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About this Tutorial

This tutorial was developed to take OFM budget staff through the sequential steps of reviewing

and approving an initial allotment submittal using The Allotment System (TALS) Allotment
Management and Review (AMR).

The tutorial can be used in a formal training session or for individual practice. Some tutorial
conventions:

= Actual values to be entered when using for training or for practice are highlighted.
= Functions to use will be in Bold.

= If using on your own, please use your judgment to determine values to be used for
practice.

= Each task is preceded by a brief explanation of the task, its importance, and general
business rules.

= Specific business rules and recommendations are denoted with a L under the task.
= Additionally, Appendix 1 contains a central listing of all the business rules.

Every effort is made to ensure that the TALS AMR tutorial and OFM Allotment Instructions
agree in every way. In cases where a discrepancy exists, the OFM Allotment Instructions take
precedence. The OFM Allotment Instructions can be found at
http://www.ofm.wa.gov/budget/instructions/default.asp Please complete the Tutorial Evaluation
at the back of this tutorial to report any discrepancies found.

Not every feature of TALS AMR will be covered in training. The TALS AMR Complete System
Manual explains every function of TALS AMR, screen by screen, and is all-inclusive. It is
available on-line in the BASS Library at http://bass.ofm.wa.gov/BASSPR/library/default.htm or
https://fortress.wa.gov/ofm/bass/BASSPR/library/default.htm for those using Fortress. The
library may also be accessed by the help links available in all BASS applications.



http://www.ofm.wa.gov/budget/instructions/default.asp
http://bass.ofm.wa.gov/BASSPR/library/default.htm
https://fortress.wa.gov/ofm/bass/BASSPR/library/default.htm

Getting Started — Logging on to TALS and System Navigation

1. Open Internet Explorer and enter the login address

http://bass.ofm.wa.gov/BASSLogon_pr/ (or
https://fortress.wa.gov/ofm/bass/BASSLogon_pr/ for those using Fortress) in the address
bar of the browser.

If in a training session, skip this step

Use your login ID and password to log in to BASS. If you do not have a login ID and
password, a security form can be found in the BASS library at the appropriate site listed
on page 3.

User ID - <Agency Number>00<train>

10500trainl
Password - <Train1>
Trainl

Select the pie chart icon for TALS AMR (The Allotment System — Allotment
Management and Review).

All navigation bars and selection tabs are in the same place on every page. The selection tabs run
horizontally across the top of each screen, allowing for the selection of screen features and
system navigation. Shortcut links on the application tab bar (3) and the breadcrumb bar (4) allow
for the ability to “jump” to previously viewed pages without using the browser Back button.

Key Navigation Features

1.

Internet browser navigation buttons. Note: The BASS suite of applications does
not support the use of internet browser navigation buttons, i.e. ‘back arrow” and
‘forward arrow’. You should avoid using the back arrow and forward arrow buttons
available on your web browser tool bar when working in BASS. Using these buttons will
give unpredictable results depending on the screen you are on when used.

Page Header includes Application Title (Allotment Management & Review),
Contact BASS, BASS Help and Logout Link. Note: It is important to properly
logout of the system when not in use. The system will automatically time you out after
120 minutes.


http://bass.ofm.wa.gov/BASSLogon_pr/
https://fortress.wa.gov/ofm/bass/BASSLogon_pr/

A BASS | TALS | AMR | OFM Packet Status - Microsoft Internet Explorer

File Edit View Favorites Tools Help "P
5 b ; B DO NOTUSE INTERNET NAVIGATION TOOLBARS!

e Back, \) @ @ \-’_’h /O Search N Favarites @ B iﬁ I LJ ﬁ .ﬂ

Address a http://ofmapoly400/BASSWEE_qa/TALS/AMR PacketReview PacketStatus. aspx "| Go
Links @ BASS 8-2006 a Home - Budget Portfolio Team Home Page @ Login to TestTrack Web @ OFM - Iniranet Homepage @ Snaglt i B @ M

cepunfl] OFM Packst Status

OFM Packet Status
ncial Management Status: All
Update Review || View History || Approve || Return | | Review Checklist || Review Issuss RD!"S Load
Agencyd1 Number Purpose Title Status  Program Exp Cash [ Rev Analyst Oper. Analyst Cap. Analyst Rev. Analyst Last Update
O 105 0001 Capttal Intizl Alatment Inttizl Capital Alctments Approved 300 - Capil ¥ ¥ Massz, Steve ¥ W v [Name not on record]
D 105 0002 Operating Initizl Allotment Initial Operating Allotments Approved v v [Name not on record] v v [Nzme not on record]
D 105 0005 Capital Amendment Cowlitz River Sediment Approved v v Mazsz, Steve v v [Mame not on racord]
D 105 0005 Operating Allocations Savings Incentive Allotments Approved v v [Name not on record] v v [Nzme not on record]
D 105 0007 Operzting Allocations Retra Fund Alotments Approved v v [Name nat on recard] v v [Mame not on record]
D 105 0008 Operating Allocations Parking Account Allotments Approved v v [Name not on record] v v [Nzme not on record]
D 105 0003 Revenueand Cash Adjustments Risk Management Revenus Carractian Approved v [Mame nat an recard] v v [Mzme net an recard]
D 105 0011  Operating Unanticipated Receipts NGA Intercperability Grant Approved 4 4 [hlanan mnt oddl v v [Mame not on record]
D 105 0012 Operating Allocations Roadmap Enterprisz Datz Definition COA Project Approved )aﬁeleFl'::ftublre;'!‘ﬂr navigation buttons v v [Nzme not on record]
D 105 0013 Opd-sting Allocations Grants Contracts znd Loans Management System  Approved 2)Page header v v [Nzme not on record]
3
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Application tab bar, is always available, and includes a tab for each major functional
area in the system.

4. Breadcrumb bar serves as a trail to navigate back to any previously viewed screen in
the application. The breadcrumb bar is dynamic in that any given page will show a
different breadcrumb trail based on how the page was reached.

5. Page footer includes BASS Home link which takes you to the BASS system main menu
page, Contact BASS link which tells how to contact the BASS help staff, and BASS Help
link which takes you to BASS Help documentation.

Closer look at Breadcrumbs below:

|| Google G- >0} T 9 B~ | 73 sookmarks~ )

- 2
OF e_} —— This is the line that will track where you
-,/- have been in the system

LT o7 Analyst: Testerl, OFMUseri

M Packet Status
= e
| —



How to Disable Pop-Up Blockers

Note:

In order for the application to work, you must disable your pop up blocker for this

site. The easiest way to do this is if your security is set to block pop ups, is to take the following
actions when the message below appears as you try to work in the application:

() Popp bocke To e this opup o aionecpbions ek e

OFM Packet Status
Analyst: Tester]l, OFMUserl

Appra Review Checkist Rev

Status: A

Rnwsl 10 I

Iz:m—umm Cach / Rev Oper. Analyst Cap. Analyst Rev. Analyst last uuate

Thereane:unenﬂv no packets for the selected criteria.

BASS Home | Contact BASS | BASS Help
@® 2006 Washington State Office of Financial Management
Budget and Allotment Support System (BASS) : AlphaQA

Click on

Pop-up blocked, To see this pop-up of additional options click here, .,

and the following choices

will appear:

Temparatily Allow Pop-ups
Alwaws Allow Pop-ups From This Sike, .
setkings

Information Bar Help

Choose “Always Allow Pop-ups from this Site..

automatically.

. This will put the site in your security settings

Or, while in internet explorer you can go into tools, Pop-up Blocker, Pop-up Blocker Settings as

seen below:

File Edit ‘iew Faworites Help

Mail and Mews

Qs - © [l

Address |@ http://qabass.ofm,

Synchronize. ..
Windows Update

Manage Add-ons...

ey, | Ty

| &

eks,

- - Sun Java Console
Wiews Packet List

Bienmiun | 2007-09 W

Internet Options, ..

—

This will bring you to the following:



Pop-up Blocker Settings

X
Exceptions
Fop-ups are currently blocked. “ou can allow pop-ups from specific
Wweb sites by adding the zite to the ligt below,
Addregz of Web site to allow:
|www.u:ufm.wa.gu:uv | [ Add J
Allowed zites:
Femove
Femoye Al
Motifications and Filter Level
Flay a zound when a pop-up is blocked.
Show Infarmation Bar when a pop-up is blocked.
Filter Lewvel:
| b ediurm: Block most automatic pop-ups b |
Pop-up Blocker FAL

Type in under the “Address of Web Site to allow:” bass.ofm.wa.gov or fortress.wa.gov and click
Add.



LESSON 1 - REVIEW A PACKET




Lesson 1, Task 1 — Filter the OFM Packet Status View

Allotments are detailed plans (or amendments to plans) of the scheduled revenues and
expenditures authorized in the budget and the related cash receipts and disbursements. Agencies
submit these allotment plans to OFM for review using the TALS AMR system.

The OFM Packet Status screen will default to the agencies assigned to the person logged into the
application.

The following steps will take you through filtering Packet Status to locate the packet for review.

After Logging in to TALS AMR, The OFM Packet Status Screen is displayed. See below.

Allotment Management & Review
EEEE] o peciet s [

OFM Packet Status

Select Fifer butionto change fhe
efault st of packets

rrrrrr

Agency: 105 - Office of Financil Management

Agencyd1 Number Purpose Title Status  Program Exp Cash [Rev  Analyst  Oper. Anclyst Cap. Analyst Re
D % CaptelIntl Aletment Intal Captd Alitments Approved 0-Captdl ¥ ¥ Wasze, Sizve v v
D 0 Opersfing Inial Alctment Intal Operating Alatments Approved ¥ v [Naenotonrecord] Y
D e Captzl Amendment Cowltz River Sediment Approved v Wasze, Sizve v
D e Operafing Allocations Savings Incentive Alltments Approved v ¥ [Nemenctonrecord] ¥



1. To change the default of the list of packets select the Filter button. You may filter by
Biennium, Analyst, Agency, Status, and/or Purpose.

Packet Status Filter

=

Biennium | 2007-03
Analyst | Holznd, Carole

107 - Health Care Authority
120 - Human Rights Commissicn

250 - Indeterminate Sentence Review Board
300 - Dept of Soc and Hith Serv

302 - Home Care Quality Authority

303 - Department of Haalth

305 - Department of Veterans Affairs

310 - Department of Corrections

315 - Services for the Blind

~|
Status | Al =
=]

Purpose IAII

Filter by
1) Biennium
2) Analyst
3) Agency
4) Status
5) Purpose

2. Verify the Biennium. L.J Note: This dropdown will default to the current biennium.

A Packet Status Filter -- Web Page x|

Defaults to
Biennium | 2005-07 | Current
Analyst [2001-03 Biennium -
2003-05
Agency -
2007-05 oirity

120 - Human Rights Commission

250 - Indeterminate Sentence Review Board
300 - Dept of Soc and Hith Serv

302 - Home Care Quality Authority

303 - Department of Heslth

305 - Department of Veterans Affairs

310 - Department of Corrections

315 - Services for the Blind d
Status | Al =]
Purpose I All ;I

10



3. Select a different analyst if you are filling in for someone from the Analyst dropdown
box. L Note: The *All’ selection will give you all packets (for all analysts) submitted to
OFM for approval.

A Packet Status Filter - Web Page

Packet Status Filter

Biennium | 2005-07 |

Analyst | Holland, Carcle

All i i
AGERSY D ke If filling in for

Steinmann, Linda someone p“:k
Holland, Carole L
Lutes, Mick from this list
Steenhout, Mike
Yu, Theo

Szelid, Tom
|315 - Services for the Elind

Status [ Al

Purpose I All

4. Select an agency or agencies if you want to view only certain agencies from the Agency
dropdown box. LLJ Note: To select a range of agencies hold down the Shift key. To
select more than one agency not in a range, hold down the Ctrl key.

A Packet Status Filter - Web

Packet Status Filtar

=

Biennium | 2005-07

Analyst |Woods, Mike |
Agency [ aj
075 - Office of the Governor Select AQE ncy
086 - Office of Indian Affairs -
100 - Office of Attorney General or AQEHEEES
from here
105 - Office of Financizl Management
144 - Municipal Research Coundil
245 - Military Department Select range
385 - Life Sciences Discovery Fund Auth ; -
550 - ST Conv & Trade Center Comm UEIrEE;h:nih it
Status [l =] individual
Burpose | Al multiples with
contral key

5. Select a status or statuses if you want to filter on certain Statuses. Note: To select a
range of statuses hold down the Shift key. To select more than one status not in a range,
hold down the Ctrl key.

11



A Packet Status Filter -- Web Page

Packet Status Filter

=]
Analyst |Woods, Mike |

Agency [ a]

075 - Office of the Governor

086 - Office of Indian Affairs

100 - Office of Attorney General

103 - Community, Trade & Economic Develo
105 - Office of Financial Managemant

144 - Municipal Ressarch Coundil Use the
245 - Military Department status area

Biennium | 2005-07

356 - Life Sciences Discovery Fund Auth to select
580 - ST Conwv & Trade Center Comm
only those
Status | Al = packets
Purpose |Al you want to

Pending
i v s5ee

6. Select a purpose if you are looking for only certain packets, such as supplemental packets
or quarterly adjustment packets from the Purpose dropdown box. L Note: Purpose has
replaced the need for smart coding of packet numbers, such as the BO01 was always the
initial operating packet in the past. Now you’ll find the Initial Operating Allotment in the
purpose field instead.

Packet Status Filter

=]
Analyst |Woods, Mike =]

Agency [ a]

075 - Office of the Governor

086 - Office of Indian Affairs

100 - Office of Attorney General

103 - Community, Trade & Economic Develo
105 - Office of Financial Management

144 - Municipal Research Coundil

245 - Miltary Department

384 - Life Sciences Discovery Fund Auth

550 - ST Conv & Trade Center Comm

Biennium | 2005-07

Use the
Purpose to
purpose [A1 seh_act far

.................................................................................................................. certa”-l tYpEE
of packets,
such as
| supplemental
or quarterly
adjustment
packets for
example

Status | Review

7. When you’ve finished making your selections press the OK button and see the new list
you’ve created.

12



A Packet Status Filter -- Web Page x|

Packet Status Filter

Biennium [ERTERTANNINGE - |

Analyst |Woods, Mike

Status

Purpose IOperat'lng Initial Allctment

When finished click
to Ok button

OFM Packet Status OFM Analyst OFM Anafyst

Management Status: A Purpose: A

You can change the number of
rows that show on a page here

|:| Operating 4th Qr Adjustments Test for ED4 AFRS Errar Approved ¥ [Name nat on record]

|:| 105 051 Opersting Unanticipated Recaipts Test POF Link in Email Review v [Mame nat on recard]

D 105 0001 Captal Initizl Allotment Initial Capital Allctments Approved 00 - Capial ¥ v Masse, Steve W v v [Name net an record]
|:| 105 0002 (Operating Initial Alotment Initial Operating Alctments Approved v v [Mame nat on recard] v v [Name not an record]
|:| 105 0005 Capital Amendment Covilitz River Sediment Approved ¥ v Masse, Steve v v [Name net an record]
|:| 105 0005 Operating Allocations Savings Incentive Allctments Approved v v [Mame nat on recard] v v [Name not an record]
|:| 105 0007 Operating Allecations Retro Fund Allotments Appraved v v [Mame nct on recard] v v [Mame not an record]
|:| 105 0008 (Operating Allocations Parking Account Alctments Approved v v [Name not on recard] v v [Name not an record]
|:| 105 0003 Revenuzand Cash Adjustments  Risk Management Revenuz Correction  Appraved v [Mame nct on recard] v v [Mame not an record]
|:| 105 11 Opersting Unanticipated Recaipts NGA Interoperability Grant Approved v v [Name not on recard] v v [Name not an record]

=3
N
I

‘\_ If more than 10 rows exist, then additional pages are indicated here '

 2006-2006 Washington Stete Office of Financial Management
Budget and Allotment Support System (EASS) : AlphaQA

8. The screen will default to display 10 rows of data. If more data exists you’ll see the page
numbers listed at the bottom of the display. You can either use those navigation page
numbers to scroll through your data or use the Rows and Load button to change the
display.

TO DO - Hands on: Create filters by selecting other analysts, agencies, statuses and
purposes.

13



Lesson 1, Task 2 — Update the OFM Packet Status Screen

This is the screen where you can check that certain parts of the packet have been reviewed, see
the packet’s history, approve or return the packet, or navigate to the Review Checklist and/or
Review Issues area of TALS AMR.

. Contact BASS

Allotment Management & Review BASS Help

Logaut

MMI 0FM Pecket St [
OFM Packst Status OFM Anzfyst OFM Anafyst

Biennium: 2007-03 Analyst: OFM Analyst, OFM Analyst Status: Muttiple

Rows| 10 |¥| Load

04 004 Captal st Supplements! 1st Supplementzl Capitel Budget  Review 300 - Capitel v v Olson, Craig Wissler, John

D ] 003 Operating ist Supplemental Operating 15t Supplemental Review Ly Mdmﬂ :nd Revisn of v v Jenkins, Doug ¥ [Name net on record]
O 0 0 Dpe’”‘”é{”ﬂ:‘;g‘“"’m Stete Jusfice Insttute Avzrd SMOGTODD Rewiew 030 Judicil Services v v Austn, Garry [Name nt on recard]
O 080 DIl Opersfing éth Qr Adjustments Test Emal Pending v K"’Rﬁcm” Querman, At
D 100 0022 Opersting 4th Qtr Adjustments  Adjust Account 12F Cash Disbursements Review v [Na:jl::t] an [Name net on record]
D 1 05 Operating Unanticipated Test BDF Link i Ema Revie v [Name notan (FM Anafyst, OFM

Recepts record] Analyst
D 107 0011 Operafing ist Supplementsl FY 2008 Supplementz] Allctments  Review v v [Nag:o?gt] on [Name nct on record]
D 07 i3 Operating Alocations Retrospective Rating Refund 03K Review 010 - Program Suppart v v [Na::o?:t] e [Name net on record]
D 110 0004 Operating ist Supplementsl 2008 Supplementz| slotments Review ¥ v Yu, Theo [Name net on record]
Operating Unanticipated UR far HUD Trainging Funds : v v
D 10 0005 Receit FRAKT0N Pending Lutez, Nick [Name nct on record]

=
Iha
It
I

1. Update Review — allows you to mark when a portion of the packet has been reviewed,
such as operating, capital, or revenue when the packet is in pending or review status.

2. View History — allows you to view the history of the packet, who performed the action,
what action, and the date performed when in pending, review, returned, or approved
status.

3. Approve — allows you to approve the packet and an email notification will be sent to the
agency contact alerting them of the approval action when in pending or review status.

4. Return — allows you to return a packet, this action will generate an email notification to
the agency contact alerting them of the returned packet when in pending or review status.
Note: A packet returned due to retroactivity will happen automatically. Note:
When a packet is in returned status only the Review Issues tab is enabled.

5. Review Checklist — allows access to the checklist used to review your packet when in
pending, review, or approved status.

6. Review Issues — allows access to the issues communication area when in pending,
review, returned, or approved status.

7. Enterprise Reporting — this link takes you to the Enterprise Reporting login page. From
here you can log into Enterprise Reporting or the AD Hoc Tool.

14



Below explains the columns on the OFM Packet Status screen.

. Contact BASS
Allotment Management & Review 8455 Help
Logout
[ETE el OFM Packet Status
OFM Packet Status OFM Analyst OFM Analyst

[ Fiter [ Analyst: OFM Analyst, OFM Anzlyst Agency: 105 - Office of Financial Management Status: Al Purpase: Al

0 0 06 0000 0 O 0 0 Ou .
Stotus  Program Exp Cash / Rev Oper. Analyst Cap. Analyst Rev.Analyst Last uteu 1

O 105 043 Operating 4h Qir Adjustments Test for ED4 AFRS Error Approved v [Name not an record] Overman, At

O 105 0051  Opersting Unanticipated Receipts Test PDF Link in Email Review v [Name net an record] OFM Analyst, OFM Analyst

D 105 0001 Capital Initial Allotment Initial Capital Allctments Approved 900 - Capitsl ¥ v Massz, Steve v v v [Name nct on record]

O 105 0002 Operating Intial Allctment Initial Operating Allotments Approved v v [Mame not on record] v v [Name nct on record]

O 105 0005 Capital Amendment Coviltz River Sediment Approved v v Masse, Steve v v [Name nct on rcord]

O 105 0005 Operating Allocatians Savings Incentive Allctments Approved v v [Name net an record] v v [Name nct on record]

D 105 0007 Operating Allocztions Retro Fund Allotments Approved v v [Mame not on record] v v [Name nct on record]

O 105 0008 Operating Allocations Parking Account Allotments Approved v v [Mame not on record] v v [Name nct on record]

O 105 00039  Revenueand Cash Adjustments  Risk Mznagement Revenue Correcion  Approved v [Mame nct an record] v v [Name nct on record]

O 105 0011 Opersting Unanticipsted Receipts NGA Interoperabiiity Grant Approved v v [Name not an record] v v [Name nct on record]

You may sort any of the columns in ascending or descending order by clicking on the column title until the
arrow appears t—

1. Packet Selection Box — allows you to work with a particular packet by checking the
box

Agency — displays agency code

Number — displays packet number

Purpose — displays packet purpose

Title — displays the packet title (the agency creates this title)

o 0k~ w

Status — displays packet status. Note: When a packet is submitted to OFM the
status is Pending, it becomes Review when anyone at OFM selects that packet for any
reason.

7. Program — only applicable for use when reviewing DSHS
8. Exp — a check mark displays when the packet contains expenditure allotments

9. Cash/Rev — a check mark displays when the packet contains cash and/or revenue
allotments

10. Analyst — the analyst’s name that is assigned to the packet

11. Oper. Analyst — this is where a check mark will display when the operating analyst has
reviewed the packet from the ‘Update Review’ button.

12. Cap. Analyst — this is where a check mark will display when a capital analyst has
reviewed the packet from the ‘Update Review’ button.

13. Rev. Analyst — this is where a check mark will display when the revenue analyst has
reviewed the cash/revenue portion of the packet from the ‘Update Review’ button.

14. Last Update — displays who performed the action and when the packet’s status last
changed. EL Note: To see the date of the last action hover over the field with your
mouse.

TO DO - Hands on: Select Update Review to check that a portion of the packet has been
reviewed. Return or Approve a packet to view the dialog box. View the history of a
packet.

15




LESSON 2 — REVIEW CHECKLIST
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Lesson 2, Task 1 — Review Checklist

Now you are ready to review the checklist for the packet being reviewed. The checklist is a
series of questions to ask yourself about the allotments contained in the packet. These questions
are broken into categories. Some questions have a flag preceding them, this flag signifies that it
is a pre-release edit and you may want to check if the agency received that edit and has
commented on it. An analyst can mark, or unmark, a question as completed by selecting the
Toggle Completed button.

Note: The Review Checklist is a tool to aid the review of the packet — the packet may be
approved or returned regardless of whether the questions have been checked or unchecked as
complete.

To add a note or check a question as complete for a packet, place a check mark in the box to the
left of the question and select the Add Note or Toggle Completed button.

ALIOE (Jemel

Views || Enterprise Reporting || Cherts | [ LT Ry

Online

OFM Packet Status » Review Chacklst OFM Analyst OFM Anafyst

| Relesa Bt Report V| Run

Status: Approved Purpase: Operating Initial Allotment

To add a note or check a question as
complete...place a check in the box to the left
of the question and select either "Add Note"
or "Toggle Completed” button

Last
Tools | Completed | Note
Date
(Intent 5 reflected in bl lanquage, legislative notes, or any officel documentation?)

2. Do the alictments far appropriabion bil proviscs make sense and reflect what the proviso requires? AMRO0Z
EASDL
Reports EASD02

1, General

E 1 Legisiative Intent

{Dioss the allotment reflect lagislative intent for fiming of expenditures, capital project phasing between bienniz, caseload, budgst driver, and ciher legislstive assumptions?

* AMROOZ - Allotment Expendiurs Detsil
# EASD01 - Expenditure Authorty Schedule for Operating
* EASD02 - Expenditure Authorty Schedule for Capital

WWE\
Al To open these questions... just click on the [+] plus sign

7 ey in front of the number
& Revenue and Cash Receipts

7. Balances
8, Unanficpated Recept Requests

Note: The breadcrumb bar now includes the Review Checklist.

The Navigation Bar now provides the means to switch between the Enterprise Reporting, OFM
Packet Status, Charts, or Online Views. The highlighted “tab” indicates the area which is
currently being viewed. In the diagram below, OFM Packet Status is the selected area.

17



Notice the Breadcrumb bar now includes
Review Checklist

OFM Packst Status
OFM Analyst OFM Analyst

You may now also switch to the different

Reports using the drop down list to the right Run

Purpase: Operating Initial Allctment

Last
Tools | Completed | Note
Date

AMRO0Z
EASD01
EAS002

The navigation bar allows you to view
these four options:
1) Packet Info

2) Packet Comments

. Doss the slctment refiect legisistivg 3) Pac!‘EtAttaChme“ts u river, an d cther legisiative sssumptions?
4) Review Issues

tent 2= reflected in bill la . " . .
O = e e ol Or switch to Online views or Enterprise

Reporting

Reports

# AMROOZ - Allotment Expenditure Detail
* EAS001 - Expenditure Autharity Schedule for Operating
+ EAS002 - Expenditure Authority Schedule for Capital

. Expanditures

. FTEs

. Cash Disbursements

. Revenus and Cash Receipts

. Balances

. Unanticipated Receipt Requasts

© 2006-2008 Washington State Office of Financial Management
Budget and Allctment Suppart System (BASS) : AlphaQA
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The Review Checklist has 4 tabs with the following data:
1. Packet Info — displays the data within the packet by program

2. Packet Comments — displays the comments that the agency included within their
packet

3. Packet Attachments — displays any attachments that the agency included within their
packet

4. Review Issues — allows access to the issues communication area
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In the Packet Info tab you may select one of the 4 components within the packet to view —
expenditures, revenue, cash disbursements, or cash receipts. Select one and click on the Load

button.

g OFM Packet Status

OFM Analyst OFM Anafyst

Release Edit Report || Run

(OFM Packt Status = Review Checklist

Packet Info PackeiCommenh Packet Attachments | Review Issuss

Biennium: 5 Agency: 010 - Bond ment & Interest Number: D001 Status: Approved

A Packet Information -- Web Page Dialog

Legislative Intent
— i
FTEs

. Cash Disbursements
Revenue and Cash Receipl
Balances
Unznticipsted Receipt Requests

Agency: 010 - Bond Retirement & Interes Number: D001 Status: Approved Purpose: Operating Intial Allotment

| e 3 Y e i Y 3 [

1127521200 1235862000 0 2363383200 328451000 34,280,000 138,744,

Retirement Operating

and  Initiel Approved 1127521200 1235862000 0 2363383200 328451000 34,280,000 138,744,
Interest Allotment
Allctments

Staff Month Data returned ne data matching the fiter,

B ynallotted Data (1)
Packet Purpose | Packet Stalus Packthmgram
Pt T A

Bond Retirement and Intersst Openmg ln
Al 0 0 44458500
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In the Packet Comments tab you may view the comments entered by the agency.

1. Packet Explanation — displays the comments pertaining to the packet (rather than a
component)

2. Expenditures — displays the comments that pertain to the expenditures within the
packet

3. Cash Disbursements — displays the comments that pertain to the cash disbursements
within the packet

4. Cash Receipts — displays the comments that pertain to the cash receipts within the
packet

5. Revenue — displays the comments that pertain to the revenue within the packet

A View Comments -- Web Page Dialog

| View Comments

m e Expenditures e Cash Disbursements ag_ash Receipts e&evenue

Ok Cancel ¥

In the Packet Attachments tab you may view any attachments an agency may have included in
their packet. (There may not be any since an attachment is not required)

3 View Attachments -- Web Page Dialog

View Attachments

Wiew

File Name _______FFile Type

This Packet Contains Mo Attachrients,

From the Review Checklist you will be able to Add OFM Internal Notes and check items on the
list that are complete.
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1. To check a question as complete, place a check mark in the box to the left of the question
and select the Toggle Completed button.

OFM Packet Status

OFM Packst Status = Review Checklist OFM Analyst OFM Analyst

Packet Info | Packet Comments

Relessz Edit Report ¥ [Run

ing Initial Allotment

Humber: 0001

[E3
Tools |Complated | Note
Date

To check a question as complete... place a check
inthe box in front of the question and select the
Bl 2. Legisative Intert "Toggle Completed” button

General

K. Doss the allotment refiect legislative intent for timing of expenditures, capttal project phasing betvieen biennia, czssload, budget driver, and other legisiative assumptions?
(Intent as reflected in bill language, legislstive notes, or any official documentation?)

[] 2 Dothealotments far approprton bil provises make sznse and reflect what the provisa requires? AMROOZ
EASO0L
Reports EASO0Z

# AMROOZ - Allotment Expenditur Detail
» EASD0L - Expenditure Authority Schedule for Operating
* EASO0Z - Expenditure Autharity Schedule for Capital

Expendituras

FTEs

Cash Disbursements

Revenue and Cash Receipts
Balancas

Unznticipated Receipt Requests

R

eS|

OFM Packet Status = Review Checklist OFM Analyst OFM Analyst

Packet Info || Packet Comments || Packet Attachments || Review Issues Releasz Edit Report ¥/ Run

After placing a check in the checkbox in front of

the question and selecting the "Toggle

o s Completed” button, a check will appear in the
Bl 2 Legsltie Inient completed column to the right

General

Or—00n
1. Doss the allotment reflect legislative intent for timing of expenditures, capitzl project phasing betvizen biznnia, cassload, budget driver, and cther legisletive sssumptions?
(Intent as reflected in bl lznguage, legisiative notes, or any official documentation?)

[] 2 Dothe alotmenis for sppropristion bil provises make sense and refiect what the proviso requires? AMRODZ
EASDOL
Reports EASD0

® AMRDOZ - Allctment Expenditurs Detal
® EASDOL - Expenditure Autharity Schedule for Operating
® EASD2- Expenditure Autharty Schedule for Capital

3, Expenditures
4. FTEs
5. Cash Disbursements

IHEHEA
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Lesson 2, Task 2 — Running a Report

From the Review Checklist screen there are a number of reports available to view. To run a
report, simply select it from the dropdown list (see screen print below) and press the Run button.
A separate window will open presenting the report in PDF format. The AMR reports may also
be scheduled in Enterprise Reporting. The reports run through TALS-AMR have pre-determined
parameters. If a different view is preferred, the reports can be scheduled through Enterprise
Reporting, which is covered in Lesson 6.

The reports to choose from are the following edit reports, AMR reports, and EAS reports:

Release Edit Report — displays the warning edits that the agency received upon submittal
of their packet. See appendix 2 for a complete list of the Pre-release Edits.

Most Recent Release Edit Report — displays the last edit report you ran. Note: Each
time you run a release edit report it will replace the most recent release edit report.

AMRO001 Allotment Expenditure Summary — provides a summary of expenditure and
FTE allotment by program, account, account type, expenditure authority, and object for fiscal
year and biennial periods. The report displays information in five categories: summary,
allotted expenditures, unallotted, reserve, and comments.

AMRO002 Allotment Expenditure Detail — provides a detail of expenditure and FTE
allotment by program, account, account type, expenditure authority, and object by fiscal
month, fiscal year and biennium. This report can be requested at any level the data was
entered into TALS-AMR.

AMRO003 Allotment Revenue Summary — provides a summary of the revenue allotment
data by account and category for fiscal year and biennial time periods. Note: The
categories are State, Federal, and Private/Local.

AMRO004 Allotment Revenue Detail — provides a detail of the revenue allotments by
account, major source, and source by fiscal month, fiscal year, and biennium.

AMRO005 Allotment Cash Disbursements — provides a detail of the cash disbursements
allotments by account by fiscal month, fiscal year, and biennium.

AMRO007 Allotment Cash Receipts Detail — provides a detail of the cash receipts allotments
by account by fiscal month, fiscal year, and biennium.

AMRO008 Allotment vs. Expenditure Authority Schedule — compares allotment
expenditure and FTE data with the Expenditure Authority Schedule (EAS) and shows
variances.

AMRO009 Allotted Revenue vs. Expenditure Variance — compares federal and private/local
revenue and expenditure data for the allotment and shows where the revenue and
expenditures do not match as required by Generally Accepted Accounting Principles.

AMRO010 Allotted Revenue vs. EAS Revenue Variance — provides a comparison of
revenue allotments to the expenditure authority schedule (EAS) revenue control numbers for
fiscal year and biennial time periods.

AMRO011 Allotted Expenditures vs. Cash Disbursements — provides a comparison of
allotted expenditures to cash disbursement allotments. The report displays the information
by fiscal month, in spreadsheet form and in graph form.
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AMRO012 Allotted Revenue vs. Cash Receipts — provides a comparison of revenue
allotments to cash receipt allotments. The report displays the information by fiscal month, in
spreadsheet form and in graph form.

AMRO013- Allotted Revenue vs. Expenditures, All Accounts — compares allotted
expenditures by account with revenue by account.

AMRO014 Projected Monthly Cash Balance — enables OFM and administering agencies to
determine if an account will have a temporary cash deficit during the course of the biennium
based on actual cash balances to date plus proposed and approved cash allotments for the
remainder of the biennium.

AMRO015 Projected Fund Balance — shows the projected ending fund balance for each
fiscal year based on the allotment data under review and previously approved. This report
will not include data from packets in Draft status.

AMRO016 Projected Cash Balance — shows the projected ending cash balance for each
fiscal year based on the allotment data under review and previously approved. This report
will not include data from packets in Draft status.

AMRO017- Incremental Change from Previous Submittal — isolates changes within a
packet that has been returned to the agency for revision and resubmitted to OFM for review.

AMRO020- Unanticipated Receipt Approval Request —This report is used to convey the
required information to OFM and the Legislature when requesting spending authority for
unanticipated receipts. It replaces the former B20-1 form.

EAS001 Expenditure Authority Schedule for Operating — the most up to date
expenditure authority schedule for Operating.

EAS002 Expenditure Authority Schedule for Capital — the most up to date expenditure
authority schedule for Capital.

Allotment Management & Rev I?w
T —T—] oo

OFM Packet Status = Review Checklist OFMUser

Packel Commen is | Packet Attachments || Revi
Agency: 310 - Department of Corrections

aaaaaaaaaaaa

From this screen you may switch to the online views.

O & General To run a report, simply select the one you want from the drop
2. Legishtive Intent down list provided at the right and press the run button.
3. Expenditures
. FIE;
[ 5. Cash Disburserents
[ & Revenue and Cash Receipls
7. Balances
§_ Unanfichated Recelot Racausts 45002 Expandtire fustharity Schedue for Capita
—

TO DO - Hands on: Look at the packet information by selecting the tabs above the
Checklist Questions. Mark questions as completed. Run reports.
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Lesson 2, Task 3 — Adding an OFM Internal Note to a Checklist Question

To add a note first you must select a category of questions. Then select the question.
1. Click on the box to the left of the question to Add OFM Internal Note concerning the
question selected.
2. The following Dialog box will be displayed:

A Add Note -- Web Page Dialog

BT -ocbents and Links

Add notes to yourself or other OFM Analysts here.
Include email address if you want someone
notified.

E-Mail Matify | | [

Iszue Title | | Copy Mate

Use the add issue area...
if you want or need to communicate between
OFM and the agency

E-Mail Matify [LauraMoling@aofmwa.gor

Cave Cancel

3. Use the Add Note textbox to add a Note for your self or other OFM analysts to view. If
you wanted to enter a note or issue for the agency analyst to respond to that would be
done in the Add Issue section. Note: “Note’ is for OFM eyes only, ‘Add Issue’ is the
communication tool between OFM and the agency. You may add issues for agencies in
this area or in the ‘Review Issues’ area which will be covered in the next lesson.

4. Add an E-Mail Notify if you wish to have someone notified. Note: E-Mail Notify is
optional for a Note.
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5. To add an Online View Link to your new Note or Issue, click the Attachments and
Links tab. Your previously stored Online Views will be displayed in the Stored Filters
box (Storing Online Views will be covered later in Lesson 5.) You may choose one or
more Stored Filters to be displayed along with your Note or Issue. Simply highlight your
selection and click the right-handed directional arrow to move the items to the Selected
Links box. Note: you can remove Online View links from the Selected Links box by
highlighting the link and clicking on the left-handed directional arrow.

6. To add an Attachment, click the Attachments and Links tab. Select the Browse button
to locate the file, click Add followed by the Save button. Note: You have the option
to specify an Attachment Title. If an Attachment Title is not entered, it will default to the
File name. Note: Attachments can be Word, Excel or PDF formats, and are limited
in size to 3MB.

A -- Web Page Dialog

Mote Attachrents and Links

Online Yiew Links

Stored Filters Selected Links

Attachrnent Title | |

Attachment File | |[ Browse... ][ Add ]

Rarnone

Save Cancel
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7. When adding an OFM internal note and an issue at the same time the Attachments and
Links tab will have additional buttons ‘Include in Issue’. The attachments and links are
automatically added to the OFM internal note, if you want them also included in the issue
you must select the “Include in Issue’ button and select Save.

2 -- Web Page Dialog

OFM Inbernal Mote Attachments and Links

Online Yiew Links

Stored Filters Selected Links

Include in Issue

Attachrment Title | |

Attachment File | [ Browse.. || Add

Include in Issue Fernowe

Sawve Cancel

TO DO - Hands on: Practice adding OFM internal notes and attachments.

26



LESSON 3 — REVIEW ISSUES
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Lesson 3, Task 1 — Review Issues

Review Issues is the part of the system that facilitates communication between OFM analysts
and agency analysts as errors, problems, or concerns arise, or just when further clarification is
needed. It provides a means where either the OFM analyst or the agency analyst can create
issues about a packet and carry on a threaded conversation about an issue, to include attachments
and online view links as necessary.

1. Goto OFM Packet Status and choose a packet and click the Review Issues tab.

Contact BASS
Allotment Management & Review BASS Help
Logout
| Enterprise Reporting | [Ealgila et as e
OFM Packet Status OFM Analyst OFM Anzlyst
m Biennium: 2007-09 Analyst: OFM Anafyst, OFM Analyst Agency: 105 - Office of Financial Management Status: All Purpose: Al
Update Review || View History || Apprave || Return | | Review Checklist || Review Issues *__-- Rows| Al ¥ Load
Agency Number¥1 Purpose Title Status  Program Exp Cash / Rev Analyst Oper. Analyst Cap. Analyst Rev. Analyst Last Update
105 0051 Opersting Unanticipsted Receipts Test POF Link in Email Revievi v [Nams not on record] OFM Analyst, OFM Anafyst
D 105 043 Operating 4th Qtr Adjustments Test for E4 AFRS Error Approvad v [Name not on record) Overman, Art
D 105 042 Capital Amendment Chehalis River Basin Flood Mitigation Project  Approved 300 - Capital v v Massz, Steve v [Mzm= nat on record]
D 105 0041 Capital 1st Supplemental Chehalis River Basin Flood Mitigation Project  Approved 300 - Capital v v Massz, Steve v v [Mzme nat on record]
D 105 0040 Capital 15t Supplemental capital 1t supplemental Approvad v v Massz, Steve v v v [Mzm= nat on record]
D 105 0033 Operating 4th Qtr Adjustments Quarterly Alltment Amendment Approvad v v [Name not on record) ¥ v [Mzme nat on record]
D 105 0038 Operating 4th Qir Adjustments Quarterly Allctmeant Amendment Approved v v [Name not on racord] v v [Mame nat on record]
D 105 0037 Operating 1t Supplemental 1t Year Supplementzl Allctments Approvad v v [Name not on racord) v v [Mame nat on record]
D 105 0026 Capital Amendment Higher Education Cost Escalation Adjustment  Approvad 300- Capital ¥ Massz, Steve v v v [Mame nat on record]
D 105 005 Operating 3rd Qir Adjustments Quarterly Alltment Amendment Approvad v [Name not on racord) v [Mame nat on record]
D 105 0014 Operating Allocations Constituent Relstionship Management System  Approved v v [Name not on racord] v v [Mame nat on record]
D 105 0013 Operating Allocations Grants Contracts znd Loans Management System  Approved v v [Name not on racord) v v [Mame nat on record]
D 105 0012 Operating Allocations Roadmap Enterprise Data Definttion COA Project Approved v v [Name not on racord] v v [Mame nat on record]
D 108 0011  Operating Unanticipated Receipts NGA Interoperability Grant Approvad v v [Name not on record) v v [Name net on racord]
D 108 0003 Revenue and Cash Adjustments Risk Management Revenus Corraction Approvad v [Name not on record) v v [Mame net on racord]

In the Review Issues tab you may add an issue or response, or check that an issue has been
resolved.

1. Add Issue —is used to add a new issue.
2. Add Response — is where you would respond to an existing issue.

3. Toggle Resolved — is where you would check that an issue has been resolved. Note:
Only OFM can check that an issue has been resolved.

. Contact BASS
Allotment Management & Review BASS Hep
Logout
| OnieVews Enerorie Reporing | Chrts | (GTERORERE
(OFM Packet Status = Review Issuzs QFM Analyst OFM Analyst

Packst Info || Packet Comments || Packst Attachments _
Bignnium: 2007-09 Agency: 105 - Office of Financial Here is where you can: Status: Review Purpose: Operafing Unanticipated Receipts
1) add an issue,

Add Issus | Add Response | Toggle Resolved

2) add a response or
. Resolved Date Created Last Updats
H 9 “”‘F 3) check that an issue has been resolved. —_ _, === _,, =
- There seems to be a 11/6/2008 4:45:09 PM 1182008 4:45:03 PM

[NOTE: only OFM can check an issue as
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1. Toadd an issue Select the Add Issue tab and the following dialog box will appear:

2 Add Issue -- Web Page Dialog

Attachrments and Links
Add Issue

Izsue Title | |

—

Give the issue a title that makes it easy to
identify, then in this area describe the

issue.

[MOTE: The title is what is displayed on the review issues
screen, The body of the text can only be seen when you
expand the issue by selecting the [+] plus sign.]

o

E-Mail Matify |Laura.Nn|ting@nFm.wa.gDv

Save Cancel

2. Describe the issue in the body of the dialog box.

3. Give the issue a title that easily identifies it. Note: The title is displayed on the
review issues screen. The body of the issue can only be seen when you expand the issue
by selecting the “+°.

4. Select who you want notified in the E-Mail Notify box. Note: For a dropdown list
select the “...”.
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5. Select the Attachments and Links tab to add attachments and/or links to the issue.

2 -- Web Page Dialog

I=zue

Online Yiew Links

Stored Filters Selected Links

Attachrment Title |

.ﬁ.ttacllmentFile| |[ Browse.. || Add

6. Toadd an Online View Link to your new issue, click the Attachments and Links tab.
Your previously stored Online Views will be displayed in the Stored Filters box.
(Storing Online Views will be covered later in Lesson 5.) You may choose one or more
Stored Filters to be displayed along with your Issue. Simply highlight your selection and
click the right-handed directional arrow to move the items to the Selected Links box.
Note: you can remove Online Views links from the Selected Linds box by highlighting the
link and clicking on the left-handed directional arrow.

7. Toadd an Attachment, click the Attachments and Links tab. Select the Browse button
to locate the file, click Add followed by the Save button. Note: You have the option
to specify an Attachment Title. If an Attachment Title is not entered, it will default to the
File name. Note: Attachments can be Word, Excel, or PDF formats, and are limited
in size to 3MB.

8. When finished select the Save button.

OFM Packet Status » Review Checklist > Review Issuss Carla Delducco.

Notice that the date and time the issue
was created and the date and time it
was last updated appear after saving.

5/18/2007 123013 AM 5/18/2007 12130113 AW
T Gm00 nETa P 6572007 257228 PM
Attachments Links Date
‘sample atfachment ©/5/2007 3157128 PM
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Lesson 3, Task 2 —Responding to an Issue

1. Torespond to an issue select an issue and the Add Response tab and the following
dialog box will appear:

2 Add Response -- Web Page Dialog

Attachrnents and Links

|

Save Cancel

2. Enter your response. You may also add attachments and links by selecting the
Attachments and Links tab. This is the same dialog box that is used in the previous
lesson when adding an issue. When finished select the Save button and the following
screen print displays the results:

OFM Packet Status
OFM Packet Status > Review Checklist = Review [ssues Carla Delducco.

Packat Info || Packet Comments || Packet Altachments
Biennium: 2007-09

Add Issue ; oagle ]
I _Jue | Resbed | Datecreatnd |
(] i This packet was returned dus o relroactivity. 5/18/2007 12:30: 13 AM 5/18/2007 12:30:13 AM

‘‘‘‘‘ e 6/5/2007 2:57:23 PH 7 4:13:33 PM

= SR
I I e YT
1. Delducco,
arla

Here's a new issue lo show atachments /52007 2:57:28 PM

oy ",
z. g-rm, This is my response From and a brief message appear on the left.
Date and time the actions were taken appear on the right.

/52007 4:19:33 M

/
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Toggle Resolved function
1. First select the issue by clicking the selection box to the left of the issue.
2. Click the Toggle Resolved button. The system will place a checkmark in the Resolved
column to the right of the issue. Note: Only an OFM analyst may check that an issue
has been resolved.

OFM Pachet Status = Review Chacklist = Review Issuss

Packet Info || Packet Comments | | Packet Attachments
07-09 Agency: 105 - Office of Financial Management

nnnnnnnnnn

To record the resolution of an issue...

This packet was returned dus to retroactivity,

Select the issue by placing a check in the
box to the left of the issue.

Then click on the Toggle Resolved button.
After this is done a check will appear in the

TO DO - Hands on: Practice adding Issues and attachments. Toggle one as resolved.
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LESSON 4 — CHARTS
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Lesson 4, Task 1 — Viewing Charts

Charts comparing data for allotments and actuals can be viewed from the Review Checklist or
Review Issues screens by clicking on the Charts tab (located in the upper center of the
Application Bar).

In the Charts tab you may view the following charts:

1.

Allotted vs. Past Biennium Actual Expenditures-by Account — you have the choice
of displaying the information by percentages or dollars and may select an account from
the accounts contained in the packet you are viewing.

Allotted vs. Past Biennium Actual Cash Disbursements-by Account — you have the
choice of displaying the information by percentages or dollars and may select an account
from the accounts contained in the packet you are viewing.

Allotted vs. Past Biennium Actual Cash Receipts-by Account — you have the choice
of displaying the information by percentages or dollars and may select an account from
the accounts contained in the packet you are viewing.

Allotted vs. Past Biennium Actual Revenue-by Account — you have the choice of
displaying the information by percentages or dollars and may select an account from the
accounts contained in the packet you are viewing.

Allotted vs. Past Biennium Actual Expenditures-by Object — you have the choice of
displaying the information by percentages or dollars and fiscal period.

Allotted vs. Past Biennium Actual Expenditures-by Program — you have the choice
of displaying the information by percentages or dollars and fiscal period.

Allotment vs. Actual Current Biennium Activity — By Account — you have the choice
of displaying for Cash or GAAP.

o0 The system will run a biennial projection for an account.

o There will be a beginning balance; the actual information will be based on
transactions posted in AFRS, unclosed AFRS months will be provided from the
allotments in TALS-AMR. The allotment data will contain only official packets
and will include operating and capital allotment data. Users will have the option
to include allotment packets that are in Pending and Review statuses.

o The chart will display the projected account balance for the entire account (all
agencies). The user can export the chart; the exported chart will show the detail
for the account by agency.

0 The user will have the ability to export the data. The data will export into a text
file.
1) execute a Cash or GAAP report for an account of your choice.
2) click the 'Export Agency Details" button on the bottom right of the output, and
save text file to a location of your choice.
3) Open an Excel worksheet.
4) Select the open file option and change "Files of Type" option to include "all
file types™
5) Find your saved text file and double click to open.
6) Follow the steps to import the text file to Excel as a "tab, delimited" file.

34



OFM Analyst OFM Analyst

OFM Packet Status > Review Checklist

Packet Info |Packet Comments | Packet Attachments || Review Issues
Biennium: 2007-09  Agency: 105 - Offi

To view charts select the Charts Tab

=

dd

(=]

FM Internal Note | Toggle Completed

Category Completed

General

ol
o~ oo s -

3]

Legislative Intent

3]

Expenditures
FTEs

Cash Disbursements

H H #

Revenue and Cash Receipts

=

Balances

=

Unanticipated Receipt Requests

© 2006-2008 Washington State Office of Financial Management
Budget and Allotment Support System (BASS) : AlphaQA
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1. To view a chart select the Charts tab. The first chart will appear.

A Charts -- Web Page Dialog

Charts

Chart | Allatted ws, Past Bienmiurn Actual Expenditures - by Account b

Format
Account ool W

Allotted vs. Past Biennium Actual Expenditures - by Account
Account 001 (General Fund) | Agency 075 (Office of the Governaor)
(Amounts in Percentages)

\

=l
Jul  Aug Sep Oct Mow Dec Jan Feb Mar Apr May Jun Jul  Aug Sep Oct Mow Dec Jan Feb  Mar  Apr May Jur
F¥1 F%¥1 F¥1 F¥1 F¥1 F¥1 F¥1 F¥1 F¥1l F¥1 F¥1 F¥1 F¥2 FYZ FY2 FY¥2 FYZ2 FY¥2Z FYZ FYZ2 F¥2 FYZ Fv¥2 FY:

[B2005-07 Allotted Expenditures
[200305 Actual Expenditures

Jul Aug Sep Oct Nov Dec lan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec lan Feb Mar Apr May ]uni
F¥1l F¥Y1 FY1 F¥1l F¥1l FY1 FY1 FY1 FY1 F¥l F¥1l FY1 FY2 FY2Z FYZ F¥2 FY2Z FY2 FY2 FYZ FYZ F¥Y2 FY2Z F¥Z|

Legend Label
2005-07
Allottad EF 34 48 42 35 48 42 35 48 42 35 48 EF 33 4 41 34 4 41 34 4 41 34 4

Expenditures

| »

36



2. To view another chart select the chart from the dropdown arrow at the top of the dialog
page.

A Charts -- Web Page Dialog

| Charts

Select the Chart you want
from this drop down list.

Alotted vz, Pask Biermium Achusl Expendiures = by Sccourd
Allokted w1, Patt Bienniom Actus Expendfures = by Actount
Allekbed vi. Patt Boerriuen Achusl Cash Dishurzsemenls - by Account
Allckied vi. Pact Blenniumn Schual Cash Receipts - by fccount
Allokbed wx. Pact Bherinium Schusl Revenues = by Account

Allokted wi. Patt Bsnndurn Schusl Expandiures - by Program _EI'I_ditLIrES- b‘_f Account

Account (N (General Fund) | Agency 0TS (Office of the Govesnor)
(Amourts in Percentages)

\

1
Jul  Aug Sep Oex Movw Dec Jan Feb Mar Apr May Jun Jul  Aug Sep Ocr Mev Dec Jan Feb Mar Apr May  Jur
F¥l F¥l FY1l FY1 FY1l FY1 FY1 FY1 FY1 F¥L FY¥L FY1 FY2 FY2Z FY2 F¥2Z FY2 FYZ2 FY¥Y2Z FY2 FYZ2 FY2 FYX FY

200507 sBotied Evpenditures
200305 Acousl Expendiues

i .“LHHMWEEMMMFﬁMHMMhHMHD:IM!DHMF&MMM—!;J-
e F¥Y1 F¥1l FYL FY1l FY1 FY1 FY1 FY1l FY1 FYLl FY1 FYl FY2 FY2 FY2 FYZ FYZ FYZ FYZ FYZ FY2 FYZ Fv2 FYZ

Alalted E7 34 48 42 35 48 42 35 48 42 35 48 5F 33 4 41 34 4 41 34 4 41 34 4
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3. Select the Format you’d like to view — Percentages or Dollars

3 Charts -- Web Page Dialog

Charts

Chart ._Mu&lld ws, Past Biermium Actual Expendibures = by Account |

You can select either Percentages or
Dollars under the Format Drop Down List
Allotted vs. Past Elennium Actual Expen W ACCOoU

Accourt 0 (General Fund) | Agency 075 (Office of the Governor)
(Amounts in Percentages)

Fornuat .Pﬂ'\ﬂﬂ'ﬁigli v |

Percentages

Aocount

\

-1
Jul  Aug Sep O Hev Dec Jan Feb Mar Apr May Jun Jul  Aug Sep Ot Mov Dec Jan Feb Mar Apr May Jur
F¥l F¥l FY1l FYl F¥1 FYl FYl F¥1l FYl F¥l FYl FY1l F¥2 FY2 FY2 F¥2 FY2 F¥Y2 FY¥Y2 FY2 F¥2 FY¥Y2 F¥Y2 F¥

200507 Alotted Evpenditures
200305 Acousl Evperdinres

Jul Aug Sep Det Mow Dec Jan Feb Mar Apr May Jun Jul Aug Sep Dt Mov Dec Jam Feb Mar Apr May Jun

Legend Label FY1 F¥1 FY1 F¥Y1 FY1 FY1 FY1 F¥Y1 FY1 FY1 FY1 FY1 FY2 FYZ FY2 FY2 FY¥Y2 FYZ FYZ FY2 FY2 FYZ FY2 FY2
JmE-07
Alatted E7 34 48 42 3L 48 42 35 48 42 35 48 57 33 4 41 34 4 4] 24 4 41 34 4
Expandituras i
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4. The first 4 charts have another selection choice of Account — select the account you want

to view. Note: The account choices will be the accounts contained in the packet you
are viewing.

A Charts -- Web Page Dialog

Charls

Chart ._Mlld w3, Pask Biernium Actusl Expendibures = by Accourt v

The final choice is that of Account.

Format .Pﬂwtaql: V:

A ounkt [por |»|

ptted vs. Past Biennium Actual Expenditures - by Account
Accourt 00 (General Fund) | Agency 075 (Office of the Governor)
(Amounts in Percentages)

\

-1
Jul  Aug Sep O Moy Dec Jan Feb Mar Apr May Jun Jul  Aug Sep o Mov Dec Jan Feb  Mar  Apr May  Jur
F¥l F¥l F¥l FYl FY1l FYL FYL FY1l FYL F¥l FYL FYl FY2 FY2 FY2 FYZ FY2 FY2 FY¥2 FY2 F¥2 FY2 F¥Y2 Fy

200507 Allotted Expendibres
200305 Actual Expendituces

Legend Label Jul Aug Sep D¢t Mov Dec Jan Feb Mar Apr May Jun Jul Aug Sep Oct Mov Dec Jam Feb Mar Apr May Jun
b FY1 FY1 FY1 FY1 FY1 FY1 FY1l F¥Y1 F¥1 FYl FYl FY1 FYZ F¥Z FYZ FYX FYZ FYZ FYZ FYZ FYZ FYZ FYZ FYZ

Alalted 57 34 48 42 35 48 42 35 48 42 35 48 7 33 4 41 34 4 41 34 4 41 34 4

w
¥
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5. The remaining 2 charts have another selection choice of Fiscal Period — select the entire
biennium, or one fiscal year. Note: FY1 compares the first fiscal year of allotments
to the first fiscal year of expenditures from the past biennium. FY2 compares the second
fiscal year of allotments to the second fiscal year of expenditures from the past biennium.

2 Charts -- Web Page Dialog

i Charks

Chart Alotted wi. Paat Bisnraus Schial Expsradibores = by Ohiect b

Esrmat Parcertage ¥ The final two charts replace Account with Fiscal Period.
Figcel Pared | Barwiel [ This allows the choice of FY 01, FY 02 or Biennium
Allotted vs.

ast Biennium Actual Expenditures - by Object
Agercy 075 (Ofice of the Governor)
[Amourls in Percanlages)

A B

200507 Moted Expanditurer
00305 Acoual Espandiues

Print button for all

o T FRR e [ [, charts located in the
00507 Alctted Expencibures 53,1 125 §.9 228 108,142 0.0

lower right-hand corner
IMF-0F Actusl Expeadoras 803 02,1 121209346 1 A7

*ddnional Parameters: Bannal Smounts; Operming Packets Only: Rending, Review £ pgroved Packet Srmuses “

Brid Lo

6. To print a chart, select the Print button at the bottom of the dialog box.

TO DO - Hands on: View charts and make selections between dollars and percentages,
account, and/or fiscal periods.
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LESSON 5 — ONLINE VIEWS
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Lesson 5, Task 1 — Using Online Views

Online Views allows you to view allotment data for analytical purposes. Online Views enables
you:

= To specify the data you want to view by way of creating a query—called a “Filter” in the
system. The filter contains 4 tabs:

1. Packet — choice of expenditure, cash disbursement, cash receipt, and revenue
component information. Contains selections for packet number, purpose, status,
program, and title. Note: The Packet Status field criteria are limited to Approved,
Review and Pending packet statuses only. The application will not accept Online
Views Filters for Draft or Returned packets.

2. Organization — contains coding structure information for program, organization, and
project

3. Account - contains expenditure authority, account, and object choices
4. Summary - lists the filter summary

= To organize the data requested in a hierarchy of your choice. This is done by the
grouping level selected in the filter tab. You may select up to 4 grouping levels, 1
grouping level must be selected.

» To quickly view the amounts requested at a summary level as well as the detailed data
contributing to that summary. By grouping and displaying you’re able to drill down to
the data as needed from your filter.

Note: Online Views are not intended for printing. The AMR reports through Review
Checklist or Enterprise Reporting can be used for printing allotment data. See Lessons 2 & 6.

Note: Online Views behaves differently depending on whether it’s an Option 1 or 2 agency.
Since Option 1 agencies enter their expenditure data by Object and EAI separately they will
also view that data separately.

To access Online Views you must first select an agency from OFM Packet Status, then select
a packet and finally navigate to the Review Checklist or the Review Issues screen. The Online
Views tab is displayed in the upper Application Bar. Note: If the packet selected is in
Returned status, the Review Checklist button is disabled. Use the Review Issues button to access
the Online Views function tab.

1. Select the agency via the Filter tab on the OFM Packet Status screen.
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OF Packet etz

m Biennium: 200703

x| OFM Packet s

4 Packet Sats il - Web Page Dilog

Analyst: OFH

Packet Status Filter

0 ©

i et

Ageney Humber 71
WEL Operating Unanficpated Recepts

Revizy Checka

X

Ted POFLinkn

ot | v

Status: Review

Oper. Analyst ~ Cap. Analyst ~ Rev. Analyst

OFW Arshet OFW And

Purpose: A

S

Last Update
QFH Andlyd, OFM Anit

Agency |15 ficeof Aty Gererd A

101 - Caseloed Forecat Councl

102 - Depertent of Fnanci Insthutons
103~ Commuriy, Trade & Economic Develop —

15
107 - Heth Care Autharly

110~ Office of Advin Hesrings

11 - Department of Prsonnel

11 W ke Loty Comisin i

Click the Online Views tab to navigate to the Online Views screen.

ONLINE VIEW FOR AN OPTION 2 AGENCY
If your agency is an Option 1 agency,
skip to the Option 1 agency section of this lesson.

Select a packet from the list on the OFM Packet Status screen and click the Review
Checklist tab to navigate to the Review Checklist screen. The Online Views tab
appears in the upper Application Bar.

Below you’ll see a sample online view for Program, Account, EA code, and object detail in 2
packets for an Option 2 agency. Following will be the steps that show you how to create this
display. Group level 1 is Packet Number, group level 2 is Program, group level 3 is Account,
and group level 4 is EA code and Object. I’ve asked to display packet number, program,
account, EA code, and object.
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Now we will see how to create this online view step by step:

1. Select the Online Views option from the application tab bar, next to the Charts button.
Note: Remember you get to Online Views from OFM Packet Status, select a packet
and the Review Checklist tab. The Online Views tab now appears.

2. The “No filter has been defined for the Online View’ message will prompt you to create a
filter.

Select the Online Views tab
from the application bar

8 2006-2008 Washington State Office of Financial Management

Budget and Allotment Support System (BA55) : AlphaQA
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3. Select the Filter tab. The following dialog box will be displayed:

Allotment Review Filter

S gl Organization | Account | Surmrmary f '
Components The filter dlﬂlﬁg box
Expenditures . allows you to specify:
Expenditures DStaFFMDnths DUn.ﬁ.IIDtted DRe:erve:
- the data and level of
detail you want to see
Group - how the data should
Lvl. Disp. Criteria be dlsplﬂyEd on the
Number -~ O | -/ screen.
Purpose hd |:| | |
Status ~ O ... The dlalﬂg box
contains four tabs:
Plet. Pgm. ~ O |
Title v O | | 1) Packet
2) Organization
3) Account
4) Summary
\ J

Ok Clear Cancel

Note: The Filter tab allows you to specify the data and level of detail you want to see
and how that data should be displayed to you on the screen. The filter contains 4 tabs:

e Packet — choice of expenditure, cash disbursement, cash receipt, and revenue
component information. Contains selections for packet number, purpose, status,
program, and title. You also have the choice of viewing expenditures, staff months,
unallotted, and reserves within the expenditures components.

e Organization — contains coding structure information for program, organization, and
project

e Account — contains expenditure authority, account, and object choices
e Summary - lists the filter summary
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4. From the Packet tab first select the Expenditures Component.

Allotment Review Filter

Drganization | Account | |Summary

Components

Lvl. Disp. Criteria
Number 1% | |
Purpose - O | |
Status - O |
Plet. Pgm. - O |
Title - O |
ok Clear Cancel

5. When Expenditures is selected, you may select to display Expenditures, Staff months,
Unallotted and Reserves. For this example we will only select Expenditures. Note:
Any one or all may be selected.

Note: Grouping and Displaying data — you will have the ability to create hierarchies of
data by selecting to display elements at a particular group level by using the Group Lvl.
combo box. Up to 4 group levels may be selected. Each group level is displayed in the
online view as a summary row with a ““+”” to expand the rows that contribute to that rollup.
If the element is to be displayed in the online view the Disp. box must be checked. You may
specify criteria to filter on or leave blank to return all data. £ Note: A Group Lvl. must be
chosen if a criterion is entered. £ Note: At least one element must be selected to display.
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6. Select Group Lvl 1 and check Display for packet number and enter two packet
numbers in the Criteria box.

3 — Web Page Dialog

Allotment Review Filter

Open Filter
Organization || Account || Summary

Componeants
| Expenditures W |

Expenditures |:| Staff Months |:| Unazllctted |:| R=sarves

Packet Information

Group
Lvl. Disp. Criteria

fhttp:/fofmapoly400/BASSWEE_qa/TALS/AMR /OnlineView @) Trusted sites |

Note: You may narrow your filter by defining the criteria you wish to view. The Criteria
may be entered manually into the criteria box or click on the ““...” for a list and make your
selections from the list. You may enter criteria up to 255 characters. A blank criteria box
means all data will be returned.
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7. The filter will automatically fill in Status as Group Lvl 1 and Approved, Review, and
Pending as criteria since these are the only statuses that OFM analysts can view.

‘A -- Web Page Dialog
Allotment Review Filter
| Open Fiter |
'-It}rgan'rzatmn i Account Summar‘,r'
: Components
|Expendiures ¥
Expenditures || Staff Months [ Unaliotted [ Reserves

Packet Information

Group
Lwl.

Number
Purpose
Status
Pkt. Pgm.
Title

Criteria

|ooo1.0005
|
|Approved,ﬂev'|ew
|
|

ODOROR§

{http: fofmapoly400/BASSWEE_ga/TALS /AMR /OnlineView | @) Trusted sites |
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8. From the Organization tab, select the ‘+’ next to Program, select Group Lvl 2 and
check display Program. Note: The “+’ indicates coding elements that contain
hierarchically related data and can be expanded to group and display by those elements.
For example, Program expands into Program, Sub Program, Activity, Sub Activity and
Task.

) Allotment Review Filter -- Web Page Dialog

Allotment Review Filter

Open Fitter

Packet | JelOELEGIY | Account || Summary
Organization Coding Information

Group

Lvl. Disp. Critaria

Pgm. Idx. O | |
program [ [o1d |
Program Sub-Act. ]
Sub-Pgm. Fi Task Fi
Activity Fi

Org. Idx. ] | |
org. = | |
Division ] Unit ]
Branch [Fi Cost Center F]
Section [Fi

Bud. Unit F | |
Bud. Act m |
user. Def m |
Project = | |
Project ¥

Sub-Proj. [Fi

Phase ¥

Ok || Clear || Cancel

Note: The criteria for these coding elements are entered in the text box next to its
associated coding level, or can be selected from the lookup dialog. You may enter a single
criterion or multiple criteria elements by separating them with a comma. £Z/Note: Click on
the “...” at the left of the text box for the lookup dialog.
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9. From the Account tab select to group and display the Account (Group Lvl 3), EA
Code, and Object (Group Lvl 4).

2l Allotment Review Filter -- Web Page Dialog

Allotment Review Filter

Packet |Organization xSy Sommary

Account Coding Information

Group
Lvl. Disp. Criteria

Account |
EA Idx. - F |
EA Code |
EA Type - O |

EA Char. - F |

Object = |
Object
Sub-0bij. IF]
Sub Sub-Obj. IF]
Cap. Proj. F |

Cancel
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10. The Summary tab will display the filter criteria you have selected after the Refresh
button has been pressed.

Allotment Review Filter

Filter Summary

Expenditures Filter
- Include Expenditures

Packet Mumber: 0001, 0005 (Group Lvl: 1, Displayed)
Packst Status: Approved, Review (Group Lvl: 1, Displayed)
Programi: 010 {Group Lvl: 2, Displayed)

Account: (Group Lvl: 3, Displayed)

EA Code: {Group Lvl: 4, Displayed)

Object: (Group Lvl: 4, Displayed)

11. When all of your selections have been made, press the OK button.
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12. The data can now be expanded and collapsed as needed. Expand where there isa ‘+’
and collapse where there is a *-*. When the data has been expanded, it will remain
expanded throughout the session, as long as a new filter is not created. You also have the
option to select the Expand Rows tab; this will expand all rows down to the magnifying
glass. When you want to collapse all rows, select the Collapse Rows tab.

N | Enterprise Reparting

Online View

B Expendture Data 5) ]

Packet -
Packet Pl | P2 |Adj| Bien. ‘
I = MMMMMM i MMMMMM - MM - MMH

000 Approved L3638 174360 0 JALT NS067 IBSU MBSU7 NS0ET MBST MBS NS08 1850 WBSU NSMET UMSLT IS MGE0E 1L0% L0 M6 10 1110% HGE 11
00 Approved 2176 MG D S73M 0 0 0 73 [} 0 7 0 0 7N 0 0 7 0 0 73 0 0 7L

W07 Approved 1073 MAT D 500 ] [} 0 35 [ [ 0 0 3 0 0 35 [} (1)1 0 0 35

008 Approved 175 3L D 63 [ 0 [ [ 0 % 0 [} 0 [ 0 [ 0 [}

037 Aproved 17000 G100 1080 ] [} [} [} [ [ 0 0 0 567 SE7 GEE S0 B0 S0 S0 S0 S0 B0 T
v

¢ I )_

8120062008 Washington State Offca of Financial Management
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13. The magnifying glass icon indicates the lowest grouping level of data has been reached.
When the magnifying glass has been clicked you will then go to the Packet, Coding
Structure and Allotment Detail information. This is a feature that enables the agency user
to update or delete data before the packet is released to OFM for approval.

Allotment Management & Review
I | Enterprise Reporting || Charts || OFM Packet

Online View

Fiiter || Save Fiter || Open Filter | Expand Rows | Collapse Rows

Office of Financial Management

B Expenditure Data (5) &

Packat
Status

P““"e' :th = P07 FM17
Title 3

0002 Approved 1696338 1714869 0 341267 205057 109517 109517 205067 109,517 108517 205067 109517 108,517 205067 109517 M9511 206606 1100% 111,0% 206605 110,05 11105 206606 1114

Program FY2 Bien.
I-EEMMNMMM e e e e e e e e e e e

010 1,656,358 1714889 0 341,267 205067 103517 105517 205067 109,517 105,57 205067 109517 109,517 205,067 103517 109,511 206605 111,056 111,0% 206606 111,05 111,056 206606 11105

nt Bien.
|-mmmmmmmm ST [ [ 0 e e ) [ e

001 16963%6 1,714.869 0 3411267 205067 105517 109,517 205067 109,517 108517 205067 109,517 109,517 205067 109517 109,511 206606 111,056 111,05 206606 111,05 111,056 206605 1110

Object Bian.
I--EEMWMMMM L 0 T R R e ET T

T 0 0 1873 1663 1663 D73 1660 1663 1003 1663 1663 1073 663 LW 0 0 0 0 '
,0 w6 500 00 BN & & & & & & & & & & & e 0 0 0 0 0 0 0
Au s am 0 0 WA S0% 0% E0M S0 S0 S0 S0 SO SO SO S0 S0 0 0 0 0 0 0 0
Ao s mm 0 0 WD NS TN TS TNE TG NG N6 706 N6 MG M A 0 0 0 0 0 0 0
’0 (U8} B 218,108 (] (] 218108 17259 18259 18259 18259 18,259 18259 18,259 18259 18259 18259 18259 18259 0 (] (] 0 (] (] 0
’0 88 C 60,650 0 0 60,650 5054 5054 5054 5054 5054 5054 5054 5054 5054 5054 5054 5086 0 0 0 0 0 0 0
:z o ; g Ss:x Magnifying glass indicates that the lowest grouping level of g z z m‘:: 16:: “"z: m‘:: 16:: “"z: m‘:: ]
Ao s data has been reached. D0 0 S0 50 S0 G0 GO GO S0 -
Ao vl | - ) D00 AT AT AT AT AT AT M4
Ao e oz | Clicking on the magnifying glass will take you to: D0 0 BN GBI B BN B B B9 1
L ow ¢ ¢ asm | NE Pac!‘Et 00 0 s0% 5O SIS0 SIS 500 SIS
W hpo 2 mes o spa Mecoding Structu.re b0 Wm0 0 W@ 00 MR
W dppod wrm w0 g e Allotment Detal b0 3 0 0 0 0 1m
008 Amprovd 175 3Em 0 63 o 0 W 0 0 W 0 0 5
03 Approved TOM 60 0 W@ 0 0 0 0 0 0 0 0 0 567 S&7 566 0 S0 G0 50 S0 50 50 A
v
£ »

14.

When you are finished with this view and would like to select a new filter just click the
Filter tab. The Filter dialog window will be populated with the previously defined view.
You can modify the existing Filter criteria or click Clear to start over.

Online Views

If you would like to select a new filter, click on
the filter button. The prior filter will be
repopulated and you can now modify it or
clear it and create a new one.

:;;';: FY1 Total | FY2 Total an Total | FMO1 | FM0O2 | FMOZ | FMO4 | FMOS

El ooz 90,401,000 90,151,000 0 180,552,000 7,349,255 7340063 7,385,165 TE91E37 752,943 82526

rogram Ad_] -
I = e e e woa | Fwos |

90,401,000 30,191,000 0 1B0.552.000 7,349,255 7,340,083 Y 3BL 165 7691837 752134

Account Ad_] 3
. e A

0 163,856,000 6660421 6557,22% 6,702,331 7008803 6.540,10
s 5,736,000  BBZE34  6EZEI4 GE2E34 BE2EM4 :

FM 086
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ONLINE VIEW for OPTION 1 AGENCY
If you are an Option 2 agency,
skip steps 1 through 14.

Since an option 1 agency enters expenditure data by Object and EAI separately they need to
view the data separately as well. £ZJNote: If no criteria is selected for either Object or EAI
(or Code) on the Account tab, Expenditures by Account or EAI (or Code) will display by
default. If Object criteria is selected on the account tab, but no EAI (or Code) criteria then
the Expenditures by Object will display only. If both Object and EAI (or Code) criteria are
selected on the account tab then both grids will be displayed.

Below you’ll see a sample online view for Program, Account, EA Code, and object detail in
2 packets for an Option 1 agency. Following will be the steps that show you how to create
this display. Group level 1 is Packet Number, group level 2 is Program, group level 3 is
Account, and group level 4 is EA Code and Object. I’ve asked to display packet number,
program, account, EA Code, and object.

Allotment Management & Review BASS Help

Wiew Packet Lt | [ESRCARET

Online View for an Option 1 Agency

(Collapse Rowis

Open Fiter || Expand Rovis
03 Agency: 303 - Department of Heaith

B Expenditure Data by Account (2) )
Packet
| it o vt | | s e | pwon | pmoa | pwas [ pwon [ ewos [ ewos | emor | ewas | pnos [ mwao [ ewaa | ensa | enas [ enae oo | s

[H o001 00135459 505,352,567 0 1005488426 31540052 39276211 43,547.153 33072413 36,836,424 36,721,953 45309153 38132005 37,685,218 40,3B1870 42,355,238 T7L217.769 36672367 35,3377 50,355,118 30,
[ ons 20,000 0 0 20,000 0 0 13,306 6,348 4 102 o 0 0 0 0 0 L] 0 0

B Expenditure Data by Object (2)
| | v Tosl | 2ol || sin ol | os | oz | muos | s | mos | mos | oy | s | ruos | mso [ s |z | s | e | enss |

[H oooi 500435455 05,352,367 0 1005488426 31,540,052 39,276,211 43,547,153 33,072413 38836424 138,721,953 45305153 38,152,005 37.685218 40,381,870 42,355,238 71,217,769 36,672,367 39,%43377 50,355,118 30,
[ oms 20,000 0 0 20,000 0 1] 13,306 6348 44 102 o o o o 0 0 o o o

< *

Now we will see how to create this online view step by step:

1. Select the Online Views option from the application tab bar, next to the Charts button.
Note: Remember you get to Online Views from OFM Packet Status screen by
selecting a packet and the Review Checklist tab. The Online Views tab now appears. If
the packet selected is in Returned Status, you will get to Online Views by clicking the
Review Issues tab.

2. The “No filter has been defined for the Online View’ message will prompt you to create a
filter.
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Select the filter tab to get
the Filter Dialog box

Saveiter || Open Fiter Select the Online Views tab from the Applicaton bar

D05-07  Agency: 102 - De nent of Finand nisti ns

Prompt to get you to
MNe filter has been defined for the Cmline Vizvr, create a filter

BASS Home | Contact BASS | BASS Help
& Washington State Office of ial Management
(BASS) : AlphaQA

3. Select the Filter tab. The following dialog box will be displayed:

Allotment Review Filter

Drganization| | Account

Components The filter dialog box
| Expenditures v| allows you to specify:
Expenditures D Staff Months D Unallotted |:| Feserves

Surmrmary

- the data and level of

detail you want to see
Group - how the data should
Lvl. Disp. Criteria be d|5p|ayed on the

Mumber ] |

screen.

|
Purpose |:| | |
Status | ... | The dialog box
|
|

contains four tabs:

Plt. Pgm. O |

Title O | 1) Packet
2) Organization
J) Account

4) Summary

Cancel

L) Note: The Filter tab allows you to specify the data and level of detail you want to see
and how that data should be displayed to you on the screen. The filter contains 4 tabs:

e Packet — choice of expenditure, cash disbursement, cash receipt, and revenue
component information. Contains selections for packet number, purpose, status,
program, and title. You also have the choice of viewing expenditures, staff months,
unallotted, and reserves within the expenditures components.

e Organization — contains coding structure information for program, organization, and
project
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e Account — contains expenditure authority, account, and object choices
e Summary - lists the filter summary

4. From the Packet tab first select the Expenditures Component.

Allotment Review Filter

Drganization| | Account | Summary

Components

22k Dizhurearmants FF Months I:lLln.ﬁ.IIn:\tted I:l Reserves

Cash Receipts
Rewenue

Group
Lvl. Disp. Criteria

MNumber |

Purpose D |

Status D |
Pkt. Pgm. |

Title |

Cancel

5. When Expenditures is selected, you may select to display Expenditures, Staff months,
Unallotted and Reserves. For this example we will only select Expenditures. Note:
Any one or all may be selected.

56



Note: Grouping and Displaying data — you will have the ability to create hierarchies of
data by selecting to display elements at a particular group level by using the Group Lvl.
combo box. Up to 4 group levels may be selected. Each group level is displayed in the
online view as a summary row with a ““+”” to expand the rows that contribute to that rollup.
If the element is to be displayed in the online view the Disp. box must be checked. You may
specify criteria to filter on or leave blank to return all data. £Z Note: A Group Lvl. must be
chosen if a criterion is entered. £ Note: At least one element must be selected to display.

6. Select Group Lvl 1 and check Display for packet number and enter two packet
numbers in the Criteria box.

2N Allotment Review Filter - Web Page Dialog

Allotment Rewview Filter

Open Filtker
Organization || Account || Summary

Components
Expenditures bl

Expenditures D St=ff Months D Unalloctted D Reserves

Packet Information ]

Group
Lwl. Disp. Criteria
Humber 1% [po01.0015 |
Purpose - W I:I | |
Status el |:| | |
Plkt. Pgm. - W Fl | | ]
Title ~| O [ | s

Ok Clear || Cancel

L Note: You may narrow your filter by defining the criteria you wish to view. The Criteria
may be entered manually into the criteria box or click on the ““...”” for a list and make your
selections from the list. You may enter criteria up to 255 characters. A blank criteria box

means all data will be returned.
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7. The filter will automatically fill in Status as Group Lvl 1 and Approved, Review, and
Pending as criteria since these are the only statuses that OFM analysts can view.

A -- Web Page Dialog

Allotment Review Filter

Open I-_ll'herz

m Organization || Account | Summary
Components
| Expenditures b |

Expendiurss D Staff Months |:| Unallotted |:| Resarves

Packet Information

Group
Lvl. Disp. Criteria
Humber |DDB1:DD1’9 |
Purpose |:| | |
Status |Apprﬂved,Pend'|ng,Retu rned |
Pkt. Pgm. ] | |
Title F | |

Ok || Clear || Cancel
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8. From the Organization tab, select the “+’ next to Program, select Group Lvl 2 and
check display Program. Note: The “+’ indicates coding elements that contain
hierarchically related data and can be expanded to group and display by those elements.
For example, Program expands into Program, Sub Program, Activity, Sub Activity and
Task. Note: The ““-* can be selected to close the coding element.

‘A -- Web Page Dialog

Allotment Review Filter

Packet  JeliEhiEENGY | Account || Summary
Organization Coding Information

Group
Criteria

2
&
b=l

D e

O

|

M

Lvl.

e [ B B[P [

Note: The criteria for these coding elements are entered in the text box next to its
associated coding level, or can be selected from the lookup dialog. You may enter a single
criterion or multiple criteria elements by separating them with a comma. £4 Note: Click on
the “...” at the left of the text box for the lookup dialog.
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9. From the Account tab select to group and display the Account (Group Lvl 3), EA
Code, and Object (Group Lvl 4). As stated above for Option 1 agencies, in order for
both EA Code and Object to appear in online views you must select to display both.

2} - Web Page Dialog

Allotment Review Filter
| Open Fier |
 Packet || Organization

| Summary |

Account Coding Information

Disp.
| |
4l | |
| |
4l | |
4l | |

Criteria

[ YR

Ok | [ Glear | Ganesl |
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10. The Summary tab will display the filter criteria you have selected after the Refresh
button has been pressed. See below.

L LT S o bl OO0 L ——— e W WL LU

‘A -- Web Page Dialog |X

| Allotment Review Filter

| Packet || Organization || Account m )
Filter Summary

Expenditures Fiter
- Include Expenditures

Packet Number: 0001, 0019 (Group Lvl: 1, Displayed)

Packet Status: Approved, Pending, Returned (Group Lvl: 1, Displayed)
Program: {Group Lvi: 2, Displayed)

Bccount: (Group Lvl: 3, Displayed)

EA Code: {Group Lvi: 4, Displayed)

Ohject: (Group Lvl: 4, Displayed)

Note: The first view
of the Summary tab
is blank. You must
click the Refresh
button in the lower
right-hand corner
to populate the box.

/— When you have verified
your selections and all
are made, click on the
OK button to run
process.

| Refresh

11. When all your selections have been made, press the OK button.
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12. The data can now be expanded and collapsed as needed. Expand where there isa ‘+’
and collapse where there is a *-*. When the data has been expanded, it will remain
expanded throughout the session, as long as a new filter is not created. You also have the
option to select the Expand Rows tab; this will expand all rows down to the magnifying
glass. When you want to collapse all rows, select the Collapse Rows tab.

24| Online Vievss |J2ES
Onlin View

Filter || Save Fiter || Open Fiter | Expand Rows || Callapse Rovis

8 Exgenditure Data by EAI & Account (1) &

Packet Adj.| Bien, " - -
FV]Tuta\ FV2T013| Total FMO1 | FMOZ | FMOD3 FHo07 FMi1 | FM12 | FM13 | FM14 | FM 15

E oo anedit 406319 0 BLMBTE0 IBISEY 426N LESTEOL 43NEH 3INJY ML LIV SNSRI ISMEE IS0V IBNME IIG0N 305 3IWED 34030

FVlTota FY2 Total ::t:l FMO1 | FMO2 | FMO3 mmm FMO7 | FMO8 | FM 09 mm FM12 | FM13 | FM14 mm

010 42,637,431 41,106,319 D 83743750 3515087 420566 2657500 40649 IINTT MMM 337070 359909 136L7E9 1SMEEE 3105037 ZBM0085 333030 34409M 330EN 147N

I FVlTota FY2 Total '?::l FMO1 | FMO2 | FMO3 mm FMO6 | FMO7 | FMO8 mmm FM12 | FM13 mmm

Moo stz 40,24?,226 0 B00708 34523 42703 25RO 42GR1S8 3ALDE 3IMIN INGMEE ISMAIE T292%6 3466373 32EAN MBS 1M99E 1INTM 1B 333 1E
H m MREE OSBRI 0 L0SRA 40EEE 1 M IR 10 450 420 M0 S0 10 RIN G M 4B 848 08
0 [ OMEHE 0 675 DT K3 36 33 B3 631 RS 3B 6303 B33 4% MM 20680 MES 370H LW

8 Expenditure Data by Object (1)

Pad‘e' FY1 Total | FY2 Total MJ = FM02 FMO7 FH 10 P12 | P12 | P14 FM16
Humbar Total

Fl oo aemat 4000838 0 B4R ISISEY ANGES 26750 43069 IINT JMDEA IULTG BESS0 1ML ISMEE 30V IS0 33300 3405 306D 34730

I FY1 Total | FY2 Total .E':gl FMO1 | FMO2 | FMO3 mmm FM 07 mm FM10 | FM11 | FM12 | FM13 | FM14 m FM 16

[l o0 anedn 4010638 0 ERTTH0 ISISEET 4JGE LESISID 43G9 3NN LGN IINTO 1S9 ELES ITMEE NS0 IBO05 IIB00 405 IR I

M
¢ | >

8 2006-2008 Washington State Office of Financial Management
Budgstand Alliment Support System (BA55) : AlphaQA
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13. The magnifying glass icon indicates the lowest grouping level of data has been reached.
When the magnifying glass has been clicked you will then go to the Packet, Coding
Structure and Allotment Detail information. This is a feature that enables the agency user
to update or delete data before the packet is released to OFM for approval.

View Packet List | [EellLERUISN | Enterprise Reporting

Cnline View

Filter || Save Filter || Open Filter || Bxpand Rows | Collapse Rows
Biennium: 2007-09 Agency: 303 - Department of Health

= Expenditure Data by Account [2)

Packet Packet
Status | F¥1 Total | F¥2 Total Bien. Total FM 02 FM 03 FM 04 FM 03
e Title

[¥] o001 Approved 500,135,459 505,352,967 0  1,005,488,426 31,540,052 39276211 43,547,153 33072413 38836424 3E

E o012 Approved 20,000 20,000
ll
18,502 18,502
E| 050 1,058 0 0 1058 0 0 809

E Magnifying glass indicates that the lowest
| EACode | grouping level of data has been reached.
ﬁ Clicking on the magnifying glass will take you
. Packet to:
Number - The Packet

0019 Oy

- The Coding Structure
- The Allotment Detail

B Expenditure Data by Object [2)

Packet
Packet | o e | FV1 Total
Humber

Title

[ 0001 Approved 500,135,459 505,352,967 0 1005485426 31540052 39,276,211 43,547,153 33072413 35836424 38
[ o012 Approved 20,000 o0 20,000 o o 13,308 5,348 244

Allows agencies to update and delete data
before releasing packetto OFM.

%

14. When you are finished with this view and would like to select a new filter just click the
Filter tab. The previous filter will be populated as previously defined. You may modify
the filter or click Clear to start over.
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TO DO - Hands on: Here are 3 suggested online views for you to create

Let’s say | want to look at the expenditure and FTE allotments for a new program, first by
account, then by object. The following steps will show how to create that online view:

1. Organization tab selection: Program = Group Lvl. 1, check Disp., and enter a Program in
the criteria box.

2. Account tab selection: Account = Group Lvl. 2, check Disp., Object = Group LVlI. 3,
check Disp.

3. Packet tab selection: Component = Expenditures and Staff Months. Number = Group
Lvl. 1, check Disp., and enter a packet number in the criteria box.

4. Click OK for online view. Note: The filter will automatically fill in Status as Group
Lvl. 1 and Approved, Review, and Pending as criteria since these are the only statuses
that OFM analysts can view.

2 Allotment Review Filter -- Web Page Dialog

Packet || Crganization || Account

Expenditures Filter
- Include Expenditures
- Include Staff Months

Packet Murmber: 0001 [Group Lyl 1, Displayed)

Packet Status: Approved, Review, Pending (Group Lvl: 1, Mot
Dizplayed)

Program: 300 (Sroup Lvl: 1, Displayed)

Account: [Group Lvl: 2, Displayed)

Oibject: [Group Ll 3, Displayed)

Refresh

Ok Clear Cancel
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Let’s say for this example that | want to look at an allotment for a specific proviso by object.
The following steps will show how to create that online view:

1. Account tab selection: EA Code = Group Lvl. 2, check Disp., and enter a 3 digit EA
code in the criteria box, and Object = Group Lvl. 3, check Disp.

2. Packet tab selection: Component = Expenditures and Staff Months. Number = Group
Lvl. 1, check Disp.

3. Click OK for online view

3 Allotment Review Filter -- Web Page Dialog

Allotment Review Filter

Packet || Organization || Account

Expenditures Filtar
- Include Expenditures
- Include Staff Months

Packet Mumber: 0024 (Group Lul: 1, Displayed)

Packet Status: Approved, Review, Pending [Group Lvl: 1, Mot
Displayed)

E& Code: 211 (Group Lvl: 2, Displayed)

Object: (Group Lvl: 3, Displayed)

Refrash

Clear Cancel
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Let’s say for this example | want to see all proposed revenue by month for a particular account
and revenue source. The following steps will show how to create that online view:

1. Packet tab selection: Component = Revenue.

2. Account tab selection: Account = Group Lvl. 1, check Disp., for Rev. Src. Click the “+’,
Major Src. = Group Lvl. 2, check Disp., Source = Group Lvl. 3, check Disp.

3. Click OK for online view

3 Allotment Review Filter -- Web Page Dialog

Allotment Review Filter
Packet || Organization || Account | (S
_Filter Summary |

Fevenue Filber

Packet Status: Approved, Review, Pending [Group Lvl: 1, Mot
Dizsplayed)

Account: 001 (Group Lvl: 1, Displayed)

Major Source: [Group Lyl 2, Displayed)

Source; [Group Lvl: 3, Displayed)

Refresh

Clear Cancel
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Lesson 5, Task 2 — Storing Online View Links

Online Views can be stored temporarily, i.e. for the life of the current session, using the Store
Filter function on the Online Views screen. However, once the work session is closed, the
‘Stored” Views will be deleted. Once a filter is saved as part of a Note, Issue, or Response in
Review Checklist or Review Issues however, it is saved as part of those items and can be re-
opened at a later time.

1. To store a filter, first create a filter in Online Views. Once you hit Ok for the filter and
the data is displayed select the Store Filter tab and the following dialog box appears.
Give the filter a Title and press the Ok button. Your filter is now stored for this session.

LILERYEVN | Enterprise Reporting

To store afilter, first create a filter in Online

= Views. Once the filter is displayed, select the
Packet L 1
. FY1 Total | FY2 Total | gy Save Filter to open the Store Filter dialog
0001

17,661,000 453000 O box.

D002 67,746,088 66428312 O 3 4,373,113 5,887,450
D005 242,500 00 0 0
D0DE L7065 BEEE 0 517,314 D D
D007 10,713 14287 0 25,000 0 0 ] 3571 0 ] 3571 ] ]

i 1l

(£ 2005~ 1008 Washington State Office of Financizl Management
Budget and Allctment Support System [BASS) : AlphaQA

A Filter -- Web Page Dialog

Filter Store

Title

Stored Filters

| Filter Title here |

Once the dialog box is
open give the filter a
Title and click Ok.

Upon clicking Ok
the filter for this
session is
stored.
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2. To open a saved filter, first select the Open Filter tab and the following dialog box
appears. Select the stored filter and press the Ok button.

Online Views

Bienniwm: 2007-4s ™ =] Office of Financial Management

B expenditure Data (5) To open a saved filter...

Select the Open Filter tab
Packet -
.- FVI Total sz Total - :
Number Amt.

£ 7861000 455,000 This will open the Filter Store dialog box. 38,250
0002 67,746,088 E6428312 0 134,175,000 113 5EE7450 4
D005 242,500 (1] [i] 242,500 ] 1] 242,500 1] [} [i] 1] 1] (1]
000& 221,706 295,808 ] 517,314 ] 0 L] 73,902 o i) 73,902 ] (1]
0007 10,713 14,287 o 25,000 o 1] 1] 3,571 ] L] 3,571 0 1]

< 1l

A Filter -- Web Page Dialog x|

Filter Store

By clicking Ok
you will open
the stored filter

)\
b |
Ok
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Lesson 5, Task 3 — Retrieving Online View Links

Online Views previously *Stored” during the user’s current session, can be retrieved and
permanently saved to a Note, Issue, or Response via the Review Checklist or Review Issues. By
this means, the Online View date is saved as part of those items and can be reopened at a later
time.

1. After creating a Note (using the Add Note function on the Review Checklist screen) you
may link a previously ‘Stored” Online View to the Note by selecting the Attachments
and Links tab. The following dialog box is then displayed.

OFM Packet Status
OFM Packet Status = Review Checklist

Packet Info Packet Comments || Packet Attachments || Review Issues Release Edit

To add a note...

Add Note | EEESERSS Select a question and click on the Add Note tab

I i, General
[E] 2. Legislstive Intent

1. Does the allotment reflect legislative intent for timing of expenditures, capital project phasing between biennia, caseload, budgst driver, and
assumptions?

as reflected in bill language, legislative notes, or any offidal documentation®)
Select a 2. Do the allotments for appropriation bill provisos make sense and reflect what the provise requires?

question Reports

= AMRDOZ - Allotment Expenditure Detail
* EASD0L - Expenditure Authority Scheduls for Operating]
* EASDO? - Expenditure Authority Schedule for Capital

3. Expenditures

4, FTEs

5. (Cash Dishursements

6. Rewvenue and Cash Receipis
7. Balances

8. Unanticipated Receipt Requests
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2 -- Web Page Dialog X|

Attachments and Links

Sample view only, Store filters added as attachments
would normally have something to do with the packet
they're being attached to.

Attachment Title |

|
At'lachmentﬁlel Browse... | Add I

Remowve

| Save || Cancel |
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2. Select the “Stored’ View (or Views) you want to include in the Note and move it to the
Selected Links box by pressing the *>” and the Save button.

| 3 - Web Page Dialog

From Here

To add Stored Filter ...

Select filter from the Stored
Filters area, highlight it and move
it to the Selected Links area by
clicking on the [>] button.

To save it click on the Save
button

OFM Packet Status = Review Checklist

Dacket Info ||

Packel Comments || Packet Altschments || Review Iisues |
Bien 07 ffice of the Goverr

Agencys 075 - Office

Category
1, General
B 2 Legislative Intert

DEI 1. Does the slotment refect legislative intent® For timing of capital project = biennia, cazeload, budget driver, and other legalstive sssumptions?
Mumdhwﬁﬁlﬁwimmﬁi I

1. Testeré, 1don't think it does = see online view link. B/7/2007 10:45:10 AM

Onling wigw relates to thiz note

Notice the results of adding a note

[ 2 Dothe allotments for appropristion bil provisos make sense and reflect what the proniso requires? ANRO0Z

with an online view link. EAS00

3. Expenditures
B & FrE The title of the link appears in the
S Cah Dbt Links area of this screen
6 Reverws and Cash Receipls
[ 7. eslances
8. Unanticipated Recaipt Requests
——— B

TO DO - Hands on: Practice storing and retrieving filters. Attach links in a note or issue.
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LESSON 6 — REPORTS
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Lesson 6, Task 1 — Reports

Enterprise Reporting is used to view the TALS-AMR reports. You request the report using the
standard Enterprise Reporting report creation steps. Each report has a set of parameters available
for that report. The detail reports will have more parameters than the summary reports. The
defaults for the parameters have been set to a high level view so that you do not need to make a
lot of selections to get a usable report. You may want to make some lower level selections to
meet your needs. The ‘Level of Detail’ parameters are used to select what level you want to
view the data at, such as ‘Level of Detail for Program’ would mean do you want to see the data
at the program, sub program, activity, sub activity, or task level? There are Expenditure,
Revenue, Cash Receipts, Cash Disbursement, and Comparison reports available. In future
releases, Status, Balance, and more Comparison reports will be available. The reports available
to date are:

AMRO001 - Allotment Expenditure Summary — provides a summary of expenditure and FTE
allotment by program, account, account type, expenditure authority and object for fiscal year and
biennial periods. The report displays information in 5 categories: a summary, allotted
expenditures, unallotted, reserve, and comments.

AMRO002 - Allotment Expenditure Detail — provides a detail of expenditure and FTE allotment
by program, account, account type, expenditure authority and object by fiscal month, fiscal year
and biennium. This report can be requested at any level the data was entered into TALS-AMR.
Note: FTE is by GFS and other only — if detail by account is needed use the AMROO2FTE
report.

AMRO02FTE - Allotment Detail — provides a detail of the FTE allotments by account,
expenditure authority, and object by fiscal month, fiscal year and biennium.

AMRO003 - Allotment Revenue Summary — provides a summary of the revenue allotment data
by account and category for fiscal year and biennial time periods. Note: The categories are
State, Federal, and Private/Local.

AMRO004 - Allotment Revenue Detail — provides a detail of the revenue allotments by account,
major source, and source by fiscal month, fiscal year and biennium.

AMRO005 - Allotment Cash Disbursements Detail — provides a detail of the cash
disbursements allotments by account by fiscal month, fiscal year, and biennium.

AMRO007 — Allotment Cash Receipts Detail — provides a detail of the cash receipts allotments
by account by fiscal month, fiscal year, and biennium.

AMRO008 - Allotment vs. EA Schedule — compares allotment expenditure and FTE data with
the Expenditure Authority Schedule (EAS) and shows variances.

AMRO009 - Allotted Revenue vs. Expenditure Variance, Federal and Private/Local Funds
Only — compares federal and private/local revenue and expenditure data for the allotment and
shows where the revenue and expenditures do not match as required by Generally Accepted
Accounting Principles.
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AMRO010- Allotted Revenue vs. EAS Revenue Variance — provides a comparison of revenue
allotments to the expenditure authority schedule (EAS) revenue control numbers for fiscal year
and biennial time periods.

AMRO011- Allotted Expenditures vs. Cash Disbursements — provides a comparison of allotted
expenditures to cash disbursement allotments. The report displays the information by fiscal
month, in spreadsheet form and in graph form.

AMRO012- Allotment Revenue vs. Cash Receipts — provides a comparison of revenue
allotments to cash receipt allotments. The report displays the information by fiscal month, in
spreadsheet form and in graph form.

AMRO013- Allotted Revenue vs. Expenditures, All Accounts — compares allotted expenditures
by account with revenue by account.

AMRO014- Projected Monthly Cash Balance — enables OFM and administering agencies to
determine if an account will have a temporary cash deficit during the course of the biennium
based on actual cash balances to date plus proposed and approved cash allotments for the
remainder of the biennium. This report will not include data from packets in Draft status.

AMRO015- Projected Fund Balance — shows the projected ending fund balance for each fiscal
year based on the allotment data under review and previously approved. This report will not
include data from packets in Draft status.

AMRO016- Projected Cash Balance — shows the projected ending cash balance for each fiscal
year based on the allotment data under review and previously approved. This report will not
include data from packets in Draft status.

AMRO017- Incremental Change from Previous Submittal — isolates changes within a packet
that has been returned to the agency for revision and resubmitted to OFM for review.

AMRO018- Unanticipated Receipt Report — provides information to the legislative fiscal
committees on executive spending authority granted to agencies by OFM.

AMRO019- Allotment Status Report — facilitates management of the allotment review process.
It enables both OFM budget analysts, agency budget analysts, and the Legislature to view the
status of allotments and summarizes the number of allotment packets by status and purpose.

AMRO020- Unanticipated Receipt Approval Request —This report is used to convey the
required information to OFM and the Legislature when requesting spending authority for
unanticipated receipts. It replaces the former B20-1 form.
Task 1 — Hands On — Now we’ll request the AMROO01 report

1. Log in to Enterprise Reporting

2. Select the BASS Training folder
3. Select the TALS AMR folder
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4. Schedule the AMRO0O01 report using the standard Enterprise Reporting report creation
steps (I usually use the Schedule with Selection Values).

2} http:{reporting.ofm.wa.gov - Enterprise Reporting - Schedule - Microsoft Internet Explorer. E|g|
~

® Scheduls | X Cancel

AMROO1 Allotment Expenditure Summary

Customize your options: | Parametars v

Personal Title:

e —

Current value: No current value has been set.

Biennium:

Mew value: 2005-07 +

Current value: No current value has been set.

Agency:
Mew valus: 310 - Department of Corrections Vl
Current value: No current value has been set.

Packet Program:

Mew value: * - all selections v | [2ad]

Current value: No current value has been set.

Packet Purpose:

Mew walue: [+ |[* - &l selections >

Current value: No current value has been set.

Packet Status:

MNew value: ‘* ||* - &l Selections Vl

Current value: No current value has been set.

Packet Number:
Mew valus:  ppog |[po0s - officials v
Current value: No current value has been set.

Display Comments:

Mew value:

Current value: No current value has been set.

Account:

Mew value: ‘* ||* - &l Selections b ‘

Current value: No current value has been set.

Expenditure Authority Code:
Mew value: [« 1l _ il Galartinns ~1ladd s
&] Dene B Internet

—_ r
i4 start € = | I8 mbiox - Microsoft ou... | [ Calendar - Microsoft ... | D TALS AVR Budget St... | 2k Bass | TALs |AMR | ... | B Enterprise Reporting... /24 hetpiffreporting.ofm.., & G081 U D0 10:58 A
;

The number of parameters will vary for each report. The summary reports have fewer
parameters than the detail reports. The Packet Number parameter will default to the most recent
packet (or highest number).

5. Select the agency from the drop down arrow in the Agency parameter that you wish to
view.

6. Select the packet number from the drop down arrow in the Packet Number parameter
that you created in this training session.

Level of Detail parameter — this parameter will determine at what level of detail you will view
your data. The choices are the elements that make up the agency’s PI. If you want to view the
data as a total for the agency the selection you would make is Agency. If you want to see the
data at program level, select Program. You may select any level between agency and program
index.

7. Select Program or Sub Program from the drop down arrow in the Level of Detail for
Program parameter.
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a http:/freporting.ofm.wa.gov - Enterprise Reporting - Schedule - Microsoft Internet Explorer

_ -~
@ Schedule | X Cancel b |

Packet Status:

Mew valug:  [» |[* - & selections |

Current value: No current value has been set.

Packet Number:
Mew valus:  ppog |[po0s - officials v
Current value: No current value has been set.

Display Comments:

Mew value:

Current value: No current value has been set.

Account:

Mew value: ‘* ||* - All selections \ ‘

Current value: No current value has been set.

Expenditure Authority Code:

Mew valug: [+ |[* - &l selections | [dd]

Current value: No current value has been set.

Expenditure Authority Index:

Mew value: [+ |[* - &l selections v [2ad]

Current value: No current value has been set.

Level of Detail for Account/EA:
Mew value:  [Eypenditurs Authority Code v |
Current value: No current value has been set.

Program:

Mew valug:  [» |[* - & selections v

Current value: No current value has been set.

Level of Detail for Program:

Current value: |[Frograrn has been set.

am

User Group:

Mew value:

Current value: No current value has been set.

E3

&] Done B Inkernet
T

8. Click the Add button after any one of the parameters.

9. Click the schedule button in the upper right hand corner to schedule the report.
10. Click refresh until the status states ‘Success’

11. Click the instance time to view the report
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Crystal Reports Yiewer - Microsoft Internet Explorer

[Z]e 2N = IEEEETNN NI YA 8 3 D 2
1-Summary OFM 310 - Department of Corrections
2-Parameters Allotment Expenditure Summary
2005-07 Biennium
Packet Purpose: ALL Report llumber: AMROD1
Packet llumber: 0005 Date Run: B/5/2007 11:024M
Packet Status: ALL
Allotment Summary
FY 2006 FY 2007 Biennial Total
Total Allotted 34,369 542 36,716,852 71,086,494
Total General Fund-State FTE Staff BINE 70721 69918
Total Other FTE Staff 673 720 €938
Total Agency 310 FTE Staff 6.979.4 TAHA T,061.7
Average Salary 3,938 2,042 3,990
Allotted Expenditures
% of
Program FY 2006 FY 2007 Biennial Total _ Total
100 Admin & Program Supgort 34,292,051 36637 625 70929679 995
200 Instiutionsl Services 20,850 21,360 2240 04
300 Community Corrections 55,71 57 864 114575 02
Total Agency 310 Allotted 34,369,642 36,716,852 71,086,494 100.0
Account and Expenditure
Authority Type EA Code FY 2006 FY 2007 Biennial Total
001-1 General Fund-State 111 Salaries and Expenses - FY 33,586,190 33,886,190
a0-1 General Fund-State 112 Salaries and Expenses - FY 36,208 556 38,208,886
001-1 General Fund-State 211 Selaries and Expenses - FY 20880 20,880
001-1 General Fund-State 212 Salaries and Expenses - FY 21,360 21,360
001-1 General Fund-State 311 Salaries and Expenses - FY 671 58,711
001-1 General Fund-State 312 Salaries and Expenses - FY 57 864 57,864
Total 001-1 General Fund-State 33,963,781 36,286,110 70,251,891
001-3 General Fund-Federal 730 Salaries and Expenses #3976 77,040 181,016
Total 001 General Fund 34,047,157 36,365,150 T0H2,907
02v-1 Public Safety & Education 150 Salaries and Expenses 201 156 227 520 428,676
03K-6 Incustrial Insurance 970 Salaries and Expenses 120729 124,182 244,311
Total Agency 310 Allotted 34,369,642 36,716,852 71,086,491
% of
Object FY 2006 FY 2007 Biennial Total _ Total
A Salaries and Wages 27 481 930 28,579,232 563611062 793
B Employes Benefits 6,857,712 7 237 20 14125332 189
E Goods and Services 600,000 600,000 0g b
Total Agency 310 Allotted 34,369,642 36,716,852 71,086,494 100.0
v
& B Inkernet

This is the first page of the multi-page report.
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LESSON 7 — FEATURES NOT INCLUDED IN INITIAL PACKET
REVIEW AND APPROVAL
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Lesson 7, Task 1 — Quarterly Allotment Amendments using Adjustment Amount

The adjustment amount field was created to allow agencies to move allotment capacity from
closed fiscal months without skewing the current month or changing the official allotment record
for closed months. The total adjustment from closed months can be placed into the adjustment
amount field and the current month amount will contain the actual change desired for that month.
The adjustment amount will show as a separate entry on the TALS-AMR reports. The
adjustment amount will however be posted to AFRS in the current fiscal month.

1. The adjustment amount will be displayed in the Adj. Amt. column in Packet Information.
Note: This field is only available in the quarterly adjustment packet purposes.
2. This screen print below displays the Adj. Amt. column:

2l Packet Information -- Weh Page Dialog

Expenditures e Load Cancel

Biennium: 2005-07 Agency: 245 - Military Department Number: 0018 Status: Fewiew Purpose: Cperating 2nd Qe Adjustments

] Exzpenditure Data (1)

Packet |Packet : el ';:‘:“‘ pp“k“ Fy2 Eien. ™ ™
Mumber | Title urpose alus | Hregham Tota Total Total 04 07
Title Title Code
Ciperating
001 2ndretro 2nd Qbr Review 2,039 0 2039 792 1256
Adjustments
Staff Manth Data returned no data ratching the flker,

Unallatted Crata returned no data matching the Fflker,

Fezerve Drata returned no data matching the Flker,
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APPENDIX 1 — BUSINESS RULE NOTES

General Application

1. The BASS suite of applications does not support the use of internet browser
navigation buttons, i.e. ‘back arrow’ and ‘forward arrow’. You should avoid using the
back arrow and forward arrow buttons available on your web browser tool bar when
working in BASS. Using these buttons will give unpredictable results depending on
the screen you are on when used.

2. Itis important to properly logout of the system when not in use. The system will
automatically time you out after 120 minutes.

3. In order for the application to work, you must disable your pop up blocker for this
site.

PACKET STATUS SCREEN

1. The application will default to the current biennium.

2. The ‘All’ selection will give you all packets (for all analysts) submitted to OFM for
approval.

3. To select a range of agencies hold down the Shift key. To select more than one
agency not in a range, hold down the Ctrl key.

4. If you select Review Status in the packet status filter it's a quick way to see packets
that are ready for review, and weeding out approved packets.

5. Purpose has replaced the need for smart coding of packet numbers, such as the
B001 was always the initial operating packet in the past. Now you'll find the Initial
Operating Allotment in the purpose field instead.

6. A packet returned due to retroactivity will happen automatically.
7. When a packet is in returned status only the Review Issues tab is enabled.

8. When a packet is submitted to OFM the status is Pending, it becomes Review when
anyone at OFM selects that packet for any reason.

9. To see the date of the last action hover over the Last Update field with your mouse.
REVIEW CHECKLIST SCREEN

1. The Review Checkilist is a tool to aid the review of the packet — the packet may
be approved or returned regardless of whether the questions have been checked
or unchecked as complete.

2. Each time you run a release edit report it will replace the most recent release edit
report.

3. ‘Note’ is for OFM eyes only’; ‘Add Issue’ is the communication tool between OFM
and the agency. You may add issues for agencies in Review Checklist or in the
Review Issues areas of the application.
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4. E-Mail Notify is optional for a Note.

5. Attachments can be Word, Excel, or PDF formats, and are limited in size to 3MB.

REVIEW ISSUES SCREEN

1. Only OFM can check that an issue has been resolved.

. The Issue Title is displayed on the review issues screen. The body of the issue
can only be seen when you expand the issue by selecting the “+”.

. For a dropdown list of E-Mail addresses select the “...".

. The Attachment Title will default to the file name if you don't give it one. This is
what displays with the message under Attachments.

. Attachments can be Word, Excel, or PDF formats, and are limited in size to 3MB.

CHARTS

. Selection criteria for account will include the accounts contained in the packet
being viewed.

. FY1 compares the first fiscal year of allotments to the first fiscal year of
expenditures from the past biennium. FY2 compares the second fiscal year of
allotments to the second fiscal year of expenditures from the past biennium when
using the fiscal period selection choice.

ONLINE VIEWS

. Online Views are not intended for printing. The AMR reports through Enterprise
Reporting can be used for printing allotment data.

. Online Views behaves differently depending on the Option of your agency. Since
Option 1 agencies enter their expenditure data by Object and EAI separately they
will also view that data separately.

. Remember you get to Online Views from OFM Packet Status, select a packet
and the Review Checklist or Review Issues tab. The Online Views tab now
appears in the upper Application Bar next to the Charts tab.

The Filter tab allows you to specify the data and level of detail you want to see
and how that data should be displayed to you on the screen. The filter contains 4
tabs:

e Packet — choice of expenditure, cash disbursement, cash receipt, and
revenue component information. Contains selections for packet number,
purpose, status, program, and title. You also have the choice of viewing
expenditures, staff months, unallotted, and reserves within the
expenditures components.
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e Organization — contains coding structure information for program,
organization, and project

e Account — contains expenditure authority, account, and object choices
e Summary — lists the filter summary

. Grouping and Displaying data — you will have the ability to create hierarchies of
data by selecting to display elements at a particular group level by using the
Group Lvl. combo box. Up to 4 group levels may be selected. Each group level
is displayed in the online view as a summary row with a “+” to expand the rows
that contribute to that rollup. If the element is to be displayed in the online view
the Disp. box must be checked. You may specify criteria to filter on or leave
blank to return all data.

6. A Group Lvl. must be chosen if a criterion is entered.

7. Atleast one element must be selected to display.

8. You may narrow your filter by defining the criteria you wish to view. The Criteria

may be entered manually into the criteria box or click on the “...” for a list and
make your selections from the list. You may enter criteria up to 255 characters.
A blank criteria box means all data will be returned.

. The ‘+" indicates coding elements that contain hierarchically related data and can
be expanded to group and display by those elements. For example, Program
expands into Program, Sub Program, Activity, Sub Activity and Task.

10.The criteria for these coding elements are entered in the text box next to its

associated coding level, or can be selected from the lookup dialog. You may
enter a single criterion or multiple criteria elements by separating them with a
comma.

11. Click on the ‘..." at the left of the text box for the lookup dialog.

12. For Option 1 agencies, if no criterion is selected for either Object or EAI (or

Code) on the Account tab, Expenditures by Account or EAI (or Code) will display
by default. If Object criteria is selected on the account tab, but no EAI (or Code)
criteria then the Expenditures by Object will display only. If both Object and EAI
(or Code) criteria are selected on the account tab then both grids will be
displayed.

REPORTS

. In the AMRO0O02-Allotment Expenditure Detail report FTE is by GFS and other only
— if detail by account is needed use the AMROO2FTE report.

. In the AMRO0O03-Allotment Revenue Summary the categories are State, Federal,
and Private/Local.
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FEATURES NOT INCLUDED IN INITIAL PACKET PREPARATION
Quarterly Allotment Amendment

1. The adjustment amount field is only available in the quarterly adjustment packet
purposes.
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APPENDIX 2 — PRE-RELEASE EDITS

Type — C= Critical W= Warning I= Informational

Edit | Type Description
#

2

@)

A packet explanation is required for operating quarterly amendment
allotments.

3 The total federal allotted expenditure dollar amounts must match

the total federal revenue allotment dollar amounts.

The total local allotted expenditure dollar amounts must match the
total local revenue allotment dollar amounts.

N
s g =

The difference of the total allotment FTE amounts compared to the
total FTE amounts on the EA schedule must not be more than plus

or minus one FTE. Note: this check will only be performed against
operating FTEs if only operating packets are submitted and against
capital FTEs if only capital packets are submitted.

7 w The total intra-agency transfer (object T) allotment dollar amounts
must net to zero at the agency level.

9 w The difference of the total allotted expenditure dollar amounts by
object, fiscal year, and agency appropriated level compared to the
actual amounts from the previous biennium must not be more than
ten percent for initial operating packets. The agency appropriated
level will be the agency level except for agency 300, which will be
the program level.

10 w The difference of the total allotted expenditure dollar amounts by
fiscal year and program level compared to the actual amounts from
the previous biennium must not be more than ten percent for initial
operating packets.

12 wW The difference of the total cash disbursement allotment dollar
amounts by account and month compared to the actual amounts
from the previous biennium must not be more than ten percent for
initial packets.

13 w The difference of the total cash receipt allotment dollar amounts by
account and month compared to the actual amounts from the
previous biennium must not be more than ten percent for initial
packets.

14 wW The difference of the total revenue allotment dollar amounts by
account, major source, and source compared to the total revenue
dollar amounts on the EA schedule must not be more than ten
percent. The check will compare biennial amounts.

16 C The total appropriated allotted, unallotted, and reserve expenditure
dollar amounts must match the total appropriated expenditure dollar
amounts on the EA schedule for official non-unanticipated receipt
packets. Note: this check will only be performed against operating
amounts if only operating packets are submitted and against capital
amounts if only capital packets are submitted.

17 wW The total non-appropriated allotted, unallotted, and reserve
expenditure dollar amounts must match the total non-appropriated
expenditure dollar amounts on the EA schedule for official non-
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unanticipated receipt packets. Note: this check will only be
performed against operating amounts if only operating packets are
submitted and against capital amounts if only capital packets are
submitted.

20 Allotments must be made at or below the subprogram level for
expenditure authority on the EA schedule at the subprogram level.

21 Allotments must not be made in closed months except for initial
packets.

22 The total unallotted expenditure dollar amounts by EA code must
not be less than zero.

23 The total reserve expenditure dollar amounts by EA code must not
be less than zero.

26 Amounts can only be allotted in the fiscal period specified by the
EA code on the EA schedule.

27 An organization index used in a coding structure must be
predefined in AFRS.

28 A program index used in a coding structure must be predefined in
AFRS.

29 A capital program index can not be used in a coding structure of an
operating packet.

30 An operating program index can not be used in a coding structure of
a capital packet.

32 A budget unit used in a coding structure must be predefined in
AFRS.

33 A budget unit used in a coding structure must match the budget unit
of the organization index used in the coding structure, if an
organization index is used.

34 An AFRS project used in a coding structure must be predefined in
AFRS.

35 An AFRS project used in a coding structure must match the AFRS
project of the organization index used in the coding structure, if an
organization index is used.

36 An AFRS subproject used in a coding structure must be predefined
in AFRS, and must be a valid AFRS subproject of the AFRS project
used in the coding structure.

37 An AFRS subproject used in a coding structure must match the
AFRS subproject of the organization index used in the coding
structure, if an organization index is used.

38 An AFRS project phase used in a coding structure must be
predefined in AFRS, and must be a valid AFRS project phase of the
AFRS subproject used in the coding structure.

39 An AFRS project phase used in a coding structure must match the
AFRS project phase of the organization index used in the coding
structure, if an organization index is used.

40 A major source used in an allotment detail must be predefined in
AFRS.

41 A source used in an allotment detail must be predefined in AFRS,

and must be a valid source of the major source used in the allotment
detail.
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42

A subsource used in an allotment detail must be predefined in
AFRS, and must be a valid subsource of the source used in the
allotment detail.

43

An object used in an allotment detail must be predefined in AFRS.

44

A subobject used in an allotment detail must be predefined in
AFRS, and must be a valid subobject of the object used in the
allotment detail.

45

A subsubobject used in an allotment detail must be predefined in
AFRS, and must be a valid subsubobject of the subobject used in
the allotment detail.

46

An EA index used in an allotment detail must be predefined in
AFRS. A capital EA index can not be used in an allotment detail of
an operating packet. An operating EA index can not be used in an
allotment detail of a capital packet. An EA index with an
unanticipated receipt EA code can not be used in an allotment detail
of a non-unanticipated receipt packet.

47

An account used in an allotment detail must be predefined in AFRS.

49

An organization index must be used in the coding structure of an
allotment detail that contains an EA index that requires an
organization index.

52

The total reserve expenditure dollar amounts by account, EA type,
fiscal period, and EA character along with the total reserve
expenditure dollar amounts on the EA schedule for legislative
reserve packets must equal.

53

The total reserve expenditure dollar amounts by account, EA type,
fiscal period, and EA character along with the total reserve
expenditure dollar amounts on the EA schedule for governor’s
reserve packets must equal.

54

An EA index containing an EA code with an EA type of X can not
be used in an allotment detail.

55

The total allotted expenditure dollar amounts by coding structure,
object, and month must match the total allotted expenditure dollar
amounts by coding structure, EA index, and month.

56

An expenditure component explanation is required if reserve dollars
exist. Go to the expenditure coding structure screen for the packet
and select the “Comment” tab. Enter your comments in the Agency
External Comment field.

57

An expenditure component explanation is required if unallotted
dollars exist. Go to the expenditure coding structure screen for the
packet and select the “Comment” tab. Enter your comments in the
Agency External Comment field.

59

This is an information message identifying there are non-budget EA
indexes in the packet.

60

An EA code of an EA index used in an allotment detail must exist
on the EA schedule for official non-unanticipated packets except
for EA codes of 296, Z97, Z98, and Z99.

61

A major source of 07 can not be used in revenue or cash receipt
allotment details.
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62

A major source of 09 can not be used in revenue or cash receipt
allotment details.

64

A program index and organization index used in a coding structure
must match a valid program index and organization index
combination for agency 300, if both a program index and
organization index are used.

65

A program and EA index used in a coding structure must match a
valid program and EA index combination for agency 300, if both a
program and EA index are used.

68

Object F or W amounts are required to match the amounts for non-
budgeted EA indexes by month.

69

An attachment is required for Unanticipated Receipt packets.
Please attach grant documentation.

70

The Unanticipated Receipt Form must meet certain requirements.

71

Unanticipated Receipt packets must have an allotment amount
entered for Reserves when the "Yes" is selected for question
number 1 on the Unanticipated Receipt Form.

72

Unanticipated Receipt packets must contain at least 1 expenditure,
unallotted or reserve allotment with an EA Type 3 or 9.

73

The allotment packet does not have amounts entered

74

Internal packets can only use unanticipated receipt EA codes when
it has been used in an unanticipated receipt packet prior to the
selected Internal packet.

75

For each unanticipated receipt ea code that is used in an internal
packet, the sum of allotted, unallotted and reserve expenditures
must net to zero.

76

For Operating Initial, Operating Supplemental 1 and 2 packet
purpose types there must be cash disbursement allotment detail
amount(s) when there is allotted expenditure detail amount(s)
(except for DSHS, which is only for submitted draft initial
operating packets).

77

For all official packet purpose types, except Operating Initial,
Operating Supplemental 1 or 2 or Revenue and Cash Adjustment
packet purpose types must have a cash disbursement allotment
detail amount(s) when there is allotted expenditure detail amount(s)
(except for DSHS, which is only for submitted draft operating
packets other than initial, supplemental one, supplemental two, and
revenue/cash adjustment packets).

78

For Operating Initial, Operating Supplemental 1 and 2 packet
purpose types there must be cash receipt allotment detail amount(s)
when there is revenue allotment detail amount(s) (except for DSHS,
which is only for submitted draft initial operating packets).

79

For all official packet purpose types, except Operating Initial,
Operating Supplemental 1 or 2 packet purpose types must have a
cash receipt allotment detail amount(s) when there is allotted
revenue detail amount(s) (except for DSHS, which is only for
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submitted draft operating packets other than initial, supplemental
one, and supplemental two packets).

80 C Accounts 03K, 277, 290 must only be in operating allocation and
internal packet purpose types.

81 W The total of allotted, unallotted, and reserve for accounts 03K, 277,
290 must not exceed the EA Schedule, but can be less than the EA
Schedule.

82 C Accounts 03K and 290 must not be used in Revenue and Cash
Receipt components.

83 C For DSHS, when submitting a returned packet the total of
appropriated allotted, unallotted, and reserve by program and EA
code must match EA schedule (every EA code amount within the
program for the packet being submitted must match the EA
schedule).

84 w For DSHS, when submitting a returned packet the total of non-
appropriated allotted, unallotted, and reserve by program and EA
code must match EA schedule (every EA code amount within the
program for the packet being submitted must match the EA
schedule).

85 W For DSHS, when submitting a returned packet the total of non-
appropriated allotted, unallotted, and reserve at the agency level and
EA code must match EA schedule (every EA code amount within
the program for the packet being submitted must match the EA
schedule).

86 C The total of allotted, unallotted, and reserve for accounts 03K, 277,
290 must not exceed the EA Schedule, but can be less than the EA
Schedule.

87 C The system requires that the total of allotted, un-allotted, and
reserve for each appropriated expenditure authority code in the
selected Allocation packet match the EA schedule for official
packets.

89 C The system requires that the total of allotted, un-allotted and reserve
for each appropriated expenditure authority code for an Operating
Quarterly (2-8) must net to 0 in each packet.

90 C The system requires that the total of allotted, un-allotted and reserve
for each appropriated expenditure authority code for Internal packet
must not be greater than O for the selected Internal and previously
submitted Internal Operating or Capital Internal packets.

Type — C= Critical W= Warning I= Informational
Tier — See Lesson 10, Task 1 for more details: 1= Titles check, 2= Checks within the packet, 3=
Expenditure Authority checks, 4= Checks against prior biennium actuals.
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APPENDIX 3 — REPORT SAMPLES

See Report Descriptions and Samples document.
http://bass.ofm.wa.gov/basspr/library/report_tutorial _appendix_2.pdf

APPENDIX 4 — RELEASE NOTES

General

1. Hot Keys (Alt-alpha) don’t function consistently. For drop down boxes, you can hit Alt-
alpha and it will take you into the drop down box, then you can use the down/up arrow
keys. For grayed function tabs and breadcrumbs you must hit Alt-alpha and then enter.
On the View packet list screen Alt-V takes you to online views rather than view packet.
To get to View Packet, you must tab to it.

2. Capital project numbers will not allow alpha characters.

3. Inconsistency in labeling use of Expenditure Authority Index and Appropriation Index.
They are interchangeable terms.

4. If you have internet explorer 7, it may not display properly. We discourage the use of
IE7 at this time.

5. For some users dialog boxes may not size properly. Try adjusting through internet
explorer through View and go to Text Size. If you still aren’t seeing command buttons
on dialog boxes, you can use your tab key to get to those buttons. Or you can also try
adjusting your DPI (dots per inch) and the screen resolution tab. To get to the DPI
setting: Right-click the desktop, select “Properties”, click the “Settings” tab, click
“Advanced” button, click the “general” tab. 96 DPI should be selected. To get to the
resolution tab: Right-click the desktop, select “Properties”, click the “Settings” tab.
Select “less” resolution to make contents on your screen bigger and “more” resolution to
make contents smaller.

6. To set font sizes in dialog boxes, perform the following: a. In Internet Explorer, on the
Tools menu, click Internet Options, and then on the General tab click Accessibility. b. In
the Accessibility dialog box, select the Ignore font sizes specified on Web pages check
box. c. Click OK to close the Accessibility and Internet Options dialog boxes, and then
refresh the browser window. Now the font size setting will also affect dialogs.

Packet Attachments

1. When adding an attachment you should use the browse selector rather than typing in a
file name. Typing it in will give you an error.
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2. Packet attachments cannot be larger than 3MB.

On-Line Views

1. Itis currently difficult to know when a request is processing. In future enhancements we
hope to have an indicator that the request is in process.
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TUTORIAL EVALUATION — THE ALLOTMENT SYSTEM

Strongly Strongly
Disagree Agree
This tutorial was helpful in getting me through the
business process 1 2 3 4 5
This tutorial was helpful in getting me through the system
technical processes 1 2 3 4 5
Additional training was not necessary given the structure
and content of this tutorial 1 2 3 4 5
The steps of the tutorial successfully anticipated the
special needs of my agency 1 2 3 4 5
The tutorial was clear, concise, and easy to
understand 1 2 3 4 5
| did not need to request additional assistance to
complete the business process 1 2 3 4 5
It was easy to find answers to my specific question
in this tutorial 1 2 3 4 5

The best feature of this tutorial is:

The worst feature of this tutorial is:

| found errors (grammar, punctuation, spelling, conceptual, technical) on the following pages:

Other comments:

Thank you for taking the time to complete this survey. This information will be used in
revising this tutorial as well as developing future BASS tutorials. Please remit to:

Office of Financial Management
Attn: BASS Product Managers
Mailstop: 43113

Olympia, WA 98504

Or fax 360 586-3964
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