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Lesson 1 — Activity Description User Interface

Activity Descriptions is used by both OFM and Agencies. There are 4 user types:
e OFM Budget Operations — Can Add, Delete, Update locked activities and change list order.
e OFM Budget Analyst — Can Add, Delete unlocked activities, Update unlocked activities and
change list order
e Agency Budget Operation — Can Update unlocked activities and change list order
e Agency Analyst — Can Update unlocked activities and change list order

There is one version of activity descriptions, per biennium for both OFM and BDS users. Only OFM
can add or delete activities.

Please refer to the Operating Budget Instructions for more guidance on activity descriptions and
performance measures.

Activity Management

Activity Management

Save @
Biennium: 2009-11 4

Activities

Sharlene McGrath : 105 - Office of Financial Management
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(© 2009 Washington State
Office of Financial Management : Dev
1. The user has 4 selections at the top left hand corner of the screen:

e Enterprise Reporting — Goes to the Enterprise Reporting Logon page
e Contact - Contact information for the Budget Portfolio Help Desk
e Help - Budget Portfolio Library
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e Close — Logs out of the application
Activity Management and Activity Locks
Activity Management — Is displayed on both the Activity Description list order
screen and the Activity Detail screen
Activity Locks — This tab is only available to OFM Budget Operation. OFM
Budget Operations users can click on this tab; they will go the Activity
Locks applications for the biennium and agency they are working in.
Users Name and Agency Title
Biennium the user is logged into
Number of Activities in the Activity list
Function tabs:
Add — Only OFM users can add activities
Update — All users can update unlocked activities. OFM Budget Operation users
can update locked activities
Reorder - after a user creates a list order, they can select the Reorder tab to verify
the activities are in the expected order. Reorder does not save the list order. The
user must select the Save button (see #11).
Delete — Only OFM users can delete and activity. The user can select a single
activity or multiple activities to delete
Reset — this will set the list order back to the state at the last save
Clear Sort — This will clear the sort for all columns
Reset Default Sort — This will bring the screen back to the default sort. The
default sort is List Order.
Selection Box — the user can click in the box to select or deselect an activity
List Order - By default, the activity list order is in ascending. The user has the ability
to change the list order.
Activity Code — The activity code is a 4 character, alpha-numeric code. The code must
be unique.

10. Activity Title — The activity title will allow up to 100 characters. The title must be

unique.

11. Save — The Save tab will save changes.
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Lesson 2 — Reorder Activity Descriptions

The user has the ability to reorder the Activity lists. £ Note: The reorder does not save the new
order. Once the list is in the expected order the user must select the Save button to save. £Z4J Note:
You can also change the list order and click on the Save button without using the Reorder. The
reorder is mainly used when the user has several changes to the list order, but wants to verify before
saving. £ Note: All users can change and save the activity list order. This list order is the order
the activities will appear in reports.

1. To perform the reorder function, first select the List Order drop down for the activity you
want to change; select the number that you want for the activity order. £ZJ Note: If you
want activity code A005 to be List Order number one, click on the drop down and select
number one. Notice that there are now two activities with the number one (A002 and A005 —
see example b). When you select the Reorder tab, activity AOO5 will become list order one
and activity A0O02 will become activity list order two. If this is what you are expecting, select
the Save button in order to save changes.

Activity Management |« GqiyERaeE
Activity Management Sh

Save

Biennium: 2009-11

Activities

B 19 Records

Add || Update || Reorder || Delete || Reset
Select List Ordera1 Code Title

1 hd mﬂm Lrtivity
ADD3 Assessment Payments on State Lands T

AD04 Budget Driver and Expenditure EacacactsResenretnamd Monftoring I There are two list

order #1
5 Central Financial Systems Development and Maintenance

A006 Collective Bargaining

ADD1  Accounting Services for Other Agencies
BOD1 add
ADD9 6 - 123 Office of Regulatory Assistance - test 123

AD10 Persenal Service and Client Service Contracts
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=
=
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A016 Washington Commission for National and Community Service
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2. Select the Reorder tab. £ Note: As per the example in step #1, now A005 will be List
Order number one and the previous List Order number one is now List Order number two
and all other activities will move down one number. £ZZJ Note: The List Order will be
reorded, but not saved.

3. Select the Save button to save the new List Order.

Lesson 3 — Add a new Activity

Only OFM users have the ability to add new activities. When an agency user needs to add an
activity, contact your OFM Analyst and they can add the activity to the system

Only an OFM user can add an activity. Select the Add button from the Activity Management screen
and the Manage Activity screen will open.

Activity Management | NG nERE]

Art Overman : 105 - Office of Financial Management

Activity Management > Manage Activity

2
Save | Reset | Cancel

Biennium: 2009-11 Activity: [No Code] - [No Title]

Description

Related Statewide Results
16
B 0 Records Show Filter u
Filter Data | | Reset Default Filter
Display Supported Only

Set Primary | Set/Unset Supported | | Clear Sort || Reset Default Sort
No records to display.

Programs Affected (e.g., 010, 020, 030) f T]

Statewide Strategy
|[Se|ect a Statewide Strategy] v‘ ] 8 l

Supported Performance Measures
1
B 0 Records Show Filter '@

Filter Data || Reset Default Filter

Display Supported Only []Show Status and Program Filters

Set/Unset Supported || View | | Clear Sort || Reset Default Sort
No records to display.

Expected Results

9

Agency Priority

OFM Priority
&)

© 2009 Washington State

Office of Financial Management : AlphaQA
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1. After changes have been made, the user has the option to Save, Reset or Cancel. On the Save,

required fields must meet the requirements. If not, the user will receive a message stating the

problem.

List Order — This field is disabled and will auto fill on the save. The list order for this activity
will be the last in the list

Code- This is a required field, must be 4 alphanumeric characters and must be unique

Title - This is a required field, must be unique and allows up to 100 characters

Description — This is a required field with unlimited number of characters

Related Statewide Results — Having a Primary Statewide Result is required. The user can set

the Primary and Supported Statewide Result area here. By default the “Display Supported Only”

checkbox will be checked. Since this is a new activity and the Statewide Result has not been

selected yet, you will not see the list.

N

o0~ W

@d Statewide Results

B 24 Records e Show Filter

Apply Filter @

[] pisplay Supported (}nly

Set Primary Set Unset Suppur‘ted

Select Primaryy

] Yes Yes CC Improve the value of postsecondary learning

] Yes DD Improve the health of Washingtonians

| Yes EE Improve the security of Washington’s vulnerable children and adults
] Yes GG Improve statewide mobility of people, goods, and services

a. Display Supported Only — To see all Statewide Results, uncheck the “Displayed
Supported Only” checkbox and click on the “Apply Filter” button. You can now
see the entire list of Statewide Results. To see only Primary and Supported
Statewide Results only, check the checkbox and click on the “Apply Filter”
button.

b.  Apply Filter — Each time you check or uncheck “Display Supported Only”, you
will need to click on “Apply Filter”, to change the filter.

c.  Set Primary — To set the Primary Statewide Result, check the checkbox and click
on the Set Primary button. Having a Primary Statewide Result is required.

d.  Set/Unset Supported — To set or unset supported Statewide Results; check or
uncheck the checkbox and then click on the Set/Unset Supported button. You can
have multiple supported Statewide Results.

e.  Show Filter — When the Show Filter is uncheck the Display Supported Only
section is collapsed. When the Show Filter is checked the Display Supported Only
section is available

f.  +and - Opens and closes the Related Statewide Results

7. Programs Affected — This is an optional field. Agencies can enter program information in this
field.

8. Statewide Strategy — This is a required field. Click on the drop down box, the user can select
one Statewide Strategy.
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9. Supported Performance Measures — This is an optional field. By default the Display
Supported only check box is checked.

Supported Performance Measures

B 1 Record Show Filter

Filter Data | | Reset Default Filter
Display Supported Only [ | Show Status and Program Filters

Set/Unset Supported || View | | Clear Sort || Reset Default Sort

Select Supported¥1 Codeal Title Status Program
. Yes 000195 Projectsontime Draft 030

To see the supported performance measures, uncheck “Display Supported Only” check box and
click on Apply Filter.

Supported Performance Measures

H 11 Records Show Filter

Filter Data | | Reset Default Filter
[ pisplay Supported Only []Show Status and Program Filters

Set/Unset Supported || View | | Clear Sort || Reset Default Sort

Supported A
Select vl Codea? Title Status Program
] Yes 000195  Projects on time Draft 030
Ol 000199  Projects within budget Returned 030 B
O 000206 Projects agreed scope Draft 030
Ol 000213 Helpdesk support Draft 030
] 000219 Helpdesk porblem resclution Draft 030

| £

To set or unset supported performance measure, check or uncheck the check box for the
performance measure and then click the Set/Unset Supported tab.

The user may want to narrow the viewable performance measure list by certain statuses or
programs. This can be accomplished by performing the following steps:
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Supported Performance Measures

B 11 Records Show Filter

Filter Data || Reset Default Filter

[ pisplay Supported Only [¥]Show Status and Program Filters
Select the Statuses to Display: Select the Programs to Display:

(@ All Statuses (& All Programs
] Approved [Blank] ~
[ oraft 010 - Administration
020 - Budget
Ret d
CJReturne ) 030 - Information Services
[]under Review 040 - Administrative Services

050 - Statewide Accounting
0a0 - Statewide Policy
070 - Forecasting b

Set/Unset Supported || View | | Clear Sort || Reset Default Sort

Status
O Yes 000195 Projects on time Draft 030
d 000199 Projects within budget Returned 030
O 000206 Projects agreed scope Draft 030
] 000213 Helpdesk support Draft 030
O 000219 Helpdesk porblem resolution Draft 030

Check the Show Status and Program Filters check box and click on Apply Filter. By default,
All Statuses and All Programs are selected. You can narrow the viewable performance
measures in the list by selecting certain statuses or program and then click on Apply Filter. £
Note: If the performance measure in the “Results through Performance Management (RPM)”
system has both an approved and draft status for the same performance measure the only status
that will appear in this grid is the draft performance measure. If you select the Approved
checkbox, the Approved performance measure that has both statuses of draft and approved will
not appear. £4J Note: All performance measures usage types (Budget, Internal, GMAP and
Econimic Stimulas) for the agency will appear in the Supported Performance Measures grid.
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The user may also want to view performance measure details. This can be accomplished by
selecting one or more performance measures from the Supported Performance Measures grid and
then select the View tab. The RPM system will open up into the Performance Measure detail
screen as read-only. The user can scroll through the performance measures that were selected from
the Supported Performance Measure grid.

Supported Performance Measures

B 11 Records Show Filter

Filter Data | Reset Default Filter

[ pisplay Supported Only []Show Status and ers
Set/Unset Supported || View ear Sort || Reset Default Sort

e user can view performance measures by
selecting one or more performance measures and
celect the View tab.

Status
Yes 000195 Projects on time Draft 030
000199 Projects within budget Returned 030 =
000206 Projects agreed scope Draft 030
] 000213 Helpdesk support Draft 030
] 000219 Helpdesk porblem resolution Draft 030

10. Expected Results — This field is an optional field. You can have up to 100 characters of text.

11. Agency Priority — This is an optional field. The agency can prioritize their activities as needed.
Currently this field is not being used.

12. OFM Priority — This is an optional field. OFM can prioritize activities as needed. Currently
this field is not being used.



Lesson 4 — Update an Activity

All users (OFM Budget Operations, OFM Budget Analyst, Agency Budget Operation and Agency
Edit Access users) can update activity fields that are unlocked.
e Only OFM Budget Operations users can update locked activities fields.
e OFM Budget Analysts, please contact OFM Budget Operations to either unlock the activity
fields or have OFM Budget Operations make the updates.
e Agency Budget Operation and Agency Edit Access, please work with your OFM Budget
Analyst to unlock the activity so that you can update the activity or give OFM Budget Analyst
your update information and they can update the activity fields for you.

Select the Update button from the Activity Management screen and the Manage Activity screen will
open. £ Note: The only fields that are updateable to users, are the fields that do not have a lock
indicator. £ Note: OFM Budget Operations users can update locked fields.

Activity Management RO

Activity Management > Manage Activity Sharlene Mcgrath @ 105 - Office of Financial Management

i
Save | Reset | Delete | Cancel 1

Biennium: 2009-11 Activity: AD14 - Statewide Economic and Revenue Forecasts, Fiscal Planning, and Research

l<< |< |>  »>] 2
List Order

-
*j_]

f
5
|Statewwde Econemic and Revenue Forecasts, Fiscal Planning, and Research | u
T
Description | 6
IThe Forecasting Division supports statewide fiscal planning and budget and revenue monitoring functions of OFM directly related to the development of the Governor's budget and the management of biennial
budgets. The Forecasting Division provides analysis of the impact of major events, social and economic trends, and public policies on the state economy and revenues. It supports OFM's role on the

Economic and Revenue Forecast Council and the Expenditure Limit Committee. It statutorily provides official fiscal impact statements for statewide ballot measures. The division provides statewide revenue,
expenditure, and expenditure limit information (Six-Year Outlook) to support the preparation of the Governor's budget and the evaluation of biennial budgets in terms of risks and sustainability. The division

Related Statewide Results | 7

| >

B 1 Record M Show Filter

Filter Data || Reset Default Filter
Display Supported Only

Set Primary | Set/Unset Supported | | Clear Sort || Reset Default Sort

Select Primary¥1 Supported¥2 Codea3 Title
O Yes Yes KK Strengthen government's ability to achieve results efficiently and effectively
Programs Affected (e.g., 010, 020, 030) 5@
[o70 |
Statewide Strategy

|Safeguard and manage public funds

Supported Performance Measures |‘| (]

B 1 Record M Show Filter

Filter Data || Reset Default Filter
Display Supported Only []Show Status and Program Filters

Set/Unset Supported || View | | Clear Sort | Reset Default Sort

Select Supported¥1 Codea?2 Title Status Program
O Yes 000252 Travel Voucher System Vouchers Draft

Expected Results ,[ln

© 2009 Washington State
Office of Financial Management : AlphaQA
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No gk

After changes have been made, the user has the option to Save, Reset or Cancel. On the Save,
required fields must meet the requirements. If not, the user will receive a message stating the
problem.

Scrolling — The user can scroll through activities. They can scroll to the first, last or one activity
at a time.

List Order — This field is auto filled. To make changes to the list order, you will need to go to

the Activity Management screen to make changes.
Code- This field is auto filled and cannot be changed

Title - This is a required field, must be unique and allows up to 100 characters

Description — This is a required field with unlimited number of characters

Related Statewide Results — Having a Primary Statewide Result is required. The user can set

the Primary and Supported Statewide Result area here. By default the “Display Supported Only”

checkbox will be checked.

R(J}d Statewide Results

B 24 Records e show Filter

Apply Filter (b)

[ pisplay Supported Onh,r®

Set Primary || Set/Unset Supported

Select Primary >

O Yes Yes CC Improve the value of postsecondary learning

] Yes DD Improve the health of Washingtonians

O Yes EE Improve the security of Washington’s vulnerable children and adults
] Yes GG Improve statewide mobility of people, qoods, and services

a. Display Supported Only — To see all Statewide Results, uncheck the “Displayed
Supported Only” checkbox and click on the “Apply Filter” button. You can now
see the entire list of Statewide Results. To see only Primary and Supported
Statewide Results only, check the checkbox and click on the “Apply Filter”
button.

b.  Apply Filter — Each time you check or uncheck “Display Supported Only”, you
will need click on “Apply Filter”, to change the filter.

c.  Set Primary — To set the Primary Statewide Result, check the checkbox and click
on the Set Primary button. Having a Primary Statewide Result is required.

d. Set/Unset Supported — To set or unset Supported, check or uncheck the checkbox
and then click on the Set/Unset Supported button. You can have multiple
supported Statewide Results.

e.  Show Filter — When the Show Filter is uncheck the Display Supported Only
section is collapsed. When the Show Filter is checked the Display Supported
Only section is available.

f.  +and- Opens and closes the Related Statewide Results

Programs Affected — This is an optional field. Agencies can enter program information in this
field.

Statewide Strategy — This is a required field. Click on the drop down box, the user can select
one Statewide Strategy.
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10. Supported Performance Measures — This is an optional field. By default the Display
Supported only check box is checked. To see the supported performance measures, uncheck
“Display Supported Only” check box and click on Apply Filter.

Supported Performance Measures

B 1 Record Show Filter

Filter Data | | Reset Default Filter
Display Supported Only [ | Show Status and Program Filters

Set/Unset Supported || View | | Clear Sort || Reset Default Sort

Select Supported¥1 Codeal Title Status Program
. Yes 000195 Projectsontime Draft 030

To see the supported performance measures, uncheck “Display Supported Only” check box and
click on Apply Filter.

Supported Performance Measures

B 11 Records Show Filter

Filter Data | | Reset Default Filter
[ Display Supported Only [Show Status and Program Filters

Set/Unset Supported | View | | Clear Sort || Reset Default Sort

Status
O Yes 000195  Projects on time Draft 020
] 000199  Projects within budget Returned 030 E
O 000206 Projects agreed scope Draft 030
] 000213 Helpdesk support Draft 030
O 000219 Helpdesk porblem resolution Draft 030 2

To set or unset supported performance measure, check or uncheck the check box for the
performance measure and then click the Set/Unset Supported tab.

The user may want to narrow the viewable performance measure list by certain status or
programs. This can be accomplished by performing the following steps:
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Supported Performance Measures
B 11 Records Show Filter

Filter Data | | Reset Default Filter

[ pisplay Supported Only [¥]Show Status and Program Filters
Select the Statuses to Display: Select the Programs to Display:

(& All Statuses (& all Programs

[ Approved [Blank] ~
[ oraft 010 - Administration

[ Returned 020 - Budget

. 030 - Information Services
[Junder Review 040 - Administrative Services
050 - Statewide Accounting
060 - Statewide Policy

070 - Forecasting &

Set/Unset Supported || View | | Clear Sort | Reset Default Sort

Status
O Yes 000195  Projects on time Draft 030
] 000199 Projects within budget Returned 030
] 000206 Projects agreed scope Draft 030
] 000213 Helpdesk support Draft 030
O 000219  Helpdesk porblem resolution Draft 030

Check the Show Status and Program Filters check box and click on Apply Filter. By default,
All Statuses and All Programs are selected. You can narrow the viewable performance
measures in the list by selecting certain statuses or program and then click on Apply Filter. £
Note: If the performance measure in the “Results through Performance Management (RPM)”
system has both an approved and draft status for the same performance measure the only status
that will appear in this grid is the draft performance measure. If you select the Approved
checkbox, the Approved performance measure that has both statuses of draft and approved will
not appear. £4J Note: All performance measures usage types (Budget, Internal, GMAP and
Econimic Stimulas) for the agency will appear in the Supported Performance Measures grid.
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The user may also want to view performance measure details. This can be accomplished by
selecting one or more performance measures from the Supported Performance Measures grid and
then select the View tab. The RPM system will open up into the Performance Measure detail
screen as read-only. The user can scroll through the performance measures that were selected from
the Supported Performance Measure grid.

Supported Performance Measures
B 11 Records Show Filter

Filter Data | Reset Default Filter

[ pisplay Supported Only []Show Status and ers
Set/Unset Supported || View ear Sort || Reset Default Sort

Supported

e user can view performance measures by

celect the View tab.

Pr

Yes 000195 Projects on time Draft 030
000199 Projects within budget Returned 030
000206 Projects agreed scope Draft 030
] 000213 Helpdesk support Draft 030
] 000219 Helpdesk porblem resolution Draft 030 .

11. Expected Results — This field is an optional field. You can have up to 100 characters of text.

12.  Agency Priority — This is an optional field. The agency can prioritize their activities as needed.
Currently this field is not being used.

13. OFM Priority — This is an optional field. OFM can prioritize activities as needed. Currently
this field is not being used.

Lesson 4 — Delete An Activity

Only OFM users have the ability to delete an activity. Agency users please contact you OFM
Analyst when you want to delete an activity. £4 Note: An activity can not be deleted when the
activity is associated to a BDS decision package or Winsum decision package for the biennium the
user is working in. When the user attempts to delete an activity that is associated to a decision
packet, the user wil receive a message asking if they want to view a report that will identify the
associated decision packages for the biennium you are working in. The best time to delete activities
are before decision packages are associated to activities.

1. Select an activity by clicking in the Select check box, and then select the Delete button.
a. When decision packages are associated to an activity, the user will receive the following
message:
b. When there are no decision packages associated to the selected activity, the OFM user
can delete the activity.

selecting one or more performance measures and




Windows Internet Explorer |§

9P J Cne of more of the selected records are associated with at leask one Activity, and can nok be deleted,
-

Do ol wank ko view a report of the associated records?

[ 8] 4 ][ Cancel ]

2. Select the OK button and the following report will open. ZZ/Note: There is one verison of
activities per biennium. £LZJ Note: This report identifies the activity code, activity title,
system, version code, decision package code and decision package title for the biennium that
is associated to the selected activity. £ Note: The best time to delete an acitivity is before
decision packages are associated to an activity. £4 Note: The other option is to
unassociate decision packages for the selected activity. £Z/Note: This report can be
printed.

Activity Associated Decision Packages for Biennium 2009-11, Agency 105

. Deusmn Package (odeiDeciion Package Tt

004 et river and Expendtre Foracaes, Research, and Montoring DS SL EROC

i Hudget Drver and Expendture Forecads, Research, and ontorng05 1Y M Tes Del M Frogram Repart
D04 Budget river and Expendiure Foracads, Research, and Montorng05 -~ 1Y K Muf-Frogrem Report

A4 Budget river and Expendiure Foracads, Research, and Montorng05 -~ 12 H Tt Del MuFrogram Repart
04 BudgetDrvr and Exndtre Forcasts, Researct, and MontorngWinSum 24 7 Recast o Actiy

04 BudgetDrver and Expenditre Foracasts, Researc, and Montoringindum 28 1 Recast o Actiy

004 Budet river and Expendture Foracass, Researcy, and NontoringWinSum 31 oM Employee Heath Insurance

D04 Budget river and Expendiure Foracaes, Research, and MontoringinSum 30 ) Workers Comp Changes OFM Onfy)
ADVA Budaet river and Eoendture Foracaes, Research.and NontorngWinSum 30 0 CantralSvc Aav Charaes (OFW Oni
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TUTORIAL EVALUATION

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
Mailstop: 43113
Olympia, WA 98504
Or fax 360 586-3964
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