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SECTION 2: WORKSHEETI -- ACTUALS

| view: BRU - Divisions of Mental

isabiliti Abuse Services, and State Operated Healthcare Facilitiies I _“’ Search |
V¥ Home

A BRU Work Queue

My Messages
il Reports
i gls Advance Reportin

Welcome to IBIS

The North Carolina Integrated Budget Information System (NC 1BIS) is a centralized, web-based solution for North Carolina state government budgeting and performance
management. IBIS will replace the current mainframe and Oracle systems, which have been built incrementally over the last three decades. It will also replace numerous OSBM an
'state agency spreadsheet tools, agency-developed and commercial software database tools, and manual processes by providing a new, common workspace envirenment for
OSBM and state agencies to coordinate efforts in budget planning, development, and execution. With an emphasis on incorporating new processes and new data into this

implementation, the new system wil fundamentally after how budget planning, development, performance management, and execution are done in North Carolina,

Piease use the navigational links on the left panel

Step 1 (above): Once you have successfully logged in, you should see the above NC IBIS Home Page.

Step 1: Find the View drop-down list in the upper left-hand corner. Click on the drop-down arrow. The drop-

down should contain only your BRU(s). If you have access to multiple departments and/or agencies, those you
have access to will appear in the drop-down for you to select from.

BRU - Divisions of Mental Health.fDEl.rell - |

M—MufHMHﬂWWMMSﬁ\{

(4] m | [»]
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Step 2: Click on the BRU Work Queue in the left pane of the screen. (See the hand click image below.)

ibisusers_,

STATE

View : BRU - of Mental Abuse Services, and State Operated Healthcare Facilitiies
v Home BRU Work Queue I
-4 BRU Work Queue Create New Request v View History View Messages Filter Criteria | From Date: E To Date E
- My Messages v v ‘\?
ol Reports Reft Budget Code Type Name Status. Updsted By  Lock  LastUpdatec
olls Advance Reporting
No items to show.
[ w ] |

U d noon 4 ara b el

Nisnlavina kems N - 0 af 0

Step 2 Result (See above): The right pane of the window will display the BRU Work Queue, when one exists. In
this case, there is nothing in the Work Queue yet, so the right pane shows only the label for the Work Queue -

which you will be creating in the next few steps.

Step 3: Once requests are added, the queue will look like the following with the Requests shown in right pane:

View - ‘BRU - Department of Cultural Resources ‘ - |

~ Home BRU Work Queue

# BRU Work Queue

Create New Request ¥ [ | View History || View Messages Filter Criteria

From Date

My Messages ‘ = [l <
sl8 Reports
Ref# Budget Code  Type Status Updated By Lock  LastUj
=ls Advance Reporting .
BATME4 14800 Worksheet! Add a new DCR senice BRU Draft  ibisuser? 2012-10-25
BA-TMDU 14800 Worksheet!  Add Request 2 BRU Draft  ibisuser? 2012-10-24)
BATMDS 14800 Worksheet! Add a new Cultural entity BRU Draft  ibisuser? 2012-10-24)

il

1,

§d dpage 1 of1 b

|
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Step 4: Click Create New Request drop-down, on the right pane of the window, as outlined in red:

COU0SG I 5= 1DISUSers — Loqout ADOUT

1 STATE OF NORTH CAROLINA
OFFICE OF STATE BUDGET ) MENT

View ‘BRU _ Divisions of Mental HealthiDevelopmental D'sanimq = ‘

v Home | BRU Work Queue
@ BRU Work Queve | create New Request  [[= view Hstory [[1= vew Hessages Filter Criteria | From Date T Topate e
L. MyMessages ‘ ‘v | ‘v | =
ol Reports =
Reft BudgetCode  Type Name Status Updated By Lock  LastUpdated
s Advance Reporting S

No items to show.
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%ZIBIS

Views . BRU - Divisions of Mental

Abuse Servi

7 Home

BRU Work Queue

nd State Operated

Facilitiies

OFFICE OF

-4 BRU Work Queue
My Messages

~ula Reporis

s Advance Reporting

Create New Request v View History View Messages

Filter Criteria | From Date

Scenario

Strategic Planning Agency Form
Program Data Form

Budget Code -
Fund Code

pe Hame
Work Sheet | r Increase/ecreass
Work Sheet Il Actual
Work Sheet Il

Ho items to show

L

Status Updated By

Lock Last Updated ™

T To Date |
|

Nisnlavinn fams 0 _ 1 nf 0

Step 4 Result (above): When you click on ‘Create New Request’, the drop-down will display the following:

Work Sheet | sub-menu has two options: Increase/Decrease and Actual.

Budget Code
Fund Code

Work Sheet |

Work Sheet |l
Work Sheet Il

Scenario

Strategic Planning Agency Form
Program Diata Form

Step 5: Click on the Actual option on the sub-menu (above).

Increase/Decrease

Actual

—
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New Base Budget Adjustment Form "Actual’- Basic Information
Please enter the information below and click Proceed

Budget Cycle : 2013-15

Department/Agency :

BRU  [Divi

Budget Code : |

Request Title : |

Proceed

"I Trusted sites | Protected Mode: Off

Step 5 Result (above): You will see a New Base Budget Adjustment Form “Actual” — Basic Information window.

Step 6: Note the Department/Agency field.

New Base Budget Adjustment Form "Actual'- Basic Information
Please enter the information below and click Proceed

Budget Cycle : 201315

DepartmentiAgency : |:e

BRU : [Divisions of Nental Hea

Budget Code |

Request Title : |

« Trusted sites | Protected Mode: Off v B100% v

Step 6 Result (above): In your case, likely you only have access to your department/agency, so it will default to
your Department/Agency. If you have access to multiple departments and/or agencies, those you have access
to will appear in the drop-down for you to select from.
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Step 7: Click on the dropdown arrow for the Budget Code field.

New Base Budget Adjustment Form 'Actual'- Basic Information

Please enter the information below and click Proceed

Budget Cycle : 2013-15

Department/Agency : |Department

Step 7 Result (below): You will see a list of valid Budget Codes for the selected Department/Agency and BRU.

DHHS - Div Mental HealthiDevelop.Disab./Sub.Abuse
DHHS - Julian F. Keith ADATC - Special
DHHS - ADATC Butner - Special
DHHS - W.B. Jones ADATC - Special
DHHS - NC Special Care Center - Special
DHHS - Black Mountain Center - Special
New Base Budget Adjust DHHS - DMH/DD/SAS - Special
DHHS - Dorothea Dix - Special
Budget Cycle DHHS - Broughton Hospital - Special
DHHS - Cherry Hos pital - Special
DHHS - Umstead Hospital - Special
DHHS - Riddle Center - Special
Budget Code : DHHS - 0'Berry Center - Special

Department/Agency :

BRU:

Request Title : DHHS - Murdoch Center - Special
DHHS - Caswell Center - Special
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Step 8: Use the pointer to select the Budget Code from the list that corresponds to the Worksheet | request.

New Base Budget Adjustment Form "Actual’- Basic Information
Please enter the information below and click Proceed

Budget Cycle : 2013-15

Department/Agency : |3&::1 rtment of Health and Human Services

Request Title :

Step 8 Result (above): You will see that the field is populated with the Budget Code selected, and the Budget
Code list disappears.
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Step 9: Click in the Request Title field. You will see a flashing cursor in the field.

for the Worksheet Request.

New Base Budget Adjustment Form "Actual’- Basic Information
Please enter the information below and click Proceed

Budget Cycle : 2013-15

Department/Agency :

BRU : Divis

Budget Code : [24464

Request Title : |'Mded new seryice for Chemy Hospital

Step 9 Result (above): The title appears in the field as entered.

Proceed to type in the Title
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Step 10: If you click on the Cancel button (above), the window on the prior step closes, nothing is saved, and

you return to the BRU Work Queue.

44 | ]}

INTEGRATED ILDGET (NFORMATION

View : ‘ERU - Divisions of Mental Heatth/Developmental Disabi|ma| - |

Logged in as ibisusers Logout

| BRU Work Queue

.l! Advance Reporting

Create New Request v View History View Messages Filter Criteria |

From Date

] ToDate:

™ |

j]

Budget Cod Type

Name

Status

Updated By

Locl Last Updated ™

BA-0oo
BA-THIC
BB-TMKU
BA-TMKH
BB-TMEI
BB-TMAH
BA-TMIR
BB-TMHE
BB-TMGX
BE-TMEJ

24454
14480

14480
14480
14430
14430
14470

Worksheet-l
Worksheet-|
Worksheet-|
Worksheet-l
Worksheet-|
Worksheet-|
Worksheet-l
Worksheet-|
Worksheet-|
Worksheet-l

Winrksheet.]

Added service for Cherry Hospital
attachment test 2

23

DHHS Test

test

Joe Test

Justify 2

New test

State public health lab and office of ch...

BRU Draft
Returned To BRU
BRU Ready To ..
Returned To BRU
BRU Draft
BRU Ready To ..
BRU Draft
BRU Ready To ..
BRU Draft
BRU Draft

BRIl Draf

ibisusers
ibisusers
ibisuser20
ibisuserd
ibisuser20
ibisuser20
ibisusers
ibisuser1s

ibisuser1d

ibisuserzl

@ 2012-10-28 1:44 AW

@ 2012-10-266:48 P
2012-10-2 11:58 AW
2012-10-26 11:55 AW
2012-10-25 6:38 AW
2012-10-25 £:13 P
2012-10-25 4:04 I
2012-10-2512:56 P1

2012-10-25 1250 PM
2012-10-25 10:48 AM

(BRoonne 14480
Ud dpage 1 of1 b Pl

Displaying tems 1-12 0f 12
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Step 11: If instead of Canceling in the prior step, you are satisfied with your entries and want to continue on,
click on the Proceed button. [If you did cancel, repeat Steps 7 through 13 and SKIP Step 14.]

New Base Budget Adjustment Form "Actual’- Basic Information

Please enter the information below and click Proceed
Budget Cycle : 2013-15

Department/Agency : |De

BRU : [Divisions of Ments

Budget Code : |24464

Request Title |Mc|ed new service for Cheny Hespital

Proceed

Step 11 Result (Below): You will see a Worksheet | form open. Note: The Worksheet’s two tabs (Basic
Information and Attachments) will appear in the upper left corner of the screen.

*== STATUS: BRU_DRAFT ==
WORKSHEET I (Title: Added new service for Cherry Hospital)

‘ Basic Information || Attachments |

Budget Cycle : 201315 Reference Nlumber : BATUIS ‘ 9
Request Type : Actual Title : ‘Added new service for Chemry Haspital 7]

DepartmentiAgency : Department of Health and Human Services  Is this recurring? : () Yes (%) No
Divisions of Mental Health/Developmental
BRU : Disabilities/ Substance Abuse Services,
and State Operated Healthcare Facilities
Budget Code : 24464-DHHS - Cherry Hospital - Special

Justification/Description

Click here for Rich Text Editor SpeliCheck

| m

| Export PDF Save Draft Save & Close Ready To Submit | Delete Request
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Step 12: This section will only address the Basic Information tab. The Attachments tab is used throughout the
Guide and will be addressed in a different section, so it is centrally accessible to all IBIS forms.

Basic Information

Step 12 Result (below): Once you click on the tab, the Basic Information screen come to the forefront.

*** STATUS: BRU_DRAFT ===
WORKSHEET 1 (Title: Added new service for Cherry Hospital)

Basic Information | Aftachments

Q Screen D : b

Budget Cycle : 2013-15 Reference Number : |[BA-TMME
- - IBIS D : | TMME
Request Type : Actual Title - [Added new service for Chemy Hospital a
Department/Agency : Department of Health and Human Services  Is this recurring?: () Yes (7 No

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

Budget Code : 24464-DHHS - Cherry Hospital - Special
Justification/Description

Click here for Rich Text Editor SpeliCheck @)

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

Step 13 (above): Verify the information displayed in the following fields — all but Title are non-editable:
Budget Cycle: The form will show Budget Cycle year 2013-15 (system generated)
Request Type: Actual
Department/Agency: The Department/Agency that is associated with your IBIS ID.
BRU: The BRU associated with your IBIS ID.

Budget Code: The Budget Code selected from the New Base Budget Adjustment Form “Actual” — Basic
Information window when the Worksheet | form was created.

Reference Number: A unique, four digit system-generated number that can be used to track this
Worksheet | form. A Worksheet | Actual form begins with “BA.”

Title: Entered when you created the form. It is editable here.
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Step 14: Click on the Help Text Icon (wherever you see a blue question mark). The one highlighted below is a
spell checker that you can apply once you have entered text in the Justification/Description field.

SpeliCheck &)

Step 14 Result (below): You will see a pop up with help text displayed, which will occur whenever you click on
the Help Text Icon.

== STATUS: BRU_DRAFT *=*
VWORKSHEET | (Title: Added new service for Cherry Hospital)

Basic Information | Attachments

Budget Cycle : 201315 Reference Number |M7MMB | e
Request Type : Actual Title : |Mded new service for Chemy Hospital W
Department/Agency | Department of Health and Human Services  Is this recurring?: () Yes () No

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

Budget Code : 24464-DHHS - Cherry Hospital - Special

Justification/Description A .

=
Click here for Rich Text Editor SpeliCheck)

termet Explorer
For spell checking please matall a spell checker plugin for vour browser. Tou
can download iespell from http fwwrw iespell com/download php

| m

| Export PDF Sawve Draft Save & Close Ready To Submit Delete Request
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Step 15: Select yes or no to the recurring question (whether the request will occur in multiple years).

Is this recurring? : @ Yes (O No

Step 15 Result (below): The selected button is filled.

=== STATUS: BRU_DRAFT ==
WORKSHEET | (Title: Added new service for Cherry Hospital)
Basic Information | Attachments
Budget Cycle : 201315 Reference Humber : |M7MMB | e

Request Type : Actual Title : |08

Department/Agency : Department of Health and Human Services |Is this recurring?

Divisions of Mental Health/Developmental
BRU : Disabilities/ 5ubstance Abuse Services,
and State Operated Healthcare Facilities

Budget Code : 24464-DHHS - Cherry Hospital - Special

Justification/Description

Click here for Rich Text Editor SpeliCheck )

A m

| Export POF Save Draft Save & Close Ready To Submit Delete Request

Step 16: View the Screen ID and IBIS ID fields in the upper right corner of the form. You will see a Screen ID
with a dark background and an IBIS ID with a light background. Neither field is editable.

== STATUS: BRU_DRAFT ==
WORKSHEET I (Title: Added new service for Cherry Hospital)
= Information | Attachments

2t Cycle : 2013-15 Reference Number : ‘m.mms ‘ 7] Screen 10 [TEEINEN
. 1815 1D : [ 7MM6 |

st Type - Actual Title : ‘Mded new service for Chenry Hospital )

"Agency : Department of Health and Human Services s this recurring?: @ Yes () No

Divisions of Mental HealthiDevelopmental
: Disabilities/ Substance Abuse Services,

and State Operated Healthcare Facilities
et Code : 24464-DHHS - Cherry Hospital - Special

BRI

2

‘Description

for Rich Text Editor speliCheck @

[
«port PDF | Save Draft Save & Close Ready To Submit | Delete Request
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Step 17: Click in the Justification/Description field — Either click on the underscored link to the Text Editor,
where it says, “Click here for Rich Text Editor” or click directly in the box if you want to bypass the editor.

o
8

=== STATUS: BRU_DRAFT ===
WORKSHEET | (Title: Added new service for Cherry Hospital)

Basic Information ” Aftachments

Budget Cycle - 2013-15 Reference Number - |M7MMB | 2] Screen D
B 18IS 1D : | 7MME
Request Type : Actual Title : |Addad new service for Chermy Hospital e
Department/Agency ' Department of Health and Human Services  Is this recurring?: @ Yes (7 No
of Mental =
BRU : Disabilities/ Substance Abuse Services,

and State Operated Healthcare Facilitiies
Budget Code . 24464-DHHS - Cherry Hospital - Special

ustificati iption

Click here for Rich Text Editor SpeliCheck o

Requirements a

‘ Edit Row ” Remove Row(s) ” Sort Rows || Cancel Edit ‘

|“«| fel | fel | | | \ | | | |

| Expoteor | saveDie | savesclose |

| Ready To Submit | Delste Request |

Step 17 Result (below): If you click on the underscored link for Text Editor, a window will come up, as shown —
enter your justification/description: advantages are that you can apply a spell checker plus formatting options.

Description X

|8 ram|lizs=|lxx |9 || X@2|dP- ([T

| Additional revenue stream and cost savings realized

&

speliCheck @
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Requirements — Summary of Actions: First, you will ADD a

row. Third, you will remove a row from request form(s).

new row to the request. Second, you will EDIT a

Requirements @

Edit Row Remove Row(s) Sort Rows

Fund# ~fcce «§ Account? Actual

| Actual FTE

Actual
(2011-12)

Adjustments To Requirements.

Actual
201112}

Adjustments To FTE

Authorized
(2012-13)

Account
Number

Fund Code Cost Center Account Description

Authorized
(2012-13)

—>

No items to show

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

ADD Action:

Step 18 Setup: NOTE: In the Requirements section, the Add button is to the far right, and — to the left of that
button, are boxes (fields) for data entry. The next row down has the headings (field names) for each of those
entries. Data is either system generated, selected from drop-downs, or manually input. The field names are
temporarily shown in the boxes (with white backgrounds) where you enter data, as well. When you click on
them to enter data, those temporary names are replaced with data entered. Data entered triggers system-
generated data placement in fields shown with greyed out backgrounds.

Select Fund Code and Cost Center from Drop-Downs:

Step 18 Data Selection: In the Requirements section, click on the Fund Code drop-down arrow. You will see a
list of Fund Codes for the Budget Code previously entered at form creation and associated with the form.
Select the Fund Code, and it is populated in the form. Perform the same selection for Cost Center, if
appropriate.

Requirements @

Edit Row Remove Row(s) Sort Rows.

~| CC#
Vending Operations

2225 Parking Regulations o e
2232 Patient and Resident Activities

Grant

v | Account# Actual Actual FTE Add
Adiustments To Requirements

Actual
(2011-12)

Adjustments To FTE

Authorized
(2012-13)

Account

Number Account Description

Autherized
(2012:13)

Actual
(201112}

No items to show.

Export PDF Save Draft Save & Close. Ready To Submit | Delete Request
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Search on Account Code (first 3 characters or more recommended) and then Select from Drop-Downs:

Step 18 Data Search/Selection: Account Code Search (below): In the Account Number field, you can enter a
partial search of 3 or more characters, and IBIS will return the matches it finds. Select the appropriate Account
Code and it will populate the form.

2222 v | [4077 v | 534 Add
534110 E
s34110002 |z

534110005 REETITILESETLITT Actual Authorized Actual Authorized

{2011-12) (2012-13) (2011-12) (2012-13)

Adjustments To Requirements Adjustments To FTE
Fund Code Cost Center

534120
534130
534210
534220
Receipts 9 534230
534310
534320
) 534320001 Add
534320002

No items to show.

Edit Row Remove Rowi(s)

c ccount - Adjustments To Receipts -
Fund Code Cost Cent| 534320003 Account Description — =

1 534320004 UL L

c =
Export PDF Save Draft Say h_34_321 -

Ready To Submit Delete Request

Step 18 Description (below): After providing the Account Number (above), IBIS provides the Account
Description for the Account Number selected.

Iz v | [4077 gal (224120 LAND 50 0.000 Add
Account Adjustments To Reguirements Adjustments To FTE
Fund Code Cost Center Nunlber Account Description AT Sraed e U Eey
(2011-12% (2012-13% (2011-12% (2012-13)

Step 18 Add: Once Account Number is entered, clicking on the Add button at far right, results in the added row
being displayed below the field name row. Once that occurs, the row may be edited using the Edit button, to
revise data.

Requirements &

Edit Row Remove Rowi(s) Sort Rows
222z w | | 4077 » Add
Account Adjustments Te Requirements Adjustments To FTE
B
Frlens SrmrtsuE Number REELTIEEELIAR Actual Authorized Actual Authorized
(2011-12) (2012-13) (2011-12) (2012-13)
[z 2077 534120 TAND $0.00 0.000 0.000 I
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—EDIT Action:

Step 19: To edit a row previously added, first click on the Edit Row button. Select the row you want to edit.

== STATUS: BRU_DRAFT ===
WORKSHEET | (Title: Added new service for Cherry Hospital)

Basic Information | Attachments

[«
3. Click on Update to

Requirements 0 2. Make Change Edit Row Salected
&) (Actual from 0 to 728)
% Edit Row Remove Row(s) Sort Rows Cancel Edit , ‘
B= = 4077 = B0 Yo ﬁ’“ 0.000 Upd]
i ——— Adjustments To Reguirements Adjustments To FTE L
FITLETLE LERIEETET Number SEFLITILEEETIINT Actual Authorized Actual Authorized I
(2011-12) (2012-13) (2011-12) (2012-13)
534120 LAND 30.00 0.000 0.000

2222 | 4 Double Click to
Select Row

Step 19 Result (above): Note the RED arrow — this is the row you have selected by moving the pointer there

and clicking.

1. By double clicking, that row is then shown above, in the area this guide has outlined with a red

rectangle.
2. ltisinthat above area where you can make changes,
Once changes are complete, click on the Update button at the far right of the rectangular area to make

the change.
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REMOVE Action:

Step 20: When you click on the Remove Row(s) Button, you are asked, “Are you sure you want to remove the
selected Row(s)?” Deselect any row(s) you do not want to remove. To remove the selected row, click on OK.

[
Requirements 0

Confirm *
| Edit Row |
=2 |534, o Are you sure you want to remove the selected Row(s)? 0.000 | N
Adjustments To FTE =
Fund Code Cost Center oK ] | cancel | et =
(2011-12) (2012-13)
2222 4077 534120 LAND 30.00 0.000 0.000

SORT Action:

Step 21: If you have multiple rows and wish to sort them, click on the Sort Rows button.

=== STATUS: BRU_DRAFT ==
WORKSHEET | (Title: Add a new DCR service)

Basic Information ‘ Attachments
L ] "
Requirements 0 .
| Edit Row || Remove Row(s) H Sort Rows || Cancel Edit |

T ™ N ™ | | | | I3

Jro—— Adjustments To Requirements Adjustments To FTE
FomEzs CrilEEE Number IEBELT DESEIRIET Actual Authorized Actual Authorized =
(2011-12) (2012-13) (2011-12) (2012-13)

1230 100 532199 MISC CONTRACTUAL .. $7,989.00 $718.00 0.000 0.000 1

1230 100 532210 UTILITY/ENERGY SE... 50.00 $7.969.00 0.000 0.000

1230 100 532220 UTILITY/ENERGY SE... 50.00 $9.107.00 0.000 0.000

1230 100 532714 TRAVEL AND EMPL... $0.00 $2,000.00 0.000 0.000
Bacaint &3 =
|l m | » |
| Export PDF Save Draft Save & Close Ready To Submit | Delete Request |

Step 21 Result: This will sort the rows in order by Fund Code, Cost Center, and Account Number. Alternatively,
you can sort by Fund Code or Cost Center by selecting from drop downs to the right of those field names.
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Step 22: Setup to Demonstrate Summary Tables — This is what the form depicts once you enter Fund Code,
Cost Center, and Account Number in the Requirements row related to the Request.

== STATUS: BRU_DRAFT =%
'WORKSHEET | (Title: Demonstrate Summary Table Request)
Basic Information | Attachments
L

4]
Requirements
Edit Row Remove Row(s) Sort Rows t &
o Adjustments To Requirements Adjustments To FTE
Fund Code Cost Center Number Aceount Beseription Actual Authorized Actual Authorized
(2011-12) (2012-13) (2011-12) (2012-43)

No items to show.

Receipts @
Edit Row Remove Row (s} Sort Rows
Fund# ~| CC# + | Account# Actual Add
Adjustments To Receipts
Account
Fund Code Cost Center e Account Description T T
(2011-12) (2012413)
No items to show k-
1 >
Export PDF Save Draft Save & Close Ready To Submit | Delete Request

Step 22 Result (above): The Account Description, Authorized Adjustments To Requirements and Authorized
Adjustments to FTE are system-generated based on pre-entered/authorized entries. The fields for Actuals
(Adjustment to Requirements and FTE) are outlined in red in this guide, along with temporary titles (Actual and
Actual FTE) in the form fields, to show you where to enter the data when you are adding rows or editing rows,
depending on timing of the entry of actuals.
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Step 23: After entry of Actuals, if you have them when you perform the add, Click on the Add button. You will
use the Edit Row button, as shown previously, when you enter actuals after the row has been added.

|
Requirements 0

Edit Row Remowve Row(s) Sort Rows Cancel Edit
2222 w | | 2210 w | | 53811001 TFR TO PAT/RES 2010 558,000 Actual FTE 0.000 1@ A
[ — Adjustments Te Reguirements Adjustments To FTE
Fund Cod Cost Cent Ay it Dn ipti
und Code ost Center Number ceourt Descripion Actual Authorized Actual Authorized

(2011-12) (2012-13) (2011-12) (2012-13)

Mo items to show.

Step 23 Result (below): IBIS moves that row down below the form headings, and formats your Adjustments to
Requirements/Actual entry as shown in yellow below.

[
Reguirements 0
Edit Row Remove Row(s) Sort Rows I
IZED | [2210 v | Account# Actual Actual FTE Add
e Adjustments To Requirements Adijustments To FTE
Ty LrEibelE Number REECLUD LI Actual Autharized Actual Authorized
011-12 (2012-13) (2011-12) (2012-13)
2222 2210 53811001 TFRTO PAT/RES ACTIVITY $20.101.00 $58,000.00 0.000 0.000
_ 4
|| m law|
Export POF Save Draft Save & Close Ready To Submit Delete Request

Step 23 Result (below): At this point, the Summary Table is auto-generated, from the Requirements record
(above) as follows:

Summaﬂﬁ

Actual Amt Actual FTE
Reguirements 220,101 0.0
Receiptz 20
Change in Appropriation 320,101
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Step 24 Receipts Added and Summary Tables Updated for Requirements & Receipts:

See below for those updates to Receipts and Summary Table. Receipts are added, edited/updated, sorted and
removed (if applicable) in the same way as requirements (shown in Steps 21 through26). Below is an added
receipts record. As you can see, the Summary Table shows Actuals for both Requirements and Receipts,
reflecting the delta between Requirements and Receipts (in this case Requirements ($20,101) minus Receipts

(515,000) = Change in Appropriation ($5,101).

Receipts 0
Edit Row Remove Rowi(s) Sort Rows
2222 v | |2210 ~ | Account#
Fund Code Cost Center
2222 2210 4325XDFC
Summagg
Actual Amt Actual FTE

Requirements 520.101 0.0
Receipts 515,000

Change in Appropriation $5.101

1

Export POF Save Draft Save & Close

Account Description

GRANTS

m

Ready To Submit

Actual Add

Adjustments To Receipts
Actual Authorized
(2011-12) (2012-13)
515,000.00

Delete Request
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7CIBIS

S

(@]

1 CAROLINA
M EMENT

OFFICT

STATE BUIDGET] D

View : BRU - Department of Envil and & Search
v Homs BRU Work Queus
# BRU Work Queue Create Mew Request » =] View History [=] View Messages Filter Criteria | From Date - T ToDate A
£ My Messages v Submited To 0SB |~ £
ol Reports Ret# Budget Code  Typs Hame Updated By |me Last Updated ™ |
s Advance Reporting -
BA-7IHM 14300 Worksheetd Add new service. dTo0SBM  ibisuserd 20121104 7:26 PM
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