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SECTION 1:  WORKSHEET II  

 

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

Step 2:  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 multiples, you will need to select one. 
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Step 3:  Click on the BRU Work Queue in the left pane of the screen.  (See the hand click image below.) 

 

Step 3 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 4:  Once requests are added, the queue will look like the following with the Requests shown in right pane: 
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Step 5:  Click Create New Request drop-down, on the right pane of the window, as outlined in red:   
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Step 5 Result (above):  When you click on ‘Create New Request’, the drop-down will display the following:   

                                      

                            The sub-menu displays a Work Sheet II option     
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Step 6:  Click on the Worksheet II option on the sub-menu (above). 

 

Step 6 Result (above):  You will see a New WSII Form – Basic Information window. 

Step 7:  The initial non-editable field displays the current Budget Cycle years  

Step 8:  The second field, Worksheet Type is a dropdown list box displaying two options, Increase and Decrease   
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Step 8 Result (above):   Make the appropriate selection from the Worksheet Type dropdown list.  The word 

Increase or Decrease will populate the field and the dropdown list will disappear   

Step 9:  The third field, Request Type, is a dropdown list box many options relevant to Worksheet II requests.   
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Step 10:  The options in this list will vary for Increases and Decreases and these options may change with every 

budget cycle.  At this time, the Increase list contains the following options:   

 

 And the Decrease list contains the following options: 
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Step 11:  Select the Increase/Decrease option appropriate to the Worksheet II you wish to create.  

 

 

Step 11 Result (above):  The selection will populate the Request Type field and the dropdown box will 

disappear. 

Step 12:  The fourth field, Department/Agency, is pre-populated with the Department/Agency that you 

represent as an authorized IBIS user.  Should you be authorized for more than one Department/Agency, this 

would present a dropdown list of all appropriate Department/Agencies. 

Step 13:  The fifth field, BRU, is pre-populated to display the Budget Reporting Unit that you represent as an 

authorized IBIS user.  Should you be authorized for more than one BRU, this would present a dropdown list of 

all appropriate Department/Agencies. 

Step 14:  Accept the default selections for Department/Agency and BRU or select the desired choices from the 

dropdown lists presented. 
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Step 15:  The sixth field, Division/Institution, is a dropdown list that displays the Division/Institutions that you 

represent as an authorized IBIS user and given the selected Department/Agency and BRU.  Should you be 

authorized for more than one Division/Institution, this would present a dropdown list of all appropriate 

Division/Institutions. 
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Step 16:  Use the pointer to select the Division/Institution from the list that corresponds to the Worksheet II 

request you wish to create. 
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Step 16 Result (above):  You will see that the field is populated with the Division/Institution selected, and the 

dropdown list disappears.   

Step 17:  The seventh field, Budget Code, is a dropdown list that displays the Budget Codes that are associated 

with the selected Department/Agency, BRU and Division/Institution that you have selected.  Choose the Budget 

Code from the dropdown list that is appropriate for the WSII that you are creating. 
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Step 17 Result (below):  You will see that the field is populated with Budget Code selected, and the dropdown 

list disappears. 
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Step 18:  The eighth and final field, Request Title, is an editable field for you to type the title of the WSII request 

that you are creating.  
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Step 19:  Click in the Request Title field.  You will see a flashing cursor in the field.   Proceed to type in the Title 

for the Worksheet Request.  

 

Step 19 Result (below):  The title appears in the field as entered.   
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Step 20:  If you click on the Cancel button (below), the New WSII form – Basic Information window closes, 

nothing is saved, and you return to the BRU Work Queue.   
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Step 21:  If you are satisfied with your entries and want to continue on, click on the Proceed button. 

 

Step 21 Result (Below):  You will see a Worksheet II form open.  Note:  The Worksheet’s five tabs (Basic 

Information, Positions, Budget Detail, Other and Attachments/References) will appear in the upper left corner 

of the screen. 
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Step 22: The default appearance of a new WSII form is to display the Basic Information tab first.  You can 

navigate from tab to tab by clicking on the tab name.   
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Step 23 (above):  Verify the information displayed in the following fields – all but Title are non-editable: 

Budget Cycle:  The form will show the current Budget Cycle year (this is system generated and will 

change at appropriate periods in time) 

 Worksheet Type:  Increase - this option was selected in the New WSII Form – Basic Information screen 

Department/Agency:  The Department/Agency that was selected in the New WSII Form – Basic 

Information screen. 

 BRU:  The BRU selected in the New WSII Form – Basic Information screen. 

Division/Institution:  The Division/Institution selected in the New WSII form – Basic Information 
screen.  
 
Budget Code:  The Budget Code selected in the New WSII Form – Basic Information screen. 
 
Title:  The title entered in the New WSII Form – Basic Information screen.  This field is editable.   

 WHAT ABOUT SCREEN ID AND IBIS ID??? 
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Step 24:  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 Description field.   

 

Step 25 Result (below):  You will see a pop up with help text displayed, which will occur whenever you click on 

the Help Text Icon. 
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Step 26:  Click in the large white space under the field titled “Give a brief description of the Item or Initiative: “ 

 

Step 27:  Type or paste text in the white space that is supportive of the WSII request you are developing.   
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Step 28:  Type or paste appropriate text in the next four text boxes labeled: 

 

 

 

 

 

Step 29:  The final section of the Basic Information tab on the Worksheet II form, is the Relevance to Governor’s 

agenda section.  This section has a field labeled Agenda, which has a dropdown list. 
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Step 30:  The dropdown list displays the Governor’s Agenda.  This list of items will change periodically.  Select 

an item from the list.   
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Step 30 Result (below):  The selected Agenda item will populate the field and the dropdown list will disappear. 

 

Step 31:  Type information about this WSII and its relationship to the selected Governor’s Agenda item in the 

field labeled: 

 

Step 32:  Move to the top of the WSII form and click on the Positions tab to bring that portion of the Worksheet 

to the forefront. 
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Step 33:  If the Worksheet II request being developed includes staffing positions, information regarding such 

positions will be filled out on this tab.  The information will be entered in the section labeled:  

 

Step 34:  In this section, four buttons appear:  Edit Row, Remove Row(s), Sort Rows and Cancel Edit: 

 

Step 35:  The above buttons can only be utilized once rows have been created.  Since we are developing a new 

WSII, we will look first at adding rows, then return to describe the functionality associated with these buttons. 

Step 36:  To Add a Row, you will work with the fields outlined with a red box below:  

 

Step 37:  These fields:  Fund, Cost Center, Account, Type, Grade, Title, Date, FTE Y1, FTE Y2, Annual Salary, 

Salary 1, Salary 2, and Program, are all required information regarding positions in a Worksheet II. 

 

Step 38:  Fill in the fields in the order they appear in the row.  Fund, Cost Center, Type and Program are all 

dropdown lists and your entry must be selected from the dropdown lists. 
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Step 39:  Cost Center is an optional field, and the Cost Center dropdown list will only display values of the 

Department/Agency uses Cost Centers and there are costs centers setup for the selected Fund code. 

Step 40:  The Account field will present a list of Accounts once the user has entered three digits into the field.  

Accounts are so numerous the you must narrow the list down by entering the first few digits, or you may type 

the full Account code in the field yourself. 
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Step 41:  Select the appropriate Account Code and it will populate the form and the list will disappear.  

Selection of an Account Code will also cause the adjacent Account Code name field to populate. 

 
 

Step 42: Clicking in the Type field will cause the Position Type dropdown list to appear.  Select the appropriate 

position type from the list.     

 

  

Step 43:  When a Position Type has been selected, it will populate the field and the dropdown list will 

disappear.   

 

 

Step 44:  Enter Grade and Title in the next two text fields.  These fields are editable and do not have dropdown 

lists associated with them. 

 

Step 45:  In the Effective Date field, enter the beginning date of the position(s) requested formatted as shown, 

or select the date from the calendar by clicking on the calendar icon next to the field. 
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Step 46:  In the next two fields, FTE Y1 and FTE Y2, enter the number of positions of this type are requested for 

FY1 and FY2 of the budget period.  BE AWARE numbers may be entered as either positive or negative numbers 

  

 

Step 47:  In the Annual Salary field, enter the annual wage for the position in whole numbers, without $ or , 

 

 

Step 48:  IBIS will calculate the number of positions by the Annual Salary, prorated against the position start 

date, and show the amount requested in the Budget Salary fields, FY1 and FY2 

 

 

Step 49:  Finally, the Program field presents a dropdown list of the Retirement programs that the position(s) 

may participate in: 
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Step 50:  Select the appropriate retirement program from the dropdown list.  That program name will populate 

the field and the dropdown list will disappear. 

Step 51:  Click the Add button and the row will populate the positions grid, clearing the fields for entry of 

another row.  The Add row fields will persist the data entered for Fund Code and Cost Center, to attempt to 

reduce the number of entries the user must provide in order to create a second row.  Although these entries 

will be pre-filled, other Fund Codes and Cost Centers may be selected by the user. 

 

 

Step 52:  Repeat the above process to add all the Position rows necessary for the Worksheet II you are creating. 

 

Step 53:  To edit a row that has been entered, click on a row to highlight it: 
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Step 54:  Click on the Edit Row button, and the data in the selected row will populate the Edit/Add row line at 

the top of the grid. 

 

  

Step 55:  When a row has been selected for edit, you may change any of the data previously entered.  To save 

changes you must click on the Update Button at the end of the row. 

  

Step 56:  Once Update has been clicked, the add/update row will clear (except for the Fund Code and Cost 

Center fields) and the updated data will show in the grid below. 
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Step 57:  To delete a row that has been entered, click on a row to highlight it: 

  

Step 58:  Click on the Remove Row(s) button, and a confirm deletion message box will appear. 
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Step 59:  To cancel the deletion, click the Cancel button, to complete the deletion, click the OK button. 

Step 60:  To Sort the rows that you have entered, click the Sort Rows button. 

 

Step 61:  The rows will sort in Fund Code, Cost Center, Account Number order, ascending.  Click a second time 

and they will resort in descending order. 

 

Step 62:  If a row has been selected for edit, by highlighting and clicking the Edit Row, but then no edit is 

necessary, or you have changed your mind, simply click the Cancel Edit to clear the Add/Edit row and to return 

the selected row to the grid, unchanged. 
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Step 63:  At the bottom of the Positions tab, a Summary table is displayed: 

  

Step 64:  The Summary information is extrapolated from the data entered above in the Positions Requested 

table, and none of the data in the Summary is editable.  Any changes to the Summary information must be 

made by editing the data in the Positions Requested table. 

Step 65:  Move to the top of the WSII form and click on the Budget Detail tab to bring that portion of the 

Worksheet to the forefront. 
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Step 66:  Inserting rows in the Requirements and Receipts sections of the Worksheet form works in the same 

fashion as inserting rows on the Positions tab.  In the Requirements section, there are four buttons that appear 

first:  Edit Row, Remove Row(s), Sort Rows and Cancel Edit.  These functions are only utilized when rows have 

been entered into the form, so we will first look at data entry, then return to these buttons to examine their 

functionality. 

Step 67:  To add a row of data that spells out a requirement of this Worksheet II form, focus on the data entry 

row directly below the buttons mentioned above. 

 

Step 68:  The fields in this row are editable, and when the end of the row is reached, the Add button will save 

this data so that another row can be entered. 

Step 69:  The Fund field contains a dropdown list that displays Fund codes available to the agency/BRU that you 

are creating the WSII for. 
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Step 70:  Select the Fund from the list that is appropriate to the Worksheet request you are creating.  The 

selected Fund will populate the field and the dropdown list will disappear. 

 

Step 71:  The Cost Center field is optional, but if your Agency/BRU utilizes Cost Centers, the dropdown list will 

populate with appropriate options. 
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Step 72:  Select the desired Cost Center from the dropdown list.  It will populate the field and the dropdown list 

will disappear. 

Step 73:  The Account field will provide a list of appropriate Accounts when you enter the first 3 digits of the 

account code that you are looking for. 
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Step 74:  Select the desired Account from the list.  It will populate the field and the dropdown list will 

disappear.  By selecting the Account number, the associated Account description will also populate the 

adjacent field. 

 

Step 75:  Once the Fund Code, Cost Center and Account Code fields have been populated, the Actual and 

Authorized fields will auto populate with real numbers associated with this combination of codes, for the 

current fiscal year.NEW SCREEN SHOT HERE 

 

Step 76:  The next set of fields in the Add/Edit Row area are Year 1 and Year 2 amount fields along with a 

recurring checkbox for each field to indicate your intent with these Worksheet II requests going forward.   

 

Step 77:  Enter amounts required The Y1 Amt and Y2 Amt fields,  they will reformat to dollars when you click 

Add to finish the row entry.  BE AWARE amounts may be entered as either positive or negative amounts.  

Amounts are not required to be entered in both year fields.  Clicking in the Recurring checkbox will indicate 

that the amount is planned to be recurring.  Leaving the checkbox empty indicates that it is not recurring.  To 

avoid using the mouse, you can tab to the recurring checkbox and click the space key to place a check in the 

field. 

 

Step 78:  The next set of fields allows you to enter amounts for upcoming fiscal year budgetary planning.  

Entries in these fields are not mandatory.   
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Step 79:  When you have completed the new row, click on the Add button.  The row will move down to the grid 

below, and the majority of the Add/Edit row will clear. 

 

Step 80:  Add as many rows of requirements as appropriate to complete the Worksheet II request.  Once the 

first row is added, the Fund Center and Cost Center codes will pre-populate with the choices made when 

entering that first row to help quicken the entry of subsequent rows.  If these values are not appropriate for 

subsequent row(s), they can be overwritten. 

 

Step 81:  The Add/Edit Row(s) functionality for Receipts is identical to the Requirements functionality and 

therefore each step will not be replicated here. 

 

Step 82:  Add as many rows of receipts as appropriate to complete the Worksheet II request.   

Step 83:  To edit a row that has been entered, click on a row to highlight it: 
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Step 84:  Click on the Edit Row button, and the data in the selected row will populate the Edit/Add row line at 

the top of the grid. 

 

Step 85:  When a row has been selected for edit, you may change any of the data previously entered.  To save 

changes you must click on the Update Button at the end of the row. 

 

Step 86:  Once Update has been clicked, the add/update row will clear (except for the Fund Code and Cost 

Center fields) and the updated data will show in the grid below. 

Step 87:  To delete a row that has been entered, click on a row to highlight it 

 

Step 88:  Click on the Remove Row(s) button, and a confirm deletion message box will appear. 

 

Step 89:  To cancel the deletion, click the Cancel button, to complete the deletion, click the OK button. 

Step 90:  To Sort the rows that you have entered, click the Sort Rows button. 
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Step 91:  The rows will sort in Fund Code, Cost Center, Account Number order, ascending.  Click a second time 

and they will resort in descending order. 

Step 92:  If a row has been selected for edit, by highlighting and clicking the Edit Row, but then no edit is 

necessary, or you have changed your mind, simply click the Cancel Edit to clear the Add/Edit row and to return 

the selected row to the grid, unchanged. 

 

Step 93:  When Requirements and/or Receipts entries are entered into the Worksheet II form, the data 

populates the Summary table at the bottom of the Budget Detail tab.  The Summary table will add all 

Requirements entered in this form and display them in their appropriate category/year.  The Summary table 

will also add and Receipts entered in this form and display them in their appropriate category/year.  The 

Change in Fund Balance row will then calculate Requirements minus Receipts and display those amounts in 

their appropriate categories/years.  NOT TRUE?  Note zeros showing above in Change in Fund Balance row. 

 

Step 94:  Move to the top of the WSII form and click on the Other tab to bring that portion of the Worksheet to 

the forefront. 

 

Step 95:  The Other tab presents seven categories and seven questions with Yes/No answer choices.  Upon first 

accessing a new form, neither answer will be chosen.  Once an answer is selected, you cannot revert back to no 

answer, the answer must be Yes or No. 
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Step 96:  Answering No on any of the questions completes the question.   
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Step 97:  Answering Yes to any of the questions opens up a sub-question that requires additional response. 



                                                                                                                                                  IBIS Training Guide 

 

Page 44 

 
 

 

 

Step 98:  The first category on the Other tab is Additional Resources.  This category asks the question:  Does this 

request require additional resources from another agency?  Y/N.  If your answer is Yes, a request for detail 

appears for you to Name the agency and the funds required. 
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Step 99:  Click on the Add Agency and Funds Requested button and a row will populate the box below the 

button. 

 

Step 100:  Click on the dropdown arrow in the row and a list of State Agencies will be displayed.  Click on the 

appropriate Agency and it will populate the field and the dropdown box will disappear. 



                                                                                                                                                  IBIS Training Guide 

 

Page 46 

 
 

 

 

Step 101:  Tab to the Funds Requested field and enter the amount required of the other agency. 
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Step 102:  Repeat this process as many times as appropriate for this Worksheet II request. 

Step 103:  To remove an Agency listed, highlight the appropriate row, and click the Remove Agency and Funds 

Requested button. 

 

Step 104:  A delete confirmation window will appear 

 

Step 105:  Click the Cancel button if you do not wish to remove the selected row.  Click the OK button if you do 

wish to remove the selected row. 

Step 106:  If you click Cancel, the Confirm window will close and the list will remain the same.  If you click the 

OK button, the Confirm window will close and the selected row will be removed from the table. 

Step 107: The second category on the Other tab is Impact on Local Government(s).  This category asks the 

question:  Does this change impact local government(s)?  Y/N.  If your answer is Yes, a request for detail 

appears for you to Please explain the impact to local governments. 

 

 

 

Step 108:  Type or paste text in the field to explain the impact the request will have on local government(s). 
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Step 109: The third category on the Other tab is Statutory Changes.  This category asks the question:  Are 

statutory changes or special provisions required to implement the request?  Y/N.  If your answer is Yes, a 

request for detail appears for you to attach a copy of the draft legislation. 

 

Step 110:  To attach a document supporting this question, click on the green + button next to the words Draft 

Legislation. 

 

Step 111:  A window will open to allow you to search for the supporting document required 

 

Step 112:  Click on the browse button to find a document.  Click on the Cancel button to close this window and 

cancel the search process. 

 

Step 113:  Clicking on the Browse button will cause a drive search window to open. 
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Step 114:  Navigate to the file you want to attach, highlight it and click on the open button.  The upload window 

will close and you will be returned to the Worksheet II Other tab with the attached document listed under the 

Statutory Changes category. 

 

 

Step 115:  The fourth category on the Other tab is Capital Improvements.  This category asks the question:  

Does this expansion request relate to a capital improvement project?  Y/N.  If your answer is Yes, requests for 
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detail appear for you to identify the title of the Capital Improvement project, the Capital Improvement Budget 

Code, the Item Number and the Project Completion Date for the related Capital Improvement project.  
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Step 116:  Type or paste the title of the related Capital Improvement Project in the appropriate field. 

 

Step 117:  Click on the dropdown arrow in the CI Budget Code field, and select the appropriate Capital 

Improvement Budget Code from the list. 

 

Step 118:  Type in the related Item Number in the Item Number field: 
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Step 119:  Fill in the Completion date for the related Capital Improvement project in the Projected Completion 

Date fields 

 

Step 120:  The fifth category on the Other tab is Space Requirements.  This category asks the question:  Does 

this request require additional space?  Y/N.  If your answer is Yes, requests for detail appear for you to identify 

the type of space, the additional square footage required and the estimated cost of space requirements across 

five fiscal years upcoming. 

 

Step 121:  Address the Type of Space query by selecting one option from the three choices of Office, Storage or 

Other space. 

 

Step 122:  To enter numbers in the Additional Square Footage Required fields, double click on the row and the 

fields will become editable.  Enter data as appropriate across the row under each fiscal year. 
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Step 123:  To enter numbers in the Estimated Cost of Space Requirements fields, double click on the row and 

the fields will become editable.  Enter data as appropriate across the row under each fiscal year.  When you 

move out of the Details grid, the Cost numbers will format as Dollars. 

 

 

Step 124:  The sixth category on the Other tab is Motor Pool Requirements.  This category asks the question:  

Does this request require additional vehicles from the state motor pool?  Y/N.  If your answer is Yes, a request 

for how many additional vehicles appears. 
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Step 125:  Enter a number in the field appropriate for the Worksheet II request you are developing. 

 

Step 126:  The seventh and final category on the Other tab is IT Component Requirements.  This category asks 

the question:  Does this request include an IT component?  Y/N.  If your answer is Yes, a request stating, If 

required per OSBM budget instructions, has the project been entered into the ITS PPM tool?  Y/N. 

 

Step 127:  Answer the Second IT Component Requirements question appropriately. 

 


