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SECTION 3: WORKSHEET I - INCREASE/DECREASE

IS

INTEGRATED BUDGCET INFORMATION SYSTEM

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

“ Home

# BRU Work Queue Welcome to IBIS

My Messages

ol Reports The Morth Carolina Integrated Budget Information System (NC 1BIS) is a centralized, web-based
) solution for Morth Carolina state government budgeting and performance management. 1BIS will replace
lh Advance Reporting the current mainframe and Oracle systems. which have been built incrementally over the last three

decades. It will also replace numerous OSBM and state agency spreadsheet tools, agency-developed
and commercial software database tools, and manual processes by providing a new, common
workspace environment 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 will fundamentally alter how budget planning, development,
performance management, and execution are done in North Carolina.

Please use the navigational links on the left panel

A Admin

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

— Step 1: If you have access to multiple Divisions and/or Agencies, find the View drop-down list in the upper left-
hand corner. Click on the drop-down arrow. You will need to select one.
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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.)

OFFICE OF STATE BUIJ

View : BRU - Divisions of Mental Health/Developmental Disabilities/ Substance Abuse Services, and State Operated Healthcare Facilitiies @ Search
v Home I BRU Work Queue I
A BRU Work Queue Create New Request * [=) View History [=] View Messages Filter Criteria | From Date : A ToDate i
My Messages @ - = -r
ols Reports Ref# Budget Code Type Name Status Updated By Lock Last Updatec

olls Advance Reporting
No items to show.

d fooc 1 nea bl Nisnlavinn kems 0 - 1 nf

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

v v e

ﬁ Reports Ref# Budget Code  Type Mame Status Updated By Lock Last Uj

B Advance Reportin
T porting BA-TME4 14800 Worksheet] Add a new DCR serice BRU Draft ibisuser? 2012-10-25
BA-TMDU 14800 Waorksheet-l Add Request 2 BRU Draft ibisuser? 2012-10-24

BA-TMDS 14800 Warksheet-l Add a new Cultural entity BRU Draft ibisuser? 2012-10-24
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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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View - BRU - Divisions of Mental isabilitie Abuse Servic nd State Operated Facilitiies |m|
/ Home BRU Work Queue
-4 BRU Work Queue Create New Request v View History View Messages Filter Criteria = From Date T To Date |
My Messages Budget Code - » =
-l Reports. L pe Hame Status. Updated By Lock  LastUpdated ™

ol Advancs Reporting

Work Sheet | 4 Increase/Decrease No items to show
Work Sheet I Actual
‘Work Sheet ll

Scenario

Strategic Planning Agency Form
Program Data Form

lld d o4 nea b bl Niznlaving feme N af 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 | y|  Increasefecrease

Work Sheet I Actual
Work Shest Ii

Scenario

Strategic Planning Agency Form
Program Diata Form

Step 5: Click on the Increase/Decrease option on the sub-menu (above).
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Step 5 Result (below): You will see a New Base Budget Adjustment Form “Increase/Decrease” — Basic Information

window.

Step 6: Note the Department/Agency field. [See the red arrow.]

New Base Budget Adjustment Form “Increase/Decrease’- Basic Information

Please enter the information below and click Proceed

Budget Cycle : 201315

Department/Agency : | Department of Health and Human Services

BRU |[1i'.i5i=:na of Mental Health/Developmental Disabilities/ Substance Abuse S

Budget Code : |

Request Title : |

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 (circled) 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 “Increase/Decrease’- Basic Information

Please enter the information below and click Proceed

Budget Cycle : 201315

Department/Agency : | Department of Health and Human Services

BRU |Di'.i5icns of Mental Health/Developmental Disabilities/ Substance Abuse S¢

‘Budget Code

Request Title : |

Proceed

-

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

New Base Budget Adjustmel

Budget Cycle :

Department/Agency
BRU

Budget Code :

Request Title :

DHHS - O'Berry Center Trust

DHHS - Murdoch Center - Trust

DHHS - Caswell Center - Trust

DHHS - Black Mountain Center - Trust - Interest Bearing
DHHS-Black Mountain Trust-Agency

DHHS - O'Berry Trust - Agency

DHHS-Cherry Hosp

DHHS - Dorothea Dix - Trust - Interest Bearing
DHHS - Broughton Trust and Agency

DHHS - Cherry Hospital - Trust - Interest Bearing
DHHS - Umstead Hospital - Trust - Interest Bearing
DHHS - Riddle Center - Trust - Interest Bearing
DHHS - O'Berry Center - Trust - Interest Bearing
DHHS - Murcoch Center - Trust - Interest Bearing
DHHS - Caswell Center - Trust - Interest Bearing

Step 8 Use the pointer to select the Budget Code from the list that corresponds to the Worksheet | request.
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New Base Budget Adjustment Form 'Increase/Decrease’- Basic Information
Please enter the information below and click Proceed

Budget Cycle : 2013-15

DepartmentfAgency : | Department of Health and Human Senices

BRU |Di'.i5icns of Mental Health/Developmental Disabilities/ Substance Abuse 54

Budget Code : |64468 | = |

Request Title : Increase Request]

Step 8 Result (above): You will see that the field is populated with the Budget Code selected, and the Budget
Code list disappears.

Step 9: Click in the Request Title field. You will see a flashing cursor in the field. Type in the Title for the
Worksheet Request. Click on the Proceed button to continue to add the request.
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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.

; Logged in as ibisuserd Logout
7#cIBIS Y | STATE
N 7
View : |BRU - Divisions of Mental Heat/Developmental Disabitte v | | @ search|
v Home BRU Work Queue
# BRU Work Queue Create New Request ~ View History [=| View Messages Filter Criteria =~ From Date T ToDate i
tiy Hessages | fos] | fos] ¥
ol Reports Ref# Budget Cod Type Hamo Status Updated By Locl Last Updated ™
-l Advance Reporting BA-ooo 24454 ‘Worksheet-| ‘Added service for Cherry Hospital BRU Draft ibisusers 6 2012-10-28 1:44 AN z
BA-TMIC 14460 Worksheet-| attachment test 2 Returned To BRU ibisusers 6 2012-10-26 6:48 P
BB-TMKU 14411 Worksheet-| 23 BRU Ready To ... ibisuser20 2012-10-26 11:58 AM
o | BA-TMKN 14440 Wiorksheet-| DHHS Test Returned To BRU ibisuserd 2012-10-26 11:55 AM
BEB-TMEI 14411 Worksheet-| test BRU Draft ibisuser20 2012-10-25 6:39 AM =
BB-TMAH 14480 Wiorksheet-| Joe Test BRU Ready To ... ibisuser20 2012-10-258:13 P
BA-TMIR 14480 Wiorksheet-| Justify 2 BRU Draft ibisusers 2012-10-25 4:04 PM
BB-TMHB 14430 ‘Worksheet-| New test BRU Ready To ... ibisuser19 2012-10-25 12:56 PM
BB-TMGX 14430 Worksheet-| State public health lab and office of ch... BRU Draft ibisuser1% 2012-10-2512:50 PM | |
BBE-TMEJ 14470 Wiorksheet-| test BRU Draft ibisuser20 2012-10-25 10:46 AN
BE.: 18460 ! test BRI Draf ihisus=ars 2012.10.2419:13 AL
4 4 pagef of1 b il Displaying tems 1 - 12 of 12
# Admin | |

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 Adj

Budget Cycle

Department/Agency
BRU
Budget Code

Request Title

t Form 'Increase/Decrease’- Basic Information

Please enter the information below and click Proceed

: 201315

|De:9.|1 ment of Health and Hu

an

|Di'.i5icns of Mental Health/Dev

e

lo

e

ntal Disabilities/ Substance Abuse S§

;|a4458

|v|

. Increase Request
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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. 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, making it centrally accessible to all IBIS forms.

Basic Information

In the Basic Information tab, select the Adjustment Type from the dropdown.

l = STATUS: BRU_DRAFT **
WORHKSHEET | (Title: Increase Request)

IBasicInformation Attachments I

Budget Cycle : 201315 Reference Number : | BB-7118

i

Request Type : Increase/Decrease Adjustment Type :

Department/Agency : Department of Health and Human Services |Enrollment or populations served
Receipt-supported activities

Divisions of Mental Health/Developmental A -
Annualization of programs and new facilities

BRU : Disabilities/ Substance Abuse Services, and - -
State Operated Healthcare Facilitiies Annualizing salaries
Budget Code : 64468-DHHS - Murdoch Center - Trust Removal of nonrecurring items
Operating/building reserves
Facility-based adjustments
Click here for Rich Text Editor Program adjustments

Justification/Description

Exception requests for non-facility-based operating accounts
— —1
1 m S

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

Step 12 (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 12 Result (below): You see the Adjustment Type selected (above) is populated in the screen (below).

Step 13: Click in the Justification/Descriptian field — Either click on the underscored link to the Text Editor
(lower left), where it says, “Click here for Rich Text Editor” or click directly in the box below that link, if you
want to bypass the editor.

= STATUS: BRU_DRAFT ==

Title: Additional revenue stream and savings realized

Basic Information | Attachments

Budget Cycle : 201315 Reference Number : BB-7IIG 0

Request Type - Increase/Decrease Adjustment Type : |Operating/building resenves v

m

Department/Agency - Department of Health and Human Services Title ; | R e LR e 0

Divisions of Mental Health/Developmental
BRU : Disabilities/ Substance Abuse Services, and Is this recurring? : ) Yes ) No
State Operated Healthcare Facilitiies

Budget Code : 64468-DHHS - Murdoch Center - Trust
Justification/Description

Click here for Rich Text Editor SpellCheck 0

G

1 | m »

Export PDF Save Draft Save & Close Ready To Submit Delete Request
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Step 13 Result (below): When you click on the underscored link to the Text Editor (above), where it says, “Click
here for Rich Text Editor” a new window opens (below).

Description

|| B 7 ae|[Z4= (] x ||D@ || X @@ [[||IIIIIIII]

SpeliCheck (@

Step 14 (above): Click in the window and enter your justification/description: text editor advantages are that
you can perform a spell check and you can specify formatting. Text entry is shown below.

Description

B rwe|[iSi= o> |[[a9 @ || X@@2|[FP[IIIIIIIT]]]

Additional Revenue Stream and Reduced Cost

SpeliCheck &g
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Step 15: 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. Fill the circle
by clicking on yes or no to the recurring question (whether the request will occur in multiple years).

SpellCheck )

Step 15 Result (below): You will see a pop up with help text displayed, which will occur whenever you click on
the Help Text Icon. Also you see the answer to the question about whether this is recurring (circle filled).

=== STATUS: BRU_DRAFT =
WORKSHEET I (Title: Add New Service for Cherry Hospital)

Basic Information | Attachments

Budget Cycle : 201315 Reference Number : | BB-7IHI

Request Type : Increase/Decrease Adjustment Type : | Operating/building resemves

Department/Agency - Department of Health and Human Services Title : | Add New Senvice for Cherry Hospital

Divisions of Mental Health/Developmental
BRU - Disabilities/ Substance Abuse Services, and Is this recurring? : Yes @ Mo
State Operated Healthcare Facilitiies
'

i i SpellCheck,
Click here for Rich Text Editor pe ec lremet Explorer

For spell checking please install a spell checker plugin for your
browser. You can download iespell from
http:/wwwiespell. comvdownload. php

Export PDF Save Draft Save & Close Ready To Submit Delete Request
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Requirements — Summary of Actions: First, you will ADD a new row to the request. Second, you will EDIT a

row. Th

Basic Infor

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

=+ STATUS: BRU_DRAFT ***
WORKSHEET | (Title: Add New Service for Cherry Hospital)

mation | Attachments

Requirements 0

Edit Row Remaove Row(s) Sort Rows =

Fund «| cc4 || Account{ I I | ‘ |lY1 Amt || Y2 amt |11 H M‘FrE \‘l‘FrE \l

i i i ! |

Account Adjustments To Requirements Adjustments To FTE
fiund Colgetetiey Number T B Actual Authorized | Amount Amount | Actual | Author] Count | Count
(2011-12) (2012-13) ] (2013-14) | (2014-15) |{2011-1}(2012-] {20131 (201415
Mo items to show.
1 m 1 »
Export PDF Save Draft Save & Close Ready To Submit Delete Request
ADD Action:

Step 16 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 Data Headers (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 16 Data Selection: In the Requirements section, click on the Fund Code drop-down arrow. You will see a

list of Fu
Select th

nd Codes for the Budget Code previously entered at form creation and associated with the form.
e Fund Code, to be populated in the form. Perform the same selection for Cost Center, if appropriate.

Requirements 0

Edit Row Remove Row(s) Sort Rows

Fundé | CC# ~ | Account# Y1 Amt Y2 Amt FTEY1| |FTEY2|| Add

6103
6106
6315
6405

Murdoch Contingency Fund < b

m »

Cash Overage and Shortage

Farm Day Fund Ready To Submit | Delete Request

Rehabilitation Services
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Search on Account Code (first 3 characters or more recommended) and then Select from Drop-Downs:

Step 16 Data Search/Selection: Account Code Search (below): In the Account Number field, you can enter a
partial search of 3 or more characters in the form (in this case 532).

Justification/Description -

Click here for Rich Text Editor SpellCheck g
Increased Revenue Stream and Rel 533260 FACILITY AND HARDWARE SUPPLIES 3
533261 FACILITY AND HARDWARE SUPPLIES
533270 FACILITY AND HARDWARE SUPPLIES E
533280 FACILITY AND HARDWARE SUPPLIES
533290 FACILITY AND HARDWARE SUPPLIES
533310 VEHICLE EQUIPMENT AND OPERATING SUP 3
533320 VEHICLE EQUIPMENT AND OPERATING SUP
Requirements ) 533330 VEHICLE EQUIPMENT AND OPERATING SUP
Edit Row Rer 533340 VEHICLE EQUIPMENT AND OPERATING SUP
509 = — 533350 VEHICLE EQUIPMENT AND OPERATING SUP V2 At e villFE vzl A
533360 VEHICLE EQUIPMENT AND OPERATING SUP
G 533410 A\ FOOD AND DIETARY SUPPLIES =~ £
533410001 FOOD AND DIETARY SUPPLIES
Export PDF Save Drg 533410002 FOOD AND DIETARY SUPPLIES it Delete Request
I ©10003 FOOD AND DIETARY SUPPLIES B ———————————— ——

Step 16 Description (below): After providing the Account Number (above), IBIS provides the Account
Description for the Account Number selected.

Requirements 0

Edit Row Remove Row(s) Sort Rows

6103 ~ | CC#t w | |533410 . 40 54979 Y1 Amt Y2 Amt 0.000 0.000 FTEY1| FTEY2|| Add

Step 17: ADD — You will Click on Add at the far right (circled in red, below) to add this request.

Requirements 0 L
Edit Row Remove Row(s) Sort Rows
6103 v | CCH# W | 533410 FOOD AMD DIETA | | $40 $4,979 Y1 Amt Y2 Amt 0.000 0.000 FTE ¥1| FTE Y2 | =
/
B Rk Adjustments To Requirements Adjustments To FTE
find Codell CestiCenter Mumber e = Actual Authorized Amount Amount Actual | Authorizet Count Count
(2011-12) (2012-13) (2013-14) (2014-15) (2011-12) (2012-13) (2013-14) (2014-15)

No items to show.

Step 17 Result (below): Once you click on the Add button, above, that results in the added row being displayed
below the field name row. Once that occurs, the row may be edited using the Edit button.

P Adjustments To Requirements Adjustments To FTE
FORIERE | EEEE Number peccipese Actual Authorized Amount Amount Actual  Authorizec  Count Count
(2011-12) (2012-13) (2013-14) (2014-15) (2011-12) (2012-13) (2013-14) (2014-15)
6103 533410 FOOD AND DIET . 540.00 54,979.00 $0.00 $0.00 0.000 0.000 0.000 0.000
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—EDIT Action:

Step 18 (below): To edit row, click row you want to edit (red arrow) and click Edit Row button.

Requirements

Step 18 Result (below):

Edit Row E Remove Row(s)

6103 v | cc# v | Account#
Fund Code  Cost Center accoull
MNumber
; 6103 ! 533410

Sort Rows
Y1 Amt Y2 Amt FTEY1||FTEY2Z | Add
Adjustments To Requirements Adjustments To FTE
AccomiDesc i Actual Authorized Amount Amount Actual  Authorizec  Count Count
(2011-12) (2012-13) (2013-14) (2014-15) (2011-12) (2012-13) (2013-14) (2014-15)
FOOD AND DIET.... $40.00 $4.979.00 $0.00 $0.00 0.000 0.000 0.000 0.000

1. By double clicking, the selected row is then shown below the Edit Row button, where changes are

entered.

2. Once changes are entered, click on the Update button at the far right of the rectangular area to make
the changes. Enter values to change in the edit row (red arrows pointing to 2 and 4000, below).

Requirements
Edit Row Remove Row(s)
> 6103 - o | |533410
Fund Code  Cost Center fccoutt
Number
6103 533410

Sort Rows Cancel Edit & & @
FOOD AND 540 4979 20 4000 0.000 0.000 0 ] Upda
Adjustments To Requirements Adjustments To FTE
REEET T Ve Actual Authorized Amount Amount Actual | Authorize¢  Count Count
(201112) (2012-13) (2013-14) (2014-15) (201112) (2012-13) (2013-14) (2014-15)
FOOD AND DIET... $40.00 $4,979.00 $0.00 50.00 0.000 0.000 0.000 0.000

Step 19: 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. Receipts are entered in the

same way as Requirements and display here as Receipts, once entered.

Summary 0

Requirements
Receipts

Change in Fund Balance

¥ Y2 FTE Y1 FTE Y2
— 520 £4.000 0.0 0.0
50 50
— (520) ($4,000)
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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 X

o Are you sure you want to remove the selected Row(s)? 0.000 |
Adjustments To FTE =
Fund Code Cost Center oK ] | cancal | e =
(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 Sort Rows.

o

#** STATUS: BRU_DRAFT ****
WORKSHEET I (Title: Add a new DCR service)

| Basic Information | Attachments
L ¥ 17—

Requirements 0

| Edit Row || Remaove Row(s) H Sort Rows || Cancel Edit ‘
T ™ Y | | | | =3
Jr— Adjustments To Requirements Adjustments To FTE
PO (ET2E S e Number AEEE I LS 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 al
1230 100 532210 UTILITY/ENERGY SE... $0.00 $7,989.00 0.000 0.000
1230 100 532220 UTILITY/ENERGY SE ... $0.00 $9,107.00 0.000 0.000
1230 100 532714 TRAVEL AND EMPL... $0.00 $2,000.00 0.000 0.000
Bacainte &3 E

e M | &

‘ Export POF 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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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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