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Agency Budget System (ABS)

ABS User’s Guide
Logging On

Open Microsoft Edge or Google Chrome and enter the login address
https://budgetlogon.ofm.wa.gov/Logon.aspx in the address bar of the browser.

Agency User Guide

Enter your login ID and password to log into BudgetWorks. If you do not have access please use the Security
Request Form to request it through the OFM Helpdesk at HereToHelp@ofm.wa.gov. The menu will only show

the applications that the user has permission to access.

Dffice of Financial Management

BudgetWorks

AR 0" |

THE ALLOTMENT SYSTEM AGENCY BUDGET SYSTEM SALARY PROJECTION SYSTEM ACTIVITY DESCRIPTION
- p

CAPITAL BUDGETING SYSTEM “ ADMINISTER SYSTEM SECURITY BUDGET BADGER -

How to Disable Pop-Up Blockers

ABS has pop-up notifications and instructions, to enable pop-ups or verify pop-ups are allowed, please follow

the steps below.

1. Beside the address bar, select the ... which will display a drop-down menu

2. Select Settings, this will open a new menu, on the left side select Cookies and site permissions

3. Scroll down to Pop-ups and redirects, Allow

4. Select Add, enter the site https://budgetlogon.ofm.wa.gov and click Add again.

In Edge:
©® Edge edge://settings/content/popups TS = m EI
Settlngs [ Motifications
Ask first
Q, Search settings
Profiles [ JavaScript
Allowed
Iill Privacy, search, and services
&3 Appearance [=3] Images
Show al
[5] Start. home, and new tabs
= Share, copy and paste - IPop—ups and redirects I e
o= ICookles and site permissions I Allowed
. > o e > I
—

L Note: Documents downloaded in Edge may appear in a new browser tab instead of a document reader

such as Adobe or Excel and the following warning may appear.

Agency Budget System Revised May 2022
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Getting to know ABS

Agency Budget Systems (ABS) is a modern software solution for agencies to develop, share, and
electronically submit their biennial and supplemental budget requests. ABS supports multiple budget versions
so that agencies can easily develop different ‘what if scenarios to prepare their operating and transportation
budget requests. Online views and common budget reports provide multiple ways to display data across the
budget process.

Agency budget data is secured by authorized user roles to help ensure agencies control and maintain their
own budget information.

Guide conventions:
e Functions are in Bold.
e Specific business rules and recommendations are denoted with a
e Some icons or features may be greyed out when they are not available to the user based on roles and
permissions. See the following table for user roles:

Agency Admin Menu Permission Information
Manage Agency Settings = Edit setting (yes/no) to include agency assignments for
decision package details.
Manage Agency Decision = Create / edit / delete agency specific questions for decision
Package Questions package details.
= Change sort order (display order) for decision package details.
Manage Agency Decision = Create / edit / delete agency decision package titles.
Package Titles = Display agency and global @ decision package codes with
title/type.
Manage Agency Decision = Create / edit / delete agency draft statuses for decision packages.

Package Statuses

ABS Menu

Below is the main page that will open when ABS is selected from the Budget Works Menu:

AGENCY BUDGET SsTEM EIl— Q2 ¢ anr acaw

2022 Supplemental Agency Bookmarks Help Log out]
3

Dashboard £ IO fice of Financial Management]

Dashboard Welcome to the Agency Budget System

ABS dashboard is your default 'home' page. I includes information about current submiital deadiines with quick links fo OFM budget insiructions

The Agency Budget System (ABS) is a Washington state enterprise application to facilitate the preparation and submittal of all agency budget requests.

ﬂ Dates of Interest ’ Quick Launch € Bookmark Tip

©One Washington 2022 Supplemental Agency Requesis Due Did you know that ABS can save links

111

August 20, 2021 for you?
) © © ¢
2022 Supplemental Agency Request Budgets Due Using the Bookmarks icon located in the
September 13, 2021 -I'H top right of ABS or the link below, you
can save useful links within ABS and
2022 Supplemental Agency Request Legislation Due (Cabinet Agencies) Go to Budget R S T L
September 13, 2021
M Bookmarks <
Gp Links @ Documents <@ Suggestion Box (@ Help Center
Operating Budget Instructions & Decision Package We value your feedback! Need ABS Help or OFM Budget
Instructions?
Budget F Template/Example
udget Forms Please use the link below to contact us by Launch Help Center
Budget and Accounting Calendar £ Fem BaTE I TR email with your suggestions to improve
S 5
ABS Job Aids and e-Leaming AB R =)
< DP Prioritization Worksheet Contact the OFM Help Desk
OFM Budget Contacts £ Send Feedback Phone: 360.407.9100
< IT Addendum £4 Email Help Desk

Email OFM Budget Operations

Agency Budget System Revised May 2022 Page 4 of 31
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Dashboard
Dates of Interest: Due dates and other important dates for ABS and budget work.
Quick Launch: Go directly to the agency budget screen
Tips: Tool and tip options available in ABS
Links: Navigate away from ABS for forms and instructions
Documents: Use templates and worksheets available
Suggestion Box: Request or suggest options by sending a message to the OFM IT department
Help Center: Launch the Help Center or email the Help Desk

NoOogkwWN =

Top Menu
1. Session: Change to a different budget session
2. Agency: Change the agency to view or work on

other agency’s platform\ @ @ n @ =
3. Bookmarks Add, delete, or use bookmarks to

navigate to favorite pages
4. Help: Navigate to the ABS Help Center to s}ect si'ct Add, aite, or Viewts Help Aévs

different different use bookmarks Log out

search for topics and Learn More information session agency
5. Log Out: Log out of ABS

Session Agency Bookmarks Log out

Side Menu:

1. Dashboard: Go to the main menu dashboard

Budget: Link to the main budget page

Submittal: Prepare for and submit a finalized budget request
Reports: View budget Reports available

Powb

ABS024 Recommendation Summary

ABS022 Summarized Revenue by Account and Source
ABSO030 Working Capital Reserve

ABS031 Agency DP Priority (PL)

ABSO033 Performance Measure Incremental Estimates
ACTOOT Agency Activity Inventory

WABSOO03 Two Way RecSum Wersion Compare
WABS004 Three Way RecSum Version Compares
WABSOO0S Fund and FTE Detail by Fiscal Year
WMABSO06 Two Way Fund and FTE Detail Wersion Compare by Fiscal Year
WABS009 Data Export to Excel

5. Admin: Navigate to the Administration screen if the user has an administration role. Details can be found
under Agency Administration Management.

e Breadcrumbs are links near the top of a page that help to identify which page is currently open (use the
links to quickly go back to a previous page). For example, from the Decision Package Details page, select
abreadcrumb to quickly go back to the list of Decision Packages or back to the list of Versions.

Dashboard ? Versions » Decision Packages » Decision Package Details

e ABS will display the next level of detail when a row is double clicked on. For example, if a double-click is
done on a version row, ABS will display a list of decision packages for that version. If a double-click is
done on a decision package row, ABS will display the decision package details.

Version Information Decision Package Information
Decision Package Status Comments
Budget 9

Version
Source Budget Level: Maintenance

12Z7 - Sample Agency 11 - Sample =)
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Agency Budget Development

_ I

Combination of budget period Version
and budget type. |

¥ '2019 - 21 Regular' is the | Agency budget version.
regular biennial budget session | ¥ Draft versions are created
for fiscal years 2020 through and managed by agency
2021. budget operations to prepare
¥ 12013 Supp' is the for an upcoming session. v’ Draft decision packages are
supplemental budget session. | ABS will automatically link created and managed by

) . agency budget operations and
an agency version to a session. -
agency edit users.

N

Decision Package (DP)

Describes and supports an
agency budget decision.

¥ ABS will automatically link a
decision package to an agency
version.

Agency budget operation’s users can create and manage versions to prepare for an upcoming budget

session:

¢ Create multiple versions to coordinate decision packages and collaborate with other people before
submitting their budget to OFM. For example, create multiple agency budget versions to develop different
‘what if’ scenarios.

e ABS will automatically update the status for a version as it moves through the budget process. For
example, a version will remain in ‘draft’ status until it is submitted to OFM.

Budget Menu Options

In the Budget screen, ABS will display a list of versions for the budget session, if there are agency versions
previously created. If there are no prior versions, ABS displays “No Records Found”. Options under Budget
Versions include:

e Search: Search for a specific Version, submittal, or status

e Results: Default is all results or results of a search

o Filter: Filter by Budget Source or Status

Version Information, Details & Tools

1. Version Information
e Version: Displays the version code and version Title. If the Version is locked a lock will be displayed
(shown below)

Budget Versions

| Q search % I Search Results 4 record(s) found| Y Filter

@ indicates the version is Recast

Version Information Details Budget Source
Version Budget Submitial Comments Status Fundings/FTEs Summary Objects Summary Decision Packages | Impo Agency Request

Il Create New Version

Filter Reset

& 22SUP - 2022 Supplemental Request Revised Agency Request Submitted E @ ‘ &m Recast
&l 2022 supplemental Budget Request Agency Request Recalled E @ - &o Status
PLOY - I OPS Draft B 3 ] =t ) &| | oran
PLO2 - I CneWA Draft B 32 [ ] 15 ) &| | Recalled

Agency Budget System Revised May 2022 Page 6 of 31
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e Budget Submittal: the type of budget submitted to OFM
o Agency Request: Initial request
o Recast: Updated agency budget to reflect edits or an enacted new or supplemental budget.

¢ Comments: Internal agency comments, these are not submitted with a version to OFM

e Status: Draft, Submitted, or Recalled

L) Note: Locks displayed by a version indicates that it is locked for editing that version, editing any
corresponding decision packages, or deleting. Agency Budget Operations can lock or unlock a version
or decision package.

Version Information

VMersion Budget Submittal Comments Status

2022 Supplemental Budget Request Agency Reguest Recalled

ZSUP - 2022 Supplemental Request Revised Agency Request Submitted

PLO1 - I OF S ) Draft

PLO2 - I Cnews @ Draft

2. Version Details:
¢ Fundings/FTEs Summary: Funding, Revenue, Full-time Employees, Policy Level, and Maintenance
Level are displayed
e Objects Summary: Summary of object funds added to a version
o Decision Packages: Adding, importing, merging, copying, editing, viewing, or deleting decision
packages. Decision packages must be done prior to adding Fundings/FTEs, or Objects.

‘Version Information Details Tools

Version Budget Submittal Comments  Status Fundings/FTES Summary  Objects Summary  Decision Packages Import Merge Copy Editinfo Delete

& 22SUP - 2022 Supplemental Request Revised Agency Request Submitted .

3. Tools
o Import: Import base or Carryforward Decision Packages
from OFM. If this is already done, it will ask for override
permission, which will update the data.
o Merge: Merge two versions together, with an option to

overwrite the selected version. Import
i If Version (Version code & title) already contains base or
Merge Ve['5|0n carryforward, and a Special Use Activity Only decision
package, they will be overwritten. Would you like to
continue?
Version® Overwrite Version
Select Option b Yes '@ No Yes
Select the destination version Select Yes to overwrite the destination

version

e Copy: Copy a version to create a new version, if the version is in the same budget session, it includes
decision packages, the maintenance level (ML) and policy level (PL). Budget Session, Version Code,
and a Version Title are required entries.

Copy Version
2022 Supplemental
Budget Session* 2021-23 Regular
2021 Supplemental
[ Select Option vl 2020 Supplemental

2019-21 Regular
Select the destination budget session 2019 Supplemental

Version Code* Version Title®

Enter a version code. Maximum £ Enter a version title. Maximum 35 characters

Agency Budget System Revised May 2022 Page 7 of 31
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o Edit: Edit a version title, lock or unlock on current version and decision packages, recast the Version
and add or delete comments. The version code is not editable after initial code input.

Edit Veersion verson”

Agency budget operations can edit information and/or iock/unlock a version * Indicates required fields
'Version Code* Title* Locked Is this a recast version?

2345 HM TEST Yes ’.\ No Yes

Unlock all Decision
Packages?

Comments

o Delete: Delete a selected version, a popup will confirm which version and decision to delete.

®

Delete Version

You are about to delete Version (2345 - HM TEST).
Continue?

Yes

Create a New Version

Agency budget operations users can create a new version, manage versions, or create multiple versions to
prepare for an upcoming budget session. ABS will automatically update the status for a version as it moves
through the budget process.

e Multiple agency budget versions can be created to develop different ‘what if’ scenarios.

e A version will remain in draft status until it is submitted to OFM

Creating a new Version:

e Version Code: 2-8 Characters of choice, do not use | or O to avoid letter confusion (1 or 0), once a code
is entered and saved it cannot be edited.

e Title: 35 Characters or less of choice
Recast: This option is only visible if a recast is available for the session. If Yes: Budget Source is the
agency, If No: Budget Source is Enacted

¢ Include Base: If Yes: ABS will import base (current biennium) and carry-forward (reference point created
by calculating the biennialized cost of decisions already recognized in appropriations by the Legislature)
decision packages from OFM. The following examples have the added base.

¢ Add Comments: Add any comments to the Version

Create Version

Agency budget operations can create & new version (ABS will automatically link an * Indicates required fields
agency version fo a budget session)
\Version Code™ Title™ Is this a recast version?| Include Base
Yes @) No ® ves No

Comments
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Note: Duplicated Codes or Titles are not allowed in the same budget session. Once the above information
is saved it navigates back to the budget version screen.

Note: Agencies with only one activity do not have to submit a recast, OFM does this on the behalf of the
agency.
Program Level Versions

ABS provides additional prompts and information if managing versions at the program level is required, per

agency guidelines. The following prompts are only available to agencies that are required to manage versions
at the program level.

1. Create Version at Program Level: ABS displays a prompt to select a program when a new version is
created.
Create Version
Agency budget operations can creafe a new version (ABS will automatically fink an * Indicates required fields
agency version to a budget session)
Version Code* Title* Is this a recast version? Include Base Program*
Required, maxim Require acters Yes ‘@:‘ No '@' Yes No I Select Program ~

Comments

Administration and Supporting Services|

Payments to Other Agencies
Information System Services
Consolidated Field Services

Cancel

2. Merge Version at Program Level:

L Note: ABS does not overwrite the program or fiscal details into a new version if it is different than the
source version

* Indicates required fields

Budget Session™ Version™

Sample Session ~ 1XYZ - Sample ~

Fiscal Details will not be merged into destination

Decision Packages

Create a new Decision Package

1. Create New DP: Add Decision Package Details, details must be added in order of the inputs.
L Note: Agency budget operations can manage agency decision package codes or titles if needed,
however, duplicate special use types, codes, titles, are not allowed for DPs at the same budget level in
a version.
2,

Special Use Type: Special use decision packages require less information than a regular decision
package. For example, Activity (9Z) or Revenue (90) decision packages will be limited to those special

use types only. ABS will automatically adjust the data input process based on the type of decision
package.

Agency Budget System Revised May 2022 Page 9 of 31
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3. Budget Level:
¢ Maintenance Level: reflects the cost of mandatory caseload, enroliment, inflation, and other legally
unavoidable costs not contemplated in the current budget. Costs related to inflation and mandatory

rate changes are included.

e Policy Level: Incremental expenditure changes that do not fall under the definitions of CFL or ML,
these changes may represent revised strategies or substantial differences in program direction and
can include proposed program reductions.

Code: Select a statewide level Maintenance or Policy code based on agency requirements or chose a
two-digit code. If the code is selected from the available codes or if the special use type is other than ‘not
applicable’, the Title and Type is automatically entered.

Title: Up to 35 Characters, if the title was not automatically entered from the list of codes.

Type: Cost type for the selected
code, if not automatic, types can
be: One-Time = estimated to
occur within the current budget
request cycle(2-years for biennial
or 1-year for supplemental).
Ongoing = estimated to extend
beyond the current budget
requestcycle with no end, or
Custom = projected end date is

Decision Package Information

Special Use Type *

Not Applicable
Budaet Level*

Maintenance Level
Policy Level

Agency Contact Information

First Name*

Code *&

Select ~ 8C

Title *
Minimum VWage Adjustments

Type *

Last Name*

Email*

Phone*

C - Minimum Wage Adjustments
8D - Budget Stru Change:

91 - Waorkers' Compensation Changes

outside the current budget Compensation - &3 - Mandatory Caseload Adjustmnts

. 511 - Mandatory :’:\‘:.z rrk Iz:d ’:dli_(::: th
requestcycle, estimates ramp-up — 35 - Enrolmaniforload Adjusimen;
over an extended timeframe, etc. Dran

7. Status: Draft or Agency budget
operations can use the ABS
admin menu to create additional
draft decision package statuses
for internal
agency tracking and

Comments (Internal Only)

reporting purposes.
8. Agency Contact Information: Input your agency point of contact information for the decision package.

9. Comments: Comments are for agency use only; comments are not included in the information submitted
to OFM.

Decision Package Menu

Both agency budget operations users and agency edit users can create and manage new maintenance level
(ML) and policy level (PL) decision packages for a version.

¢ New decision packages are automatically linked to an agency version for a budget session

o Multiple decision packages can be created for different budget and ‘what-if’ scenarios.

e A user can coordinate decision packages and collaborate with others before submitting their budget.

Select the icon in the Decision Package row of the Version being worked on, this opens the Decision Package
menu. From the listed details, select an available icon to view the details. (General Information is selected in
the following examples)

Agency Budget System Revised May 2022 Page 10 of 31
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Version Information Tools

Version Budget Submiital Commenis  Status Fundings/FTEs Summary  Objects Summary  Decision Packages | Import Merge Copy Editinfo Delete

Agency Request Submitted B 3 B : 74

& 223UP - 2022 Supplemental Request Revised

Srecord(s}founo 2 Import Fiscal Details 3 CreateNewDP 4 [l

Decision Package Information 5  Details Tools

Decision Pack: View/Edit View DP View/Edit
EC!?ID" sRslE Status Comments Priority e _I Funding Revenue Objects e Delete
Details Details Summary Info

Budget Level: Maintenance

97 - Recast to Activity Draft + (3 ] &

90 - Maintenance Level Drant PN O w5 4 o

Revenue

Budget Level: Policy

98 - General Inflation Draft

0 O 0O O @& & i

Note: If it was created with the Base and not as a recast, the recast line is omitted.

Decision Packages can be prioritized by Maintenance Level or Policy Level for a version by clicking on the up
and down arrows.

1. Export to Excel: By selecting a decision package, it can be exported to Excel
2. Import Fiscal Details: using the import template, the template should be ‘Saved As’ to a chosen folder for
easy access.
3. Create a New DP: Create a new decision package
4. Filter: Filter decision packages by budget level and status
5. Decision Package Details
A. Viewl/Edit Details: Opens a list of additional documents to view, edit, mark as complete, and run edit
checks (* Required)
o Decision Package Details:
= *Agency Recommendation Summary: provide a brief description of the agency decision
package. This is also used as a starting point for text that describes items funded in the
Governor’s proposed budget.
Note: If your agency manages decision packages at the program level, ABS will require a
program recommendation summary
= *Package Description: Provide a detailed description of the proposal. Include background or
context for the proposed change, the current state, what is proposed, and how it will improve
the lives of citizens in Washington state
= *Performance Measures: Describe and quantify specific performance outcomes that your
agency expects as a result of the proposedfunding change
Fiscal Details: *Funding, *Full-Time Equivalents (FTEs), Revenue, *Objects
Assumptions and Calculations
Expansion, Reduction, Elimination, or Alteration of a current program or service:
*Detailed Assumptions and Calculations
*Workforce Assumptions
*How is your proposal impacting equity in the state?
e Strategic and Performance Outcomes
= *Strategic Framework
e Other Collateral Connections
= Intergovernmental
= Stakeholder Response
= Legal or Administrative Mandates
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= Changes from Current Law

= State Workforce Impacts

= State Facilities Impacts

= Puget Sound Recovery

e Other Documents

= Reference Documents: supporting materials if needed to help ensure analysts and decision
makers can easily understand and prioritize your decision package.

= *IT Addendum: (No/Yes) to answer a question about funding for IT-related costs. If ‘Yes’,
ABS will provide an IT addendum template with itemized costs and information to help
determine additional review steps based on RCW 43.88.092. An IT addendum template is
required if a decision package includes funding for any Information Technology (IT)
related costs. The template should be ‘Saved As’ to a chosen folder for easy access.

Note: ABS displays a list of questions based on current OFM budget instructions for the budget
session. Some agencies may use additional questions to help prepare their narrative for decision
packages. ABS does not include the additional agency questions in the information submitted to OFM.

If an agency is required to submit information about working capital for specific funds, a capital icon will
be displayed on the Budget Version screen under details. Click on the icon to add funds for the current
and subsequent biennium.

Details

Working Capital Fundings/FTEs Summary Objects Summary Decision Packages

&

Note: Dollars in Thousands

Fund - Fund Title 2017-19 Amount 2019-21 Amount

123 - Sample Fund 10 -10 o

B. View DP Summary: Compiles the DP Details into a report displaying the required answers as
described in number 5 above.

C. Funding: Add funding by Fund and Appropriation Type

Total 2021-23 Total 2021-23 Total 2021-23 Total 2021-23
$ 794 | $ 794 L&) 1.5]1.5 L&) $ 721 $ 794
OMN / TRN © - ~
Fund | Select a Fund ~ | Appropriation Type Select an Appropriation Type E Y Filter
Note: Dollars in Thousands
Title FY 2022 FY 2023 Total 2021-23 FY 2024 FY 2025 Total 2023-25
TOTALS 310 484 794 484 484 968
001 - General Fund Totals 73 o 73 o o o
001-1 General Fund - State 73 [ 73 0 [ [
AUD%*AGNIHIS(M[IVE 73 o 73 0 o o
Activity
706 - Coro St Fisc Reco Fd Totals 237 484 721 484 484 968
706-2 Coro St Fisc Reco Fd - 297 484 721 484 484 268
Federal
ADO08 - Governor's 297 484 721 484 484 968
Budget Development
Cancel

____________________________________________________________________________________________________________________________________________________________________|
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D. FTEs: Add FTEs by Omnibus/Transportation (OMN/TRN) and select as many activities as necessary.

Total 2021-23 Total 2021-23 Total 2021-23 Total 2021-23
$1,626 % 1,626 lﬁ 20120 $813 $1,626
OMN/TRN | O-+v |
I FY 2022 FY 2023 2021-23 FY 2024 FY 2025 2023-25 Tools
Decision Package FTEs 0 4 20 4 4 40
Activity Select an Activity VI | |

T8RS - Rachels NEw one

A001 - Accounting Services for Other Agencies

A002 - Administrative Activity

A004 - Forecasting and Research

A005 - Enterprise Financial Systems Support

A006 - Collective Bargaining

A008 - Governor's Budget Development

A009 - Governor’s Office for Regulatory Innovation and Assistance (ORIA)
A010 - Personal Service and Client Service Contracts

A012 - Risk Management

A013 - Statewide Accounting Policies and Reporting Cancel
A015 - Statewide Policy Development for Governor's Office
A018 - Results Washington

A019 - State Facilities Oversight

A101 - State Human Resources

A112 - Enterprise Classification and Compensation

A114 - Workforce Planning, Performance, Rules & Appeals
A119 - Rules and Appeals

The Activities are balanced once the balance bar indicates zero for that fund and Appropriation Type

001 - General Fund Totals 39,515 36,989
001-1 General Fund - State 23,866 19,598
Activity Select an Activity v

A002 - Administrative Activity 23,866 0
A004 - Forecasting and 0 19,508
Research
Funding Activities Balance (should be all zero)
] [

E. Revenue: Add any Revenue necessary to the Decision Package.

Funding | Fund Activities FTEs | FTE A« Revenue
Total 2019-21 Total 2019-21 Total 2019-21 Total 2019-21
0.0]0.0 !ﬁ $ 929 $ 1,677
OMN / TRN | O - ~ |
Fund | Select a Fund ~ II Source | Select a Source ~ I Y Filter
Note: Dollars in Thousands
Fund Source FY 2020 FY 2021 Total 2019-21 FY 2022 2023 Total 2021-23 I
TOTALS o 929 929 260 245 505
] 0 258 258 65 54 129
| 0 258 258 65 64 128
421 - Education Technology Totals 0 4 4 0 o 0
421 - Education Technology 0420 - Charges for Services o 4 4 o o 0
| 0 212 212 2 27 o1
466 - Inf T Sys Dv Rv Acct Totals ) T 7 ) o 0
466 - Inf T Sys Dv Rv Acct 0420 - Charges for Services o T T o o 0
] 0 359 359 127 121 248
472 - Inf T Sys M&O Rv Acc Totals 0 89 a9 34 33 &7
472 - Inf T Sys M&O Rv Acc 0420 - Charges for Services o 89 a9 34 33 &7

Cancel

____________________________________________________________________________________________________________________________________________________________________|
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F. Objects: Choose from the list of Objects to add to the Decision Package as needed.

Fiscal details for objects are included in decision package details with incremental changes for each fiscal year
Funding | Fund Activities FTEs | FTE Actlivities
Total 2019-21 Total 2019-21 Total 2019-21 Total 2019-21
$455|% 455 ﬁ 15115 (b $ 455 5 455

OMN/TRN O - vl

Objects | Select an Object ) m Y Filter

- Salaries And Wages

Employee Benefits FY 2020 FY 2021 Total 2019-21 FY 2022 FY 2023 Total 2021-23 I
- Prof Sve Cont

- Goods\Othr Sves TOTALS 0 455 455 440 440 330
- Cost Of Goods Sold
- Travel 0 268 268 268 268 536
- Capital Outlays
- Noncap Fixed Assets

- Inter A‘;encyf!:und Tr 0 & 9 9 s 186
- Grants, Benfts Servs
- Debt Service

- Capital Outlays

- Interagency Reimburs
- Intra-Agency Reimbur
- Depr Amort Bad Debts 0 15 15 0 (1] 0
- OFM Adjust To Agency
- Other

0 72 72 72 72 144

[} 7 7 7 7 14

EC 0D TVZZR~=0 MO D=

< =

“ Save & Return Cancel
—————————————————

Save and Return to navigate back to the Decision Packages page to complete and submit a Decision
Package.

Special Use Type Decision Package

90-Revenue and 9z-Activity
ABS will automatically adjust the data input process based on the type of decision package.

1. 9Z-Recast to Activity: available for agencies to balance activity amounts. Funding and FTEs are the only
options available to edit in the Decision Package Details.

2. 90-Revenue (maintenance level revenue not related to individual expenditure decision packages):
available for agencies to balance revenue amounts. Revenue is the only option available to edit in the
Decision Package Details.

Decision Packages Version: 2345 - [ITEST

Decision Package Information Details Tools

View/Edit View DP View/Edit

Decision Package Details Status Comments Details Summary Funding FTEs Revenue Objects Copy Info Delete

Budget Level: Maintenance

9Z - Recast to Activity Draft * o (4
90 - Maintenance Level
Draft &
Revenue A * e Ea] T m

Budget Level: Policy

4 o

i
]
e
¥
=
P
(5

96 - General Inflation Draft
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Omnibus and Transportation Budget Requests
ABS will display new options for OMN/TRN on fiscal details pages for the agencies listed below.

Agl:fncy Agency Name Agn;ncy Agency Name
011 |House of Representatives 215 |Ukilities and Transportation Comm
012  |Senate 228 |WA Traffic Safety Commission
014 |Joint Leg Audit & Review Committee 240  |Department of Licensing
020 |LEAP Committee 275 |Public Employment Relations Comm
076  |Special Appops. to the Governor 355  |Archaeology & Historic Preservation
105 |Office of Financial Management 376 [The Evergreen State College
140 |Department of Revenue 461  |Department of Ecology
179 |Dept of Enterprise Senices 467 |Rec and Conservation Funding Board
OTH  |Other Legislation 477  [Dept of Fish and Wildlife
XFR  |Transfers 480  |Department of Matural Resources
700 |OFM Financial Statement Control 495  [Department of Agriculture
713 |State Employee Compensation Adjust

Note: Agencies: 225 WSP and 010 Bond Retirement & Interest will have additional changes on the fiscal
details page (Agency 010 for programs 404, 405, and 406). Follow the additional steps below.

Review your agency fiscal details budget data.
e Adjust agency fiscal details for O (Omnibus) budget data.
e Select T (Transportation) to input agency fiscal details for transportation.

e Review agency fiscal details to ensure the amounts are correct for both O (Omnibus) and T
(Transportation) budget data.

Fiscal Details: Agency 010 Bond Retirement and Interest (Programs 404, 405, & 406)
e Review agency fiscal details budget data.
e Select the program and OMN/TRN level to input agency fiscal details.

e Review agency fiscal details to ensure the amounts are correct for both O (Omnibus) and
T(Transportation) budget data.

Flscal Details - Funding Version: 1ZZZZ - Sample > Budget Level: Maintenance > Decision Package: 11-Sample

Fiscal details for fund/appropriation type/activity are included in decision package defails with incremental changes for each fiscal year

Funding / Fund Activities FTEs / FTE Activities Objects

Total 2019-21 Total 2019-21 Total 2019-21 Total 2019-21
$0/%0 0.0/0.0 $0 $0
Program 404 - Motor Vehicle Fuel Tax Debt v

Select the program and OMN / TRN on fiscal
OMN / TRN | 4040 - Motor Vehicle Fuel T - Omnibus ~ ils pages (Funding, FTEs, » Objects).

4040 - Motor Vehicle Fuel T - Omnibus

Fiscal Details: Agency 225 Washington State Patrol
e Continue to associate OPR and/or 90C programs to a decision package (even if it contains fiscal details for
operating only).

Dashboard > Versions > Decision Packages > Decision Package Details
L Se|eCt O - OMN to > Fiscal Details - Funding
associate amounts to Fiscal Details - Funding Version: 12222 - Sample > Budget Levat Mai > Decision Package: 22-Samp
operating budget data
. . Fiscal details for ppropriation t ivity are included in decision package details with incremental changes for each fiscal year
on fiscal details pages.
Total 2019-21 Total 2019-21 Total 2019-21 Total 2019-21
$0/%0 0.0/0.0 $0 $0

Program  90C - Capital Select O - OMN to associate amounts to

P a data on fiscal details
pages (| ing, FTEs, Obji

90C - Capital
OPR - Operating
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If the Fiscal Details Data Template is used with the data import process, leave the program and
subprogram (category) columns blank and select OMN in the OMN/TRN column.

OMN
TRN

For transportation programs 90C (Capital) and OPR (Operating), use the program code and select TRN in
the OMN/TRN column.

Based on discussions with agency OFM budget analyst the Decision Package may need to be re-
imported.

Note: Agency budget operations users can import base/current biennium (CB) and carry-forward (CL)
decision packages for a version. The import process uses data from OFM. If the version already
includes the base or carry-forward decision package, it will be updated during the import process.
Reference the ABS online Help Center or the Manage Version/Decision Package job aid for additional
information and steps for importing decision package information.

Completing the Decision Package

1. From the Decision Package page, select the icon for the Decision Package to complete under View/Edit
Details
Decision Package Information
Budget Level: Current Biennium
& TOPL - Current Biennium Base Control = _i'\ﬂ EF
Budget Level: Maintenance
9Z - Recast 1o Acivity Draft 39 Qp
Budget Level: Policy
2. Complete Details: The complete checkbox will be grayed out if the item has been marked complete.
Verify all of the items needed have been completed to submit.
3. Run Edit Check to view a list of items that may need to be reviewed or corrected in a decision package.
The Edit Check report displays a list of errors.
e Critical: Must be corrected prior to submittal
e Warning: Informational only, review item prior to submittal if needed
[t Checks | 3 0P Summary
Decision Package Detals Required View/Edit Compiete:
‘Agency Recommendafion Summary s @ ]
Package Descripfion s @ 0
| Perfomance Measures v @
Assumptions and Calculations F4 0
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Dashboard > \Versions > Decision Packages > Decision Package Details > Decision Package Edit Ghecks &
Decision Package Edit Checks
t may need fo be reviewed andior corr
& Print Report l [RDP Details
Q Package Description is missing
[x] Agency Recommendalion Summary is missing.
o Detailed Assumptions and Calculafions: - A response to this question is required, pleass review the question and provide a response
o Workforce Assumptions: - A response to this question is required, please review the question and provide a response
[~ How is your proposal impacting equity in the state? - A response to this question is required. pleass review the question and provide a response
(=} Strategic Framework - A response to this question is required, please review the question and provide a response
[~ Performance Cuicomes: - A respanse fo this question is required, please review the question and provide 3 response.
A Puget Sound Recovery: - This question doesn't require an agency response, but it is still recommended that one be provided
A Expansion, Reduction, Elimination or Alterafion of a current program or service: - This question doesn't require an agency response, but it is still recommended that one be provided
F:Y State Workforce Impacts - This quesfion doesn't require an agency response, but it is still recommended that one be provided
A Intergovernmental: - This question doesn'l require an agency response, but it is stil recommended that one be provided.
A Legal or Administrative Mandates: - This question doesnt require an agency response, but it is still recommended that one be provided
A Stakeholder Response: - This question dossn't require an agency response, bul it is siill recommende that one be provided.

4. View Decision Package Summary:
e Select DP Summary from the Decision Package Details screen

ABS provides at-a-glance indicators fo quickly determine when ifems are required and/or complete

21 DP Summary

Decision Package Details Required View/Edit Complete

Agency Recommendation Summary v &

¢ This opens the Decision Package Summary report, shown below.

Office of Fmancial Management
2021-23 First Supplemental Budgst Session
Policy Level - 98 - General [nflation

Fiscal Summary

Fiscal Summary Fiscal Years Biennial Fiscal Years Biennial
Dollars in Thousands 2022 2023 2021-23 2024 2025 2023-25
Staffing
FTEs 0.0 0.0 0.0 0.0 0.0 0.0
Operating Expenditures
Fund 001 -1 $0 30 $0 50 30 30
Total Expenditures $0 30 $0 $0 $0 $0

Assumptions and Calculations
Expansion, Reduction, Elimination or Alteration of a current program or service:

No answer was provided.

Detailed Assumptions and Calculations:

No answer was provided.

Woerkforce Assumptions:

No answer was provided.

How is your proposal impacting equity in the state?

No answer was provided.

Strategic and Pen‘orma_nce Outcomes

____________________________________________________________________________________________________________________________________________________________________|
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Agency Request Submittal

Both agency budget operations users and agency edit users can create a new submittal. Create one agency
budget request submittal based on OFM budget instructions for the budget session. From the Main menu,
select Submittal.

1. Create New Submittal, if an agency budget version us not ready or available for the
session, Create New Submittal will not be displayed.

2. Submittal Type
e Agency Request
e Recast

5 Budget Submittals

Budget
Use the submiital menu to prepare, view, and submit an agency budget request
g Create New Submitial
Submittal
I Title Type Stalus  Stalus Change Date Version  Copy View/Prepare Edit Delete  EditCheck  Release I
[ ] Agency Request Submitted  Sep 10, 2021, 4:47:39 PM SUB Q

Reports

3. Submittal Title: A default title will be displayed based on the budget session and type

of submittal. To create a new title, input up to 50 characters. Once added the title cannot be edited.

Submittal Version: The selected agency’s versions will be listed however most agencies will prepare a
budget submittal with only one version. If the agency is required to prepare a submittal with multiple
versions, a notice will populate. If a version is not selected a warning message will populate.

Prepare Submittal

Both agency budget operations users and agency edit users can prepare a submittal. An agency budget
version is required to prepare a submittal.

Preparation Tips:

Submittal requirements for agency requests are added based on OFM Budget Instructions for the
budget session.

Optional Items (per agency) are accompanied with a checkbox to mark as Not Applicable (N/A) if opting
out of completing. If an item is marked N/A, the ability to use notes and attachment tools is removed.
Notes are for internal agency use only and not submitted to OFM.

Attachments: Only one file can be attached per item,

Enterprise Reports (ER) are automatically attached with an agency request submission, which can also
be saved for reference.

Templates: Some items may have templates to use, which are displayed as links and downloaded when
selected. Use the Save As feature prior to completing, when finished, attach the completed template using
the Attachment Tools

Mark Date Allowed File

Description Notes Reference Information Attachment Tools
P N/A Uploaded Types

ABS029 Summarized Revenue by Account and @
Source

This report will be automatically generated
and attached on submittal to OFM

= IF'I'O;JGSEU Fee Changes Templaie Upload when All
complete

I All

|Q Enterprise Reporting

Proposed Fee Changes

Revenue Transfer Reconciliation Statement (& | revenue Transfer Statement Example X I

Linked to Template

Puget Sound Action Agenda: List of decision
packages and capital project reguests

|||:||:||:|
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Preparing Submittal Sections for Agency Requests

From the Budget Submittal screen, the new submittal is listed with other agency requests for the same
biennium. If an agency request has been submitted, the request information is not editable, but can be viewed
for reference.

Select the Packet icon under View/Prepare. This opens the Prepare Budget Submittal screen which lists
the requirements needed for the package type, as well as the status of each requirement.

Status Status Change Date Version  Copy  ViewPrepare | Edit  Delete EditCheck Release
2022 Supplemental Request Revised ~ Agency Request o e @
2022 Supplemental Request Recast Not Subrmitted | =TSTZoZZ ToZZoT=m PR | & ¢ 1 [ 4

1. Agency Information, Examples:
e Agency Head Transmittal Letter
e Agency Organization Chart
o Agency Strategic Plan
2. Recommendation Summary
e Report ABS024 in ER
3. Decision Packages:
o Policy Level: Decision Package Summary Report(s)
¢ Maintenance Level: Decision Package Summary Report(s)
Note: 9Z Recast to Activity Summary is not generated for a special use Decision Package.
4. Agency Supporting Details
e Agency DP Priority (PL)
e Summarized Revenue by Account and Source
e Working Capital Reserve
Other Supporting Documents
e Risk Management Decision Package and Updates
e Fund Split Information
¢ Additional Attachments: Multiple files can be attached with one upload. When adding attachments in
this section, select the file, and open. After the file is uploaded a share level message populates asking
for a level in which the files can be viewed as shown below:

o

v Agency: Internal Agency Only

Other Supporting Documents
v' OFM: Internal Agency & OFM Share Level
v Public: Agency Budget Request | Sample Attachment.docx e T
Public Repository (ABR) U Agency [JoFM & Public
View Budget Submittal version I
Q search x
Allowed File Types:
= Text files (standard Microsoft office documents , pdf, and fext files). .doc, .docm, .docx, him, htmi, msg, .oft, pdf, ppt, ppix, rif, .ixt, xIs, xIsm, xisx
= Image files (standard image types). joeg. jpog, png, tif, gif
oA-‘.‘ required documents have been upioaded.
I Description Mark N/A Date Uploaded Notes Reference Information Attachment Tools Allowed File Types

Agency Information
Recommendation Summary
Decision Packages

Agency Supporting Details

(& Other Supporting Documents

____________________________________________________________________________________________________________________________________________________________________|
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If items are needed to be completed before a submittal, the following message will display at the top of the
menu Bar:

L) Mot all required documents have been uploaded.

Mark Date
Descripti Not
S fiption N/A  Uploaded o0

Once each required item has been completed, the message will update automatically to:

oA.-'-' required documents have been uploaded.

Final Run Edit Check

1. Select the Edit Check icon to view items.

Status Status Change Date Version Copy View/Prepare Edit Delete ' EditCheck = Release

| ] Agency Request  Not Submitted ~ Apr 19, 2022, 4:11:11 PM PLO1 & @ i} 4

2. Errors will be listed as:
e Warning: Informational only
e Critical Error: Item(s) to be corrected before request can be submitted.

Dashboard > Budget Submittals > Budget Submittal Edit Checks
An error occurred

The Submiital Pre release edits

Submittal Edit Checks didn't pass. Review the errors and

make commections where needed.

x & Print Report

Agency Request Submittal, One Version

ABS will provide any additional instructions needed for a submittal based on the current budget session.
Agency Budget Operation users are the only users permitted to submit the request(s) and other documents in
ABS to OFM.

1. Click on the Release arrow icon in the same row as the request to be submitted
2. ABS will run another edit check, once all critical errors are resolved, a message will provide the next steps
to continue or confirmation to submit.

Status Status Change Date Version Copy View/Prepare Edit Delete Edit Check Release
2022 Supplemental Request  Agency Request Recalled Jan 19, 2022, 9:42:46 AM JJoa Q
| ] Agency Request  Not Submitted  Apr 19, 2022, 411:11 PM PLOA & (4 it} =]

Agency Request Submittal, Multiple Versions

ABS will provide additional prompts and edit checks if your agency is required to provide information at the
program and/or sub-program (category) level.

1. Click on the Release arrow icon in the same row as the request to be submitted
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2. ABS will run another edit check, once all critical errors are resolved, a message will provide the next steps
to continue or confirmation to submit.

Submittal Type® Submittal Title*

Agency Request ~ -Agency Request

Submittal Version for Programs

010 - Children's Administration 020 - Juvenile Rehabilitation 030 - Mental Health

Select a version... " Select a version.. w Select a version... "
050 - Long-Term Care 060 - Economic Services Administration 070 - Alcohol And Substance Abuse

Select a version... v Select a version... W Select a version.. w
110 - Administration/Supporting Services 135 - Special Commitment Program 145 - Payments to Other

Select a version... i Select a version... b Select a version... W

160 - Consolidated Fleld Services

Select a version... hd

Agency Recast

Agency budget operations can create a new version (ABS will automatically link an agency version to a
budget session). Once OFM has prepared the budget submittal for Recast and created the Recast version
with the enacted topline, then agencies can begin work on the Recast. If OFM has not prepared the budget
submittal for Recast and created the Recast version with the enacted topline, agencies will get a notice when
trying to create a version that says:

An Agency Recast is created and developed as instructed in the following links by topic, specific recast rules
and instructions are noted under each link.

1. Create a New Version
¢ If making a version copy ABS will only copy the same type of Recast Version. If merging a version,
ABS will only merge the same type of Recast Version.
2. Decision Packages
¢ The Recast Version will auto save with a decision package of TOPL in a status of control with the
enacted Topline from Winsum, and a special use activity only decision package (92).
e Certain features will be disabled within a Recast version: create new decision package, copy decision
package, and delete decision package.
3. Add Activities

001 - General Fund Totals 39,515 36,989

- Accounting Services for Other Agencies
- Administrative Activity

- Foracasting and Research 001-1 General Fund - State 23,866 19,598
- Enterprise Financial Systems Support
- Collective Bargaining

- Governor's Budget Development e <
- Governor's Ofﬁcge for ReguTalUQr Innovation and Assistance {ORIA) ACtIVIty Selectan AC‘tIV\ty ¥

- Risk Management
- Statewide Accounting Policies and Reporting

ide Policy Development for Governor's Office AD02 - Administrative Activity 23,866 0

=g g gl R = R =N =N = =]

1
2
4
33
3
9
0 - Personal Service and Client Service Contracts
2
3
3
8
9
1

Serve Washington
- Results Washington ~ 2
- State Facilities Ovearsight AUl sorecastng and 0 19,598
- State Human Resources Research
12 - Enterprise Classification and Compensation e
114 - Workforce Planning, Performance, Rules & Appeals Funding Activities Balance (should be all zero) m m
A115 - Rules and Appeals - —
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e Users will be able to view the funding and FTE amounts from the enacted topline that will be used to
balance activities. One or multiple Activities can be added to each fund and appropriation amount. The
Activities are balanced once the balance bar indicates zero for that fund and appropriation type.

4. Create Budget Submittal

o Arecast version cannot be created if it is not available for the budget session.
5. Prepare Submittal

e Arecast version is required to prepare the submittal

e Recast submittal information for the budget session will be displayed in ABS

e Reports are run and attached when the recast is submitted.
6. Submittal

Recall & Resubmit

By Exception Only! If recast request is submitted accidentally, contact the agency’s OFM budget analyst
immediately to coordinate next steps. In exceptional cases, the OFM budget analyst may request a ‘recall’ for
the submittal. Caution! This is a rare occurrence and incudes additional steps. The recast version will be
locked and cannot be edited. An associated current recast version is required with resubmittal a new recast
version may need to be created or copy an existing recast version to update the information before submitting
the recast request.

Running ABS Budget Reports

ABS includes commonly used budget reports. These reports and more can be found in Enterprise Reporting,
Budget Reports as well as historical data. More information about these reports can be found on the OFM
Website. Information regarding Capital Budget Requests can also be found on the OFM Website, under State

Budgets.

Each report will offer informational choices to include

in the report based on the report chosen and the Dasnboard > Budget Reports
agency data in ABS. The Agency Activity ®
Inventory Report choices are shown below with Dashboard Budget Reports

OFM Winsum selected as the Source: .
eport

E | Select a Report v
Report Budget

ACTO001 Agency Activity Inventory .
gency ! ’ v ABS024 Recommendation Summary

Version Source Version ABS029 Summarized Revenue by Account and Source
g ABS030 Working Capital Reserve
OFM (Winsum) v Select a Version ¥ ABS031 Aaency DP Priority (PL)
o g yi

ABS033 Performance Measure Incremental Estimates

TOFIMBASE - 22 Suppiemental Base ACTO001 Agency Activity Inventory

Approved Only 22SULAND - 22 Supplemental ABS Landing

Approved Measures Only? AGYREQ - 22 Supp Agency Request VABS003 Two Way RecSum Version Compare
® ves No CTCL - Conf Transpo Current Law VABS004 Three Way RecSum Version Compare
- CTNLMA - Conf Transpo New Law Move Ahead '3 it hy Ei
ENACTED _ Enacied Op Transpo Gov Signed WABS005 Fund and FTE Detail by Fiscal Year
Display Parameter Page GV22CLAW - Goveror's 20222 Sup Current Law WVABS006 Two Way Fund and FTE Detail Version Compare by Fiscal Year
Report parameters will be included as part of the report. GV22SUP - Governor's 2022 Supplemental Budget WABS009 Data Export to Excel
@ Yes No GVJANUPD - Govemor's 2022 Sup - Jan Update
= HOCHAIR - House Operating Chair
HOCOMM - House Operating Committee
HOCONF - House Operating Conference . H .
sty ool L.l Note: The other common options are:
HORANKM - House Operating Ranking Member . .
HTCHAIR - House Transportation Chair e Version Source: AgenCy
HTFLOOR - House Transportation Floor . . .
LEGHAWA - Leg New Law Wove Anead Wi e Version: Agency created Versions

SOCHAIR - Senate Operating Chair
SOCOMM - Senate Operating Committee -

Once the parameters of the report are selected, select: Run Report
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Report
N
ACTO01 Agency Activity Inventory ~
Version Source Version
OFM (Winsum) b ENACTED - Enacted Op/ TI w

Approved Only
Approved Measures Only?

=
® Yes Mo

Display Parameter Page

Report parameters will be included as part of the report.

=
@ vyes Mo

Some reports will open in a new tab in the browser, others will open in an excel document, use the browser
tools to save or print the reports.

im} | 4 ABS x D ACTOO1 - Agency Activity Invent X + -
&} A I (2)  https//reportbroker.ofm.wa.gov/ViewPDFReport.aspx?ParameterStream=VXNIckShbWU9Ym Fzc2)1ZGdIdCZ Ve VyUHdkPXVul 2WjdX .. I 16 =

. ______________________________________________________________________| &

= |1 e Q - + @ =\ md Ao Y- - @ e B

ACTO001 - Agency Activity Inventory
105 - Office of Financial Management
2022 First Supplemental Budget Session

Datlars in Thousands AGYREQ - 22 Supp Agency Request

____________________________________________________________________________________________________________________________________________________________________|
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Commonly Used Budget Report Information

Reference #

ABS ABS Report Name Additional Information (BDS
Report # Report)
Summary of funding recommendations for decision packages.
»= Includes legislative spending authority in the current
biennium with incremental changes, carry-forward,
ABS024 Recommendation maintenance I.evel, policy level, and su.mmary information. BDS024
Summary = Each budget line on the recommendation summary
represents a single budget decision from decision
packages at the agency or program level.
= Dollar amounts are based on ‘dollars in thousands’.
Revenues that are expected for budgeted funds in the ensuing
biennium.
= Includes recommendation summary text for revenue-
Summarized Revenue related decision packages.
ABS029 by Account and Source » Includes all accounts with budget type A, B, or M, and BDS029
certain type H. Reference the State Administrative and
Accounting Manual (SAAM) section 75.30.50 for a list of
funds and their respective budget types.
» Dollar amounts are based on ‘dollars in thousands’.
Recommended ending fund balances for current
bienniumand ensuing biennium for working capital
Working Capital reserves.
BDS030
ABS030 Reserve =  Working capital is managed by the administering agency for
each fund only.
= Dollar amounts are based on ‘dollars in thousands’.
ABS031 Agency DP Priority (PL) Prioritized list of agency decision packaggs. BDS031
* Includes agency policy level (PL) decision packages only.
ABS033 Performance Mgasure Incremental changes for performance measures in decision BDS033
Incremental Estimates | packages.
ACT001 Agency Activity Activity description with performance measures and expected ACTOO01
Inventory results.
Comparison for recommendation summary.
VABS003 Two \_Nay RecSum = Compares th) versions in the buc.iget session. VRS003
Version Compare = Includes omnibus and transportation data from OFM.
= Dollar amounts are based on ‘dollars in thousands’.
. Fund and FTE details by fiscal year.
VABS005 Fund a::ri\;ch;'II'EeD;tall by | . Includes omnibus and transportation data from OFM. VRS005
= Dollar amounts are based on ‘dollars in thousands’.
Two Way Fund and FTE | Comparison for Fund and FTE details based on two versions.
VABS006 | Detail Version Compare | = Includes omnibus and transportation data from OFM. VRS006
by Fiscal Year = Dollar amounts are based on ‘dollars in thousands’.
VABS009 Data Export to Excel Budget data is exported to Microsoft Excel. VRS009

= Data is sorted alphabetically by default

Agency Budget System
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Agency Administration Management

Agency Budget Operation Users can manage a variety of Decision Package tasks from the Admin Menu

1. Manage Agency Decision Package Questions: Create and manage additional questions for decision
packages.
e Optional for Internal Use
¢ Not Submitted to OFM
e Sort the order of questions when there are
multiple questions

Agency Admin Menu

(® Manage Agency Decision Package Questions

Manage Agency Decision Package Statuses

Manage Agency Decision Package Titles

error. (& Manage Agency Descriptive Text

Question™® * Indicates required fields

e Edit questions -
e Delete questions no longer needed or done in Budget
B
Reports

Instructions™

Sample Cuestion ABC & 1
Sample Question XYZ s~ @ m

Cancel

2. Manage Agency Decision Package Statues:
Create a new or delete a Package Status on draft

decision packages. Default statuses cannot be - N
deleted. mequired, maximum ZU characlers 9

e New statuses will be listed in the decision

package status dropdown to select from. Submitted

e Edit the name of a created status

e Delete a created status Control
Status Tools 0 Herake

Delete Decision Package Status
Dl’aﬂ ¥iou e abou 10 delete the Selecied Oecision paciage Dl—aﬂ
lakus, Continua?

Initial Draft 4

» Agencies can use draft status to meet specific business needs such as: Team review, Initial draft, etc.

3. Manage Agency Decision Package Titles: Create and manage decision package titles.
e Up to 35 letters and/or numbers can be used to create a decision package title and letters and/or
numbers to create a 2-digit decision package code. The letters ‘O’ or ‘I’ should not be used to avoid
confusion with the numbers ‘0’ (zero) and ‘1’ (one).

e Global codes or titles cannot be updated by agencies as they are managed by OFM.
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Agencies can use this option to:
¢ Plan and organize decision package codes and titles for other users to select
o Display a list of the titles from the agency and the global titles that OFM manages.
» Version codes will also be displayed if the decision package is used in a version.
= Edit or delete agency decision package titles / type
» Decision Package codes cannot be edited or deleted once created.

H Create New Being Used in Version(s) Tools

[E] ©

2. Manage Agency Descriptive Text: Although this is not a component of the agency budget request, it is a
required element. The following elements may need to be updated for every session:
e Mission Title
o Mission
e Description
e RCW /Law changes and effects

At the beginning of the budget session the descriptive text section is Pending Agency Review. Review and
update all elements and update the status to Agency Reviewed.

Manage Agency Descriptive Text

I - Official Text "D - Pending Approval Text [ - Editable Text A - Unsaved Text & - Submitted Text

Status: Pending Agency Review

OFM then reviews the descriptive text sections if it is approved OFM will update the status to OFM Reviewed.

____________________________________________________________________________________________________________________________________________________________________|
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Glossary

This glossary includes common terms used with the Agency Budget System (ABS). Use the OFM website
https://ofm.wa.gov/ to search for specific budget and legislative terms.

A BCDEFGHIJKLMNOPQRSTUVWXY/Z
Term Description

A

Activity Describes what an agency does to accomplish their goals and objectives. Activities

are aligned to the agency strategic plan and to the statewide performance targets for
Results Washington.

Activity descriptions provide information about the nature of the service, the expected
results, and how the activity was funded in the budget.

Agency Budget
System
(ABS)

Modern software solution that agencies will use to develop and electronically submit
their biennial and supplemental budget requests.
ABS replaces the old Budget Development System (BDS).

Agency Financial
Reporting System
(AFRS)

State of Washington accounting system. For more information, reference the AFRS
product site hitps://ofm.wa.gov/it-systems/agency-financial-reporting-system-afrs.

Agency Budget
Requests (ABR)
Public Repository

Budget request information is available on ABR public repository after the agency
budget operations user submits the agency budget request in ABS.

Information on the Agency Budget Requests (ABR) public repository
(https://abr.ofm.wa.gov/budget/agency/requests) is based on biennial and
supplemental budget requests submitted to OFM via the Agency Budget System
(ABS).

B

Budget
Development
System (BDS)

Agency Budget System (ABS) replaces the old Budget Development System (BDS).
Historical data from BDS will be available in budget reports from Enterprise Reporting
(ER).

Budget Instructions

Information and timelines provided by OFM to guide agencies through the budget
development and submittal processes.
Budget instructions are available from the ABS dashboard.

BudgetWorks Portal

Website for agency users to access budget-related systems. The new BudgetWorks
portal replaces the old Budget Portfolio Systems (BPS) site.

BudgetWorks (https://budgetlogon.ofm.wa.gov/Logon.aspx) includes links to budget-
related information, budget systems and support, password resets, and a form to
request access for new users.

Cc

Carry-Forward Reference point created by calculating the biennialized cost of decisions already

(CL) recognized in appropriations from the Legislature.
OFM consults with legislative and agency staff to determine carry-forward. After OFM
calculates the carry-forward level, they provide the amounts to the agency for use in
their budget submittals. The carry-forward amount will be imported to ABS from OFM
(Winsum) as part of an automated interface process.

D

Dashboard Default ‘home’ page in ABS.

The ABS dashboard provides at-a-glance information about submittal deadlines with
quick links to OFM budget instructions and related documents.
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Term

Description

Decision Package
(DP)

Represents a discrete budget decision. Agencies use a decision package to describe
and support their budget requests.
In ABS, decision packages are linked to a version in a budget session.

E

Enterprise Reporting
(ER)

Query and analysis tools to support reporting requirements for the Agency Budget
System (ABS). For more information, reference the Enterprise Reporting site
https://ofm.wa.gov/it-systems/enterprise-reporting-er.

Enterprise Resource
Planning Systems
(ERP Systems)

Integrated business applications for budgeting, finance, procurement, human
resources (HR), technology, assets, etc. ERP systems integrate common business
processes and data models to more easily share information and collaborate across
an organization. One Washington provides an overview of ERP strategies for the
State of Washington.

F

File Transfer
Protocol (FTP)

Set of rules for exchanging data files between computer systems.

G

Global Codes Decision package codes and/or titles that are managed by OFM.
ABS includes & global codes that are managed by OFM for specific types of
maintenance and policy levels. For example, use global codes to identify common
items of change.

H

Help Center Online resource to provide information and guidance for ABS users.
ABS help center is available from the dashboard and toolbar.

|

IT Addendum Template with additional information for decision packages that have Information
Technology (IT) related costs.
ABS includes an IT addendum template for itemized costs and information to help
determine additional review steps based on RCW 43.88.092. An IT addendum
template is required if a decision package includes funding for IT related costs.

J

Joint Legislative
Audit and Review
Committee (JLARC)

Conducts performance audits and program evaluations to support more effective,
efficient, and accountable state government operations.
For more information http://leg.wa.gov/jlarc.

Justification and
Impacts

Section in a decision package to help support the business case for budget
decisions.

ABS includes prompts and templates in the justification and impacts section of
decision package details so that agencies can provide information and attach
reference documents.

L

Legislative
Evaluation and
Accountability
Program Committee
(LEAP)

Provides independent source of information for developing budgets, communicating
budget decisions and tracking budget and revenue activity. For more information
http://leap.leg.wa.gov/leap

Maintenance Level
(ML)

Represents the estimated cost of providing for currently authorized services in the
ensuing biennium. Maintenance level reflects the cost of mandatory caseload,
enrollment, inflation, and other legally unavoidable costs.

Maintenance level is a type of budget level. For example, when you create a decision
package in ABS, you will select a budget level.
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Term Description
N
Notebook Refers to an old process from previous budget instructions that required printed and

(old process)

collated notebooks (3-ring binders) for budget submittal.

Automated version, decision package, and submittal processes in ABS replace the
need for printed and collated notebooks. Agencies will input their budget-related
information and use the streamlined processes in ABS to electronically submit their
budget requests.

0)

One Washington
(one.wa.gov)

State of Washington business transformation program to modernize and improve
aging administrative systems and related business processes. For example, the
Budget System Modernization project is an initiative under the umbrella of One
Washington and will implement the new Agency Budget System (ABS) to replace the
aging Budget Development System (BDS).

P

Performance Quantitative indicator to monitor and evaluate progress or trends. These indicators

Measure may include measures of inputs, outputs, outcomes, productivity, and/or quality.
Performance measure information will be included in each decision package.

Policy Level Represents the estimated cost of providing for discretionary workload, new programs

(PL) or services, or program reductions and other changes. Policy level reflects the cost of
revised strategies or substantial differences in program direction.
Policy level is a type of budget level. For example, you will select a budget level when
you create a new decision package in ABS.

Plain Talk Simple and clear language that is commonly used by the intended audience.
Plain talk language is clear, concise, and easy to read. Use plain talk when you
develop your decision packages to help ensure decision makers can easily review
and understand them.
For more information, reference plain talk principles and guidelines on
https://www.governor.wa.gov/issues/issues/efficient-government/plain-talk.

Q

Questions Part of the decision package details (in the Justification and Impacts section) to help
agencies explain and justify their budget requests.
OFM questions: Decision packages include standard questions based on OFM
budget instructions for the session.
Agency questions: Agency budget operations can include additional questions to
collect information to help prepare decision packages.

R

Recast Budget source. For example, an enacted budget is recast of a budget request.

Recommendation Brief description of the decision package.

Summary This is the starting point for the text that describes items funded in the Governor’s

proposed budget.

Results Washington

Data-driven initiative to make government more effective, efficient, and customer-
focused.
For more information, reference https://www.results.wa.gov.

S

Salary Projection
System (SPS)

Software solution that agencies use to develop staffing-related Full Time Equivalent
(FTE) and expenditure estimates. SPS can be used to analyze costs of current staff
levels or to develop scenarios to estimate costs for budget proposals.

For more information, reference the Salary Projection System site
https://ofm.wa.gov/it-systems/salary-projection-system-sps.
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Term

Description

Secure File Transfer
Protocol (SFTP)

Set of rules for exchanging data files between computer systems.

Session

Combination of budget period and budget type. For example, ‘2019 - 21 Regular’ is
the regular biennial budget session for fiscal years 2020 through 2021.

T

Tab (A/B/C/D/E)

Sections in the ABS budget request submittal package.

OFM budget operations will setup the sections for the submittal package based on
requirements for a budget session. For example, section A includes agency
information (agency organization chart, agency activity inventory report, agency
strategic plan, etc.).

Toolbar

The toolbar is located near the top of all ABS pages.
Toolbar options are dependent on your user role. For example, OFM Budget
Operations and DES Small Agency Services will have an option to select a different

agency because they support more than one agency.
m e R ® ®
Session Agency Bookmarks Help Log out

Select Select Add, delete, or View ABS Help ABS
different different use bookmarks Log out
session agency

V)

User Role

Set of permissions provided to someone authorized to use ABS.
Agency budget data is secured by a user role to help ensure agencies control and
maintain their own budget information.

ABS User Role

Agency Budget
Operations

(also includes everything
in the agency edit user
role)

Agency Edit

(also includes everything
in the agency limited
user role)

Agency Limited

Additional Information

Manage agency versions and decision packages.
Manage agency budget submittal.

Manage agency administration/settings.

Run reports.

Create/update decision packages.
View/update working capital.

View/update budget submittal information.
Run reports.

Limited to specific/assigned tasks.
View/update assigned decision package, budget
information, and working capital.

Run reports.

Manage global settings.

Manage administration/budget instructions.
Manage budget intake and submittal process.
Run reports.

OFM Budget Operations

\'/

Version

Represents an agency budget version. For example, an ABS budget version is
created by the agency budget manager to prepare for an upcoming session.
In ABS, decision packages are linked to a version in a budget session.

w

Web Intelligence
(Webl)

Web-based reporting and analysis tools. Webl provides an interactive way to create
reports and analyze data with Enterprise Reporting (ER) tools.

Winsum

OFM internal system. Data is sent between ABS and Winsum to automate processes
and reduce manual data entry. For example, carry-forward data will be imported into
ABS from Winsum.
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Additional Links

Where are the OFM budget instructions?

The ABS dashboard includes a quick link to the OFM budget instructions. The instructions are also
available from Budget | Office of Financial Management (wa.gov).

Is there a distribution list for news and updates about budget modernization activities?

Sign-up for news and updates via GovDelivery subscriptions on the OFM website. For system
modernization Office of the Governor / Office of Financial Management (govdelivery.com)

Is there a distribution list for news and updates about ABS?

Sign-up for news and updates via GovDelivery subscriptions on the OFM website. For example,
subscribe to enterprise applications and/or specific budget applications via Office of the Governor /
Office of Financial Management (govdelivery.com)

Are there additional budget reports available from Enterprise Reporting (ER)?

ABS data will be available from Enterprise Reporting (ER) along with historical data from the old
Budget Development System (BDS). For more information about Enterprise Reporting, reference
Enterprise Reporting (ER) | Office of Financial Management (wa.gov).

Are there additional budget reports available?

To view and download Operating Budget Request Documents submitted by state agencies and high
education institutions to the Office of Financial Management for consideration in budget sessions from
2019 to current visit Office of Financial Management - Public Repository (wa.gov). Capital Budget
Requests may be found at Capital budget requests | Office of Financial Management (wa.gov).

Where can | find additional Frequently Asked Questions?

Frequently Asked Questions and other ABS information can be found on Agency Budget System
(ABS) | Office of Financial Management (wa.gov)

For additional information about the Agency Budget System (ABS), please contact the OFM Help Desk
(HereToHelp@ofm.wa.qov or call 360.407.9100, Monday through Friday 7 a.m. to 5:30 p.m.).
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