized by agency end users at this time.  
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After completion of all project information, it is imperative to save all data entry prior to logging out or 

leaving the project screen.  This is done by clicking the “Save and Close” button as shown below. 

 

 

Lastly, when agencies are ready to submit their project request to OMB, users must click the “Submit” 

button as shown below. 
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Updating Forms for Existing Projects 

 

For projects that require continued funding into subsequent fiscal years (e.g., MCI projects, the funding of 

multi-year agreements or leases, and major construction projects taking more than one fiscal year to 

complete) agency end users need to select the project from their existing project list and update the budget 

request forms. 

To do this, agency end users will select the project from their existing project list by clicking on the 

“Header” icon for the project (shown below). 

 

Agency end users will then update the pre-populated information on each tab for the most current request, 

including the Header Tab, the Project Costs Tab, and Facility Data Tab (if necessary).   

It is important for agency end users to update the “Detail/Description”, the “Priority”, and “Budget 

Reference” information on the Header Tab as shown below. 

 

When all of the information is updated on the Header Tab and saved, cost information needs to be updated 

on the Project Costs tab by double clicking on the FY dollar amounts to be updated and saving as shown 

below.  Review all information to ensure the updates were captured before submitting.  

 

 



12 | P a g e  

 

Reports  

  

Access through CBS Links:  Log in to CBS and click on the Links dropdown selection “BFM 

Reporting.”  

  

  

  

Basic navigation to the reports for the capital budget request is below. 

  

  

  

1. The interface is a list style.  Personal Folders are where any personal documents may be 

saved.  Public Folders are where all standard reports are housed.  

  

2. Clicking on a folder will make it active.  In this screen shot, the Public Folders are active.  

  

3. Click on the > to the left of any folder to expand the folder structure.  
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4. When in Public Folders, click on “1. Department Reports,” followed by clicking on the “3.4 

Capital” folder to see the reports available for the capital budget request.  

  

 

 

 

 Opening a Report  

  

1. Navigate through the folders to the desired report.  

  

2. Click once on the report to be opened.  

  

3. When the report is open, it will be displayed as a full page.  There will be a drop down at the top 

with the report name.  

  

4. Most reports will be set to “auto refresh,” meaning the report will refresh the data after it is 

opened.  

 

5. Agencies will need to run the CIP Budget Book report, export it as a pdf, and submit this report 

along with the Transmittal cover letter via email to OMB.BDPA.Admin@delware.gov, 

DTI_PartnerServices@delaware.gov, and CGO.Admin@delaware.gov with a Subject Line of 

FY27 Capital Budget Submission as required in the Fiscal Year 2027 Operating and Capital 

Budget Preparation Guidelines. 
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