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FORM MANAGEMENT BUTTONS

Across the bottom of most IBIS forms are several form management buttons. These buttons are Export
PDF, Save Draft, Save & Close, Ready to Submit and Delete Request.

=== STATUS: BRU_DRAFT ===
'WORKSHEET Il (TITLE: Extended Substance Abuse Services)

Basic Information Positions. Budget Detail Other Attachments/References
Sereen 0 - [[ETCHEN
IBISID : | TUN
Attachments
Manage Attachment(s) View Attachment
D Aftachment Name Attachment Type Attachment Size Date Uploaded ™ Uploaded By
1 350988 \October 25 2012.docx. application/vnd.openxmifermats-officed... 15.913 KB 11/08/2012 IBIS UserS

References @

Add Row Remove Row(s)
References
No items to show.
1 »
Export PDF Save Draft Save & Close Ready To Submit Delete Request
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GENERATING PDF
Click on the Export PDF button as highlighted below.

=+t STATUS: BRU_DRAFT ****
WORKSHEET Il (TITLE: Extended Substance Abuse Services)

Basic Information Positions Budget Detail Other Attachments/References
P
screen D : [[EEN
IBISID: |7UN
Attachments
Manage Attachment(s) Wiew Attachment

D Attachment Name Attachment Type Attachment Size Date Uploaded ™ Uploaded By
1 350888 ‘October 25 2012 docx. application/vnd.openxmiformats-officed . 15813 KB 11/08/2012 IBIS UserS
References i)

Add Row Remove Row(s)
References

No items to show

»
Export PDF Save Draft Save & Close

Ready To Submit | Delste Request

Page 3



Standard Buttons IBIS User Guide

A PDF view of the form will open in a separate window where you can Save, Print, or otherwise utilized the PDF

version of the form.

http:/ /ga.ibis.nc.gov fibis-webapp/ibis/exportPdf?biz0bjId=350627 &serverAddrs=http:/ /ga.ibis.nc. - Windows Internet Explo... B [=]
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Use the browser control “x” in the upper right corner to close the PDF view.
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SAVING A DRAFT
Click the Save Draft button and a Saving message will appear briefly in the upper right area of the form,
followed by a Draft Save Successfully message. The form will remain open.

==** STATUS: BRU_DRAFT ==
WORKSHEET Il (TITLE: Extended Substance Abuse Services)
Basic Information Positions Budget Detail Other Attachments/References
P
screen I : [TEIEEN
IBISID: [ TUN
Attachments
Manage Attachment(s) Wiew Attachment
D Attachment Name: Attachment Type Atlachment Size Date Uploaded ™ Uploaded By
1 350888 ‘October 25 2012 docx: application/vnd.openxmiformats-officed 15913 KB 11/08/2012 IBIS UserS
References i)
Add Row Remove Row(s)
References
No items to show
1 »
Export PDF Save Draft Save & Close Ready To Submit Delste Request

Diraft Saved Successfully..

-
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SAVING AND CLOSING A FORM
Click the Save & Close button and the form will close and return you to the Work Queue.

= STATUS: BRU_DRAFT ****
'WORKSHEET Il (TITLE: Extended Substance Abuse Services)
Basic Information Positions Budget Detail Other Attachments/References
sereen © . [[IETEHEN
IBISID : | TUN
Attachments
Manage Attachment(s) View Attachment
D Attachment Name Attachment Type Attachment Size Date Uploaded ™ Uploaded By
1 350888 ‘October 25 2012 docx. application/vnd.openxmiformats-officed 15913 KB 11/08/2012 IBIS UserS
References i)
Add Row Remove Row(s)
References
No items to show
1 »
—
Export PDF Save Draft ' Save & Close Ready To Submit Delste Request
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DELETE A REQUEST

To Delete a form, click on the Delete Request button as shown below.

=t STATUS: BRU_DRAFT ==
WORKSHEET Il (TITLE: Extended Substance Abuse Services)

Basic Information Positions. Budget Detail Other Attachments/References
Soreen 0 - [T
IBISID - | TUN
Attachments
Manage Attachment(s) View Attachment
D Aftachment Name Attachment Type Attachment Size Date Uploaded ™ Uploaded By
1 350088 \October 25 2012.docx application/vnd.openxmiformats-officed... 15.913 KB 11/08/2012 IBIS Users

References @)

Add Row Remove Row (s)

References

Na items to show.

Export PDF Save Draft Save & Close Ready To Submit Delete Request

A Confirm delete window will appear. If you do not wish to delete the form, click the cancel button. The
Confirm window will close and you will be returned to the form.

Confirm b4

o Are you sure vou want to delete this reguest #

QK Cancel
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If you wish to complete the deletion, click on the OK button. The Confirm delete window will close, and
the form will be deleted. You will be returned to your Work Queue.

Confirm *

O Are you sure you Tlete this request ?

QK | cancel
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SUBMITTING A FORM

If you are ready to submit a form, click on the Ready to Submit button as shown below.

=+t STATUS: BRU_DRAFT ****
WORKSHEET Il (TITLE: Extended Substance Abuse Services)

Basic Information Positions | Budget Detail Other Attachments/References
o
screen I [TEIEEN
1BIS 1D : [ 71N
Attachments
Manage Attachment(s) View Attachment

D Attachment Name Attachment Type Attachment Size Date Uploaded ™ Uploaded By

1 350988 ‘October 25 2012.docx application/vnd.openxmiformats-officed... 15.813 KB 11/08/2012 BIS UserS

References i)

Add Row Remove Row(s)

References

No items to show

»
Export PDF Save Draft Save & Close Ready To Submit Delete Request
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Selecting the Ready to Submit begins the form validation action. The form validation will examine the form for
completeness of required fields and any required fields not addressed will be identified (in red). Prior to
successful submittal, required fields must be filled.

]
Flease correct the errors in
the tabs marked Eed before
vou click Subnit,
—
WorkSheet Il
=+ STATUS: BRU_DRAFT =**
'WORKSHEET Il (TITLE: Elderly Day Care Coordination)
Basic Information Positions: Budget Detail Other Attachments/References
Please correct the errors in
the tabs marked Red before
Screen D :
Budget Cycle - 2013-15 e . Yo click Submit

Worksheet Type : Increase
Request Type : New program
Department/Agency : Department of Health and Human Services

Divisions of Mental Health/Developmental Disabilities/
BRU - Substance Abuse Services, and State Operated Healthcare
Facilitiies

Division/institution - Division of Aging and Adult Services
BudgetCode : 14460
Title ; Elderly Day Care Coordination 0

Give a brief description of the item or \nit\ativ:ﬂ
Click here for Rich Text Editor SpeliCheck )

Problemfissue being addressed:ﬂ
Click here for Rich Text Editor speliCheck )

Anticipated outcome/impact after implementation of changeﬂ
Click here for Rich Text Editor SpeliCheck )

Export PDF Save Draft Save & Close Ready To Submit Delete Request

After correcting required field deficits, click the Ready to Submit button. A message will briefly flash by that the
form has changed state. The active form will close and a view only version will appear.
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=== STATUS: BRU_READY_TO_SUBMIT ===
Screen ID : WSIIl-Read Only |
IBIS D : TILK

]

Budget Cycle - 2013-15
Worksheet Type : Increase
Request Type : New program

Department/Agency : Department of Health and Human Services

BRU ' Divisions of Mental Health/Developmental Disabilities/ Substance Abuse Services, and State Operated Healthcare Facilitiies
Division/Institution : Division of Aging and Adult Services
BudgetCode : 14450

Title : Elderly Day Care Coordination

Give a brief
of the item or
initiative:

Brief Description

Problemiissue being addressed:

[ issus being |

Anticipated outcomefimpact after implementation of changes:

[Anticipated outcomefimpact after i ion of change |

Relation to agency goals and agency key indicators:

[Relation to agency goals and agency key indicators |

Agenda Do more with less
Impact on Governor's Agenda:
[mpact on Governor's Agenda

2. POSITIONS

Positions Requested

FundCode  CostCenter e e T i T |

ocoun Grade/Band | Classification Effective Annual Budgeted Salar Budgeted Salar Retirement

Other FTE FTE
Information Dale (201314) | (201415} | Salary* | (201314) | (2014-15) Program

No items to show

“Midpoint ievel saisry for the classification requestsd unless othenwiss justifisd in the Narrstive ssction sbove.
1 »

|

Export POF Close Edit Submit To Agency | Submit To OSBM Delete Request

Above is the read only version of a Worksheet Il from in Ready to Submit status, which presents several buttons
across the bottom of the form. These buttons are Export PDF, Close, Edit, Submit to Agency (for the University
System and DHHS), Submit to OSBM, and Delete Request.
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The Export PDF buttons functions as described above. Select the Close button to close this read only version of
a form and return to the Work Queue.

* STATUS: BRU_READY_TO_SUBMIT ==
Screen ID : WSILRead Only [E|
IBIS 1D * ILK
Budget Cycle - 201315
Workshest Type - Increase
Request Type - New program

Department/Agency : Department of Health and Human Services
BRU : Divisions of Mental Health/Developmental Disabilities/ Substance Abuse Services, and State Operated Healthcare Facilitiies
Division/Institution : Division of Aging and Adult Services
BudgetCode : 14460
Title : Elderly Day Care Coordination

Give a b"i'“he o Brist Description
initiative:
Problemiissue being addressed:
[P being |
Anticipated outcome/impact after implementation of changes:
[Anticipated outcome/impact after of change |

Relation to agency goals and agency key indicators:
[Relation to agency goals and agency key indicators |

Agenda Do more with less
Impact on Governor's Agenda:
Impact on Governor's Agenda

2. POSITIONS

Positions Requested

Account Other Effective FTE FTE Annual Budgeted Salar, Budgeted Salar Retirement
Fund Code Cost Center e Account Description ianmation Grade/Band  Classification Date (2013-14) (2014-15) Salary* (2013-14) (2014-15) Program

No items to show.

“Midpoint level salary for the classification requested unless otherwise justified in the Narrative section above.
1 »

Export PDF Edit Submit To Agency | Submit To OSBM Delete Request

i

A Confirm window will appear. Click the Cancel button to cancel the close action and return to the read only
form. Click the OK button to close the form and return to the Work Queue where you can see the form request
listed with a status of Ready to Submit.

Confirm #

o Are you sure vou want to Cloze this window?

| Ok Cancel
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Logged in
%@w’ﬁls 'E OF NS#¥TH CAROLINA
B OFFICE OF STATE BUDGET AND MANAGEMEN'
View: gRu - pivisions of Mental isabiliti Abuse Services, and State Operated Healthcare Facilitiies | = sewan |
v Home BRU Work Queue
- BRU Work Queue Create New Request v [=] View History [=| View Wessages Filter Criteria | From Date T Tobate i |
Wy Messages.
s L L ¥
Refié Budget Code | Type Hame Status Updated By Lock  Last Updated ™
-als Advance Reporting .
BATITE 14411 Workshest| Test#3 BRU Draft ibisuser20 2012-11-08 8:50 AN
BA-TISH 14411 Worksheet- Test#z BRU Draft ibisuser20 20121108 9:48 AN
BA-TISG 14411 Viorksheet | Test BRU Draft ibisuser20 2012-11-08 8:48 AN
14480 WorkshestI Elderly Day Care Coordination "VBRU Ready To Submi _ ibisuserS 2012-11-08 11:56 Al
BATHH 24465 Worksheet | Add service ERU Ready To Submi _ ibisusers. 2012-11-07 3:38 PM
BA-TIPF 14480 Worksheet | test eatt after return to bru Returned To BRU ibisusers 2012-11-07 2:50 PU
BB-7THU 24485 Workshest| Added new service for Umstead Hospital BRU Draft ibisusers @ 2012-11-07225PM
BB-7I0C 14460 Workshest. test7 Returned To BRU ibisusers 2012-11-07 11:24 Al
BB-7ING 14480 Workshest| test view messages apen form Returned To BRU ibisusers 2012-11-07 10:51 Al
BA-TING 14470 Worksheet- Test BRU Draft ibisuser21 2012-11-06 8:13 PM
BATING 14460 Workshest. partwo windows BRU Draft ibisusers 2012-11-06 3:46 PM
BATILI 14480 Workshest| test two window error BRU Ready To Submi  ibisuserS. 2012-11-08 11:50 Al
BA-TIKA 24401 Worksheet- sdfsdf BRU Draft ibisusers 2012-11-05 3:20 PM
A Admin U4 dpggev opr 2 Pl Displaying ftems 1- 13 of 13

To re-open the form, double-click on it in the Work Queue. The form will re-appear in Ready to Submit status.
To edit the read only form, click on the Edit button.

*==* STATUS: BRU_READY_TO_SUBMIT ==
Screen ID | WSII-Read Only E]
IBISID : 7ILK
Budget Cycle : 201315
Warksheet Type - Increase
Request Type : New program
DepartmentiAgency - Department of Health and Human Services
BRU : Divisions of Mental i iliti Abuse Services, and State Operated Healthcare Facilitiies
Division/Institution ion of Aging and Adult Services
BudgetCode - 14460

Title : Elderly Day Care Coordination

Give a brief
of the item or
initiative:

fBrief Description

Problemlissue being addressed:
[ being addressed |
Anticipated outcome/impact after implementation of changes:

|Anticipated after of change |
Relation to agency goals and agency key indicators:

[Relation to agency goals and agency key ingicators |

Agenda: Do more with less
Impact on Governar's Agenda:

[mpact on Governor's Agenda

2.POSITIONS
Positions
Account . Other ’ Effective FTE FTE Annual | Budgeted Salar Budgeted Salar  Retirement
Fund Code Cost Center T Account Description Information Grade/Band Classification Date (2013-14) (2014-15) Salary= (2013-14) (2014-15) T
No items to show.
“Midpoint leve! salary for the clsssification requested unless othenwise justified in the Narrative section above. / El
1 »

Export PDF Close | Edit I Submit To Agency | Submit To OSBM | Delete Request
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A Confirm window will appear. Click the Cancel button to cancel the edit action and return to the read only
form. Click the OK button to open the form in editable mode and make changes as appropriate.

Confirm *

0 Are you sure vou want to EDMT this form?

| QK Cancel

From the Edit mode, the form will be an active form again with the standard buttons discussed above. Edits can
be made and it can be returned back to a Ready Submit status by clicking on Ready to Submit.

WorkSheet Il

=+ STATUS: BRU_DRAFT =
WORKSHEET Il (TITLE: Elderly Day Care Coordination)
Basic Information Positions. Budget Detail Other Attachments/References

Screen ID - GBI

Budget Cycle : 2013-15 BISID | 7TILK

Worksheet Type : Increase
Request Type : New program
Department/Agency : Department of Health and Human Services

Divisions of Mental Health/Developmental Disabilities/
BRU : Substance Abuse Services, and State Operated Healthcare
Facilitiies

Division/institution - Division of Aging and Adult Services
BudgetCode : 14460
Title ; Elderly Day Care Coordination 0

Give a brief description of the item or imtialweﬂ
Click here for Rich Text Editor SpeliCheck
Brief Description

Problemiissue being addressed:
Click here for Rich Text Editor SpeliCheck
Froblem/issue being addressed

Anticipated outcomelimpact after implementation of change @

Click here for Rich Text Editor SpeliCheck &g
’An(lmpaleﬂ outcome/impact after implementation of change

Export PDF Save Draft Save & Close Ready To Submit Delete Reguest
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In the ready to submit, read only view, the form can be deleted by clicking the Delete Request button. When
Delete Request is clicked, a confirm window will appear asking if you wish to delete. If you click yes, the form
will be deleted. If you clicked no, the window will disappear and the form will remain.

Screen ID : WSll-Read Only
1BIS 1D : 7ILK
Budget Cycle - 2013-15
Worksheet Type : Increase
Request Type : Hew program
DepartmentiAgency : Department of Health and Human Services

BRU : of Mental t pmental
Division/Institution . Division of Aging and Adult Services
BudgetCode : 14460

Title : Elderly Day Care Coordination

WorkSheet Il

== STATUS: BRU_READY_TO_SUBMIT *=*

Abuse Services, and State Operated Healthcare Facilitiies

Give a brief description

S the e of [FTe Deseription

initiative: :
Problemiissue being addressed:

[Problemissue being addressed

Anticipated outcome/impact after implementation of changes:

[Anticipated outcomesfimpact after of change

Relation to agency goals and agency key indicators:

[Relation to agency goals and agency key indicators.

Agenda : Do more with less
Impact on Governor's Agenda:

[mpact on Governors Agenda

2. POSITIONS

Positions Requested

Account
Number

1

Export PDF

Fund Code Cost Center Account Description ity Grade/Band Classification

Information

*Midpoint leve! salary for the classification requested uniess otherwise justified in the Narrative section above.

Effective FTE FTE Annual | Budgeted Salar Budgeted Salar
Date (2013-14)  (2014-15)  Salay® | (2013-14)  (2014-15)

No items to show

Close Edit Submit To Agency | Submit To 0SBM

Retirement
Program

Page 16



7¢IBIS

INTEGRATED BUDGET INFORMATION SYSTEM

Standard Buttons IBIS User Guide

From the Ready to Submit state, the form can be forwarded in the work flow by clicking the Submit to Agency
or Submit to OSBM buttons. Note: Submit to Agency is an option for the University System and the Department
of Health and Human Services only.

*==* STATUS: BRU_READY_TO_SUBMIT ==
Screen ID : WSlI-Read Only
IBISID: TILK
Budget Cycle : 201315
Worksheet Type : Increase
Request Type : New program
DepartmentiAgency - Department of Health and Human Services
BRU : Divisions of Mental Health/D: Di i Abuse Services, and State Operated Healthcare Facilitiies
Division/Institution : Division of Aging and Adult Services
BudgetCode : 14460

Title : Elderly Day Care Coordination

Give a brief description
of the item or

Brief Description

initiative: :
Problemiissue being addressed:
[P being addressad ]
Anticipated outcome/impact after implementation of changes:
[nticipated outcomefimpact after of change

Relation to agency goals and agency key indicators:

[Relation to agency goals and agency key indicators. ]

Agenda : Do more with less
Impact on Governor's Agenda:

mpact on Governors Agenda

2. POSITIONS

Positions Requested

Account - Other Effective FTE FTE Annusl | Budgeled Salar| Budgeted Salar  Retirement
RGeS oo Number | AccountDescription o | Grade/Band | Classification  —p (2013-14)  (2014-15)  Salary™ (2013-14) (2014-15) Frogram
Ho items to shows
*Midpoint leve! salary for the classification requested unless otherwise justified in the Narrative section above. \7\
1 »
Export PDF Close Edtt Ls.mrnn ToAgency | Submt To 0SB L Delete Request
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=== STATUS: BRU_READY_TO_SUBMIT *=

Screen ID

IBIS ID

Budget Cycle
Worksheet Type

WSlI-Read Only
TIVF
201315
Increase
Request Type
Department/Agency
BRU
Division/Institution
BudgetCode
Title

New program
Department of Labor
Department of Labor
Viage and hour Bureau
13800

Employee Rights

Give a brief

of the item or Brief Description

initiative:

Problemiissue being addressed:

problem/issue

Anticipated outcomelimpact after implementation of changes:

[outcomeiimpact

Relation to agency goals and agency key indicators:

Pis

Agenda Position NC for economic recovery
Impact on Governor's Agenda:

[governor's agenda

2. POSITIONS

Positions Requested

Account Other Effective Annual | Budgeted Salar Budgeted Salar  Retirement
Fund Code  Cost Center Nomber  Account Description | Grade/Band | Classificaton 0t e T e Hreo Hrm E—
No items to show
“Midpoint ievel saisry for the classification requestsd unless othenwiss justifisd in the Narrstive ssction sbove. =
17 B - ) ) »
Export PDF Close Edit Submit To OSBM | Delete Request

When Submit to Agency is selected, a Confirm window will appear.
click OK. To cancel the Submit to Agency action, click on Cancel.

| Confirm

o Are you sure vou want to submit this reguest to Agency?

Cancel

S

To continue the Submit to Agency action,

When OK is selected, a message will flash that the form is changing status from Ready to Submit to Submitted
to Agency, followed by a Status changed successfully message. The form will close and the user will be
returned to the work queue. The form will no longer be displayed in the work queue since it has been moved

to the Agency level work queue.
|

Changmng status from
BET Eeady To Submit to
subtnitted To Agency
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When Submit to OSBM is selected, a Confirm window will appear. To continue the Submit to OSBM action,
click OK. To cancel the Submit to OSBM action, click on Cancel.

] Confirm #

@ Are you sure vou want to submit this reqguest to OSBM?

Ok | | Cancel

When OK is selected, a message will flash that the form is changing status from Ready to Submit to Submitted
to OSBM, followed by a Status changed successfully message. The form will close and the user will be returned
to the work queue. The form will no longer be displayed in the work queue since it has been moved to the

OSBM work queue.
-

Changing status from
BEIT Eeady To Submt to
Subtnitted To OSBEI
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