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Quick Overview
Agency Budget System (ABS)

ABS is a modern software solution that agencies use to develop, submit, and share biennial and supplemental budget requests.

Develop and review budgets using the Budget menu, Reports menu, and OFM Budget Instructions. The Admin menu will be available for
agency budget operations users.

Submit budgets using the Submittal menu. Additional features include an expanded Admin menu for OFM budget operations, agency options to
manage and track individual assignments for decision packages, and automated alerts/notifications.
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Quick Overview
Agency Budget System (ABS)

ABS streamlines several processes and establishes a new digital framework to develop, submit, and share
biennial and supplemental budget requests.

Log in using BudgetWorks portal ABS log in ID/password is same as your current BDS log in ID/password. The BudgetWorks portal
replaces the old Budget Portfolio Systems (BPS) site. The new BudgetWorks portal includes streamlined links to budget-related information,
budget systems and support, password resets, and a form to request access for new users.

Budget Session ABS will prompt you for a budget session when you log in. The session is a combination of budget period and
type. For example, 2019 - 21 Regular’ is the regular biennial budget session for fiscal years 2020 through 2021.

Budget Version Agency budget operations users will create and manage agency budget versions. ABS includes a quick way to
import base/current biennium (CB)and carry-forward (CL) JUIEEEEE NN NN NN NN NN NN NN NN NN N EEEEEEEEEEEEE,
decision packages from OFM for your agency budget version. = ABS provides breadcrumbs (links) near the top of all pages.
You can also create recast versions. Use the breadcrumbs to quickly navigate back to a page.
Decision Package Both agency budget operations users
and agency edit users will create and manage decision
packages. ABS includes a quick way to input data -- or --
import data for maintenance level (ML) and policy level (PL)
decision packages.

Display Budget Information Online views provide
multiple ways to display and review your data across the
budget processes.

Dashboard ¥ Versions » Decision Packages ¥ Decision Package Details

ABS will guide you with a series of prompts and information
based on your agency requirements.

At-a-glance indicators when items are required and/or complete.

If your agency manages budgets at the program or sub-program
(category) level, ABS will prompt you for additional information.

Decision Package Details Required View/Edit Complete
Rgports Bpth agency budget operations users ang agency Agency Recommendation Summary v Q =
edit users will run commonly used budget reports with standard
Options for diSplay/eXpOrt/print. Package Description v Q 4
Sybm?t Budget Req_uest Agepcy b_udget operatior)s users berformance Measuros e @
will review and electronically submit their budget. ABS includes
a quick way to review information and complete edit checks Fiscal Details - Funding v 4

before you submit your budget.

Display Budget Status OFM will review your agency
budget request. Agency budget operations will display their
budget status as it goes through the OFM review process.

Fiscal Details - FTEs v 74

K
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Frequently Asked Questions (FAQSs)
Agency Budget System (ABS)

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

General Questions

What is the Agency Budget System (ABS)?

Agency Budget System (ABS) is a modern software solution that agencies will use to develop and
electronically submit their biennial and supplemental operating budget requests.

How do | get access to ABS?

You can gain access by filling out a Security Request Form located at
https://budgetlogon.ofm.wa.gov/library/security.pdf

Does ABS include spell-check?

ABS includes a standard spell-check tool. It works ‘as you type’ to inform you of text that may need to be
corrected (this is similar to the standard spell-check tool in Microsoft Outlook).
=> In this example, the spell-check tool adds a red underline for ‘Tyop’.

Tyop sample

=> In this example, we select the underlined text and right-click for spell-check options. The spell-check
tool provides standard options to correct or ignore the underlined issue.

Tyop [sample

Typo

Top

Typos

Add to dictionary
Ignore

Language

Undo

Cut
Copy
Paste
Delete

Select all

Does ABS include formatting tools?

ABS includes standard formatting and quick insert tools. For example, use ABS standard formatting tools
to provide clear narrative with tables, charts, logic models, graphs, timelines, flowcharts, maps, or other
visuals to support your budget request.

=> In this example, we use the formatting tool to apply bold text on a decision package description. The
number in the lower right corner represents the total number of characters used in the description.

Decision Package Description™ % Indicates required fields

Images must be less than 3 MB, and allowed types are jpeg, jpg, png, gif.

k 9O TIngE E =y E E B @ % ?
Bold (Ctri+B)
I Sample informationl
ABS will display total number of characters used —E

= In this example, we put our cursor in the narrative section and select the " quick insert icon. If you

already have something in the narrative section and want to use the quick insert, press enter to add a new
line and ABS will display the quick insert icon again.
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B I U A~ T~ % @ 9

Quick Insert

= ABS provides a quick insert for some of the formatting tools. In this example, the quick insert includes
il image, BE table, = unordered list (bulleted list), 3= ordered list (numbered list), and == horizontal line.

B I U A~ T~ % @@ 9

X a: B = E=E -

How do | upload an image and add alt text?

You can upload an image and add alt text using the standard formatting tools in ABS.
=> In this example, we upload an image for the Decision Package Description and add alt text. Select el
image and then either drag an image in the box or click to browse your PC for one. After the image is

inserted select 1 alternate text.

B I U AvT[v%

Y

| & I

Drop image
(or click)

Package Description® * Indicates required fields

Images must be less than 3 MB, and allowed types are jpeg, jog, png, gif, tif

=- o [i] =
+&

Why do | get a prompt for ‘clean’ or ‘keep’ when | copy/paste text from Microsoft Word?
The standard formatting tool may provide this prompt if you copy text from Microsoft Word and paste it into
ABS. Select ‘Clean’ to remove formatting to help ensure hidden text or properties do not get included. You
can apply formatting using the standard formatting tools in ABS.

] ®

Word Paste Detected

The pasted content is coming from a Microsoft Word document. Do you want to keep

the format or clean it up?

April 2020 Page 4 of 13
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Frequently Asked Questions (FAQSs)
Agency Budget System (ABS)

Help and Resources

Does ABS include online help or a user manual?

ABS includes an online Help Center to provide current information and guidance. Use the search option to
quickly find a help topic. This replaces the need to maintain a separate user manual.

Where is the ABS Help Center?

Select L& help on the toolbar near the top of ABS pages. Use the search option to quickly find a help
topic.

Where are the OFM budget instructions?

The ABS dashboard includes a quick link to the OFM budget instructions. The instructions are also
available from the OFM website. (ofm.wa.gov/budget).

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 example, subscribe

o o
to Budget Systems Modernization ¥ Budget Systems Modernization @ ;5

https://public.govdelivery.com/accounts/WAGOV/subscriber/topics.

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
https://public.govdelivery.com/accounts/WAGOV/subscriber/new?qsp=WAGOV 39

Who do | contact if | need help using ABS?
Contact the OFM Help Desk (HereToHelp@ofm.wa.gov 360.407.9100).

Log In / Log Out / Change Password

What is the BudgetWorks website?

The new BudgetWorks site replaces the old Budget Portfolio Systems (BPS) and uses the same web
address https://budgetlogon.ofm.wa.gov/Logon.aspx. BudgetWorks includes quick links to budget-related
information, budget systems and support, password change request, and a form to request access for new
users.

What is my ABS log in ID/password?

Your ABS log in ID/password is same as your current BDS log in ID/password. If you didn’t have a BDS
ID/password, use the security request form on BudgetWorks https://budgetlogon.ofm.wa.gov/Logon.aspx.

How do | change my password? What if | forgot my log in ID/Password?

Use the quick links on BudgetWorks https://budgetlogon.ofm.wa.gov/Logon.aspx. If you request a new
password, the system will send information and current password rules to your email address. If you do not
receive an email, check your junk email settings to ensure you have not blocked email from ‘no-reply’ or
‘OFM'.

How do | get my account unlocked?

Use the quick links on BudgetWorks https://budgetlogon.ofm.wa.gov/Logon.aspx. If you need help, contact
the OFM Help Desk (HereToHelp@ofm.wa.gov 360.407.9100).
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Frequently Asked Questions (FAQSs)
Agency Budget System (ABS)

How do | log out from ABS?
C 3

Select EEH |og out on the toolbar near the top of ABS pages.
Are there preferred browser types or compatibility settings/preferences that | need to
know about?

ABS works best with Chrome. Other supported browsers include Firefox, Safari, Edge, or Internet Explorer.

Follow your agency standard processes for browser settings/preferences. For example, you may need to
use your browser tools to adjust pop-up blocker settings.

o= E a Ay . [x}
t n . The following pop-ups were blocked on this page:
‘ [  httpsy/fortress.wa.gov/ofm/reportsamole...
Pop-ups were blocked on this page.
Ilways allow pop-ups from https://abs--ofm.wa.gov
@ c» Continue blocking pop-ups
Sample Session Bookmarks Help Log out Manage m

Navigation

What are the breadcrumbs?

Breadcrumbs are links near the top of a page that help to identify which page you are on (use the links to
quickly go back to a previous page). For example, from the Decision Package Details page we can select a
breadcrumb to quickly go back to the list of Decision Packages or back to the list of Versions.

Dashboard ® Versions ® Decision Packages » Decision Package Details

Can | double-click to drilldown into decision package details?

When you double-click on a row, ABS will display the next level of detail. For example, if you double-click
on a version row, ABS will display a list of decision packages for that version. If you double-click on a

decision package row, ABS will display the decision package details.
Version Information Decision Package Information

Budget
Source

Decision Package Status Comments
Comments

Version

Budget Level: Maintenance

1ZZZ - Sample Agency =) I 11 - Sample Draft ) I

Can | add or delete a bookmark for my favorite ABS pages?

Use the bookmarks toolbar option to add, delete, or use quick links for your favorite ABS pages.

Bookmarks x

Bookmarks ¥

Add Bookmark

=
ampie Use the ¥ icon to delete a bookmark.

Why can’t | add a bookmark for one of my favorite pages?
ABS will not display the add bookmark option if you are on a page that does not allow a

bookmark. For example, you cannot add a bookmark on the ‘Create Version’ or ‘Create Decision Package’
pages.
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Frequently Asked Questions (FAQSs)
Agency Budget System (ABS)

Why are some icons or features ‘greyed out’?

Icons or features may be ‘greyed out’ when they are not applicable. For example, decision packages that
are locked cannot be deleted so the delete icon will be ‘greyed out’.

Icons or features may be ‘greyed out’ if you do not have security/permissions to use them.
I support multiple agencies -- where do | change the agency setting?

OFM Budget Operations and DES Small Agency Services have security/permissions to support more than
one agency. Use the Agency option on the toolbar to select a different agency.

Q
Agency

Agency x

Change Agency

123 - Sample Aqencv

Agency Administration

What settings are available from the Agency Admin Menu?
Agency budget operations users can manage a variety of settings from the Admin Menu.

Agency Admin Menu Additional Information

Manage Agency Settings Edit setting (yes/no) to include agency assignments for
decision package details.

Manage Agency Decision Package Questions Create/edit/delete agency specific questions for decision
package details.

Change sort order (display order) for decision package details.

Manage Agency Decision Package Titles Create/edit/delete agency decision package titles.
Display agency and global @ decision package codes with
title/type.

Manage Agency Decision Package Statuses Create/edit/delete agency draft statuses for decision packages.

Agency Assignments

How do | add or delete an assignment for decision package details?

Agency budget operations users and agency edit users will manage and track assignments for decision
package details. Information about using the assignments feature will be added to the ABS Help Center.

Agency Organization Chart
Where do | upload my agency organization chart?

Use the < upload icon in the budget request submittal menu. ABS uses standard options for browsing,
selecting, and uploading attachments.
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Frequently Asked Questions (FAQSs)
Agency Budget System (ABS)

Budget - Carry-Forward

Do | need to manually input the carry-forward amount?

The carry-forward amount will be updated in ABS as part of an automated interface process from OFM. For
example, agency budget operations users can import decision packages for a version. The import process
uses data from OFM and includes carry-forward decision packages.

Budget - Decision Package

Why is there a number next to the decision package icon?

The number represents how many decision packages are in the version. This is also a quick way to
determine if a decision package has been created already for a version (if there isn’t a number next to the
icon, a decision package has not yet been created for the version).

Decision Packages

&0

Why do | get an error message ‘code already in use’ when | create a new decision
package?

ABS will display an error message if you try to input a decision package code that is a duplicate at the
same budget level in the version. For example, if the budget version already has a maintenance level (ML)
decision package with code ‘11’ then you cannot add a duplicate maintenance level (ML) decision package
using code ‘11’ for that same budget version.

Select~ | 11

Code already in use.

What are the global decision package codes?

Global @ decision package codes are managed by OFM for specific types of maintenance and policy
levels. For example, agencies use global @ codes to identify common items of change. A current list of

global codes is available in ABS when an agency creates a decision package.
@ 8F - Fuel Rate Adjustments

A
@ BL - Lease Adjustments < 20,000 sq ft. pprv
@ 8M - Mileage Adjustments

@ 8P - Postage Rate Adjustments
What is a ‘special use’ decision package?

Special use decision packages require less information than a regular decision package. ABS will
automatically adjust the data input process based on the type of decision package.

When you create a new decision package, ABS will prompt you to select a special use type. Select
Revenue (90) or Activity (92) if the decision package will be limited to that special use type only.

Can | update decision package details if the decision package is locked?
Decision package details cannot be updated if the decision package is & locked.

Can | unlock a decision package?
Agency budget operations users can unlock a draft maintenance level (ML) or policy level (PL) decision
package.
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Frequently Asked Questions (FAQSs)
Agency Budget System (ABS)

Decision packages for current biennium (CB) and carry-forward (CL) cannot be unlocked (ABS will
automatically ® |ock these decision packages).

Where is the formatting tool on the Recommendation Summary narrative?

Standard formatting and quick insert tools are not included for the decision package recommendation
summary (agency recommendation summary and program recommendation summary). This narrative is
also used as the starting point for text that describes items funded in the Governor’s budget and the
formatting would need to be removed as part of that process.

Where do | update the point of contact for a decision package?

Each decision package needs a point of contact. Agency budget operations users and agency edit users

can update the point of contact information. From the budget menu > select “ decision package icon in
the list of budget versions > select edit icon for the decision package.

Where are the attachments for the reference documents?

The reference documents (attachments) are part of the decision package details. From the budget menu >
select @ decision package icon in the list of budget versions > select a decision package > select DP
Details > scroll down to the Reference Documents section (it's near the bottom of the decision package
details page).

Where is the IT addendum?

The IT addendum is part of the decision package details. From the budget menu > select <% decision
package icon in the list of budget versions > select a decision package > select DP Details > scroll down to
the IT Addendum section (it's near the bottom of the decision package details page).

How do | print a preview or summary of my decision package?

Use the DP Summary feature to quickly print a preview or summary of the decision package. From the

budget menu > select &% decision package icon in the list of budget versions > select a decision package
> select DP Summary > select Print.

What is the difference between Edit Checks and DP Summary on the decision package
page?

Edit Checks = display list of items that may need to be corrected.

DP Summary = display a preview or summary of details for a decision package.

[3) Edit Checks [5 DP Summary
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What is the difference between the import option and the import data option?
Import |
Import option ® = agency budget operations users can import base and carry-forward decision
packages for a version. If the version already includes the base or carry-forward decision package, it will be
updated during the import process. For example, agency budget operations may need to import this
information based on discussions with their OFM budget analyst.

Import Data option = agency budget operations users and agency edit users can import fiscal
details for decision packages using a standard Microsoft Excel template. The decision packages are
created in ABS and then you can import fiscal details. For example, some agencies may prefer to import
data into multiple decision packages rather than manually input the data for each decision package.

Budget - Fiscal Details

Where do | input the fiscal details?

Fiscal details are included in the decision package details. From the budget menu > select the <% decision
package icon in the list of budget versions > select DP Details for the decision package > select edit for
Funding, FTEs, Revenue, or Objects. You can also use quick links for Funding, FTEs, Revenue, or Objects
details.

DP DP

Fundin FTEs Revenue Objects
Details Summary < L

@ Funding FTEs Revenue Objects

Budget - Level

What are the budget levels?

There are currently four budget levels: Maintenance (ML), Policy (PL), Current Biennium (CB), and Carry-
Forward (CL).

New decision packages are created in ABS with maintenance level (ML) or policy level (PL). The current
biennium (CB) and carry-forward (CL) are part of the previous budget session funding.

Budget - Program Level or Sub-Program (Category) Level

Do | need to change settings to develop a budget at the program level or sub-program
(category) level?

These settings are automated in ABS based on budget session requirements. ABS will automatically
prompt you to select program levels or sub-program (category) levels if required.

Budget - Request

Do I still need to make multiple copies and assemble three-ring binders for budget
submittal?
No. The automated version, decision package, and electronic submittal processes in ABS replace the need

for three-ring binders. Agencies will input their budget-related information and use the streamlined
processes in ABS to electronically submit their budget.

FAQs April 2020 Page 10 of 13
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Do | still need to include an Electronic Decision Package Confirmation?

No. The automated features in ABS replace the need for a separate electronic decision package
confirmation.

Budget - Session

What is a session?

Session is a combination of budget period and type. For example, 2019 - 21 Regular’ is the
regular biennial budget session for fiscal years 2020 through 2021. Future budget session for
'2020 Supp' will become available when OFM publishes budget instructions for that supplemental budget
session.

Can | select a different session after | log in?

ABS will prompt you for a budget session after you log in. Use the session toolbar option to work
with information for a different budget session.

Session b 4

Change Session

Sample Session

Budget - Submittal

How do | submit a budget request electronically to OFM?
Agency budget operations users will submit their budget request electronically to OFM using ABS.

Budget - Version

What is a version?

A version is an agency budget version. Agency budget operations users will create and manage agency
budget versions. You can create multiple versions to develop different budget and ‘what if’ scenarios. For
example, you can create two different budget scenarios to coordinate decision packages and collaborate
with other people before submitting a budget request to OFM.

Can | update the version code?
After a version is created, the version code cannot be edited.

Can | delete a version?

Agency budget operations users can delete a draft version if it is not locked. If the version includes decision
packages and/or working capital information, those elements will also be deleted with the version.

If the draft version is @ locked, you cannot select the delete icon. If you need to delete a draft version and
it is locked, select the edit icon and unlock the version.

If I lock a version, does it also lock all of the decision packages in the version?

When you lock a version, ABS will also lock all of the decision packages in that version. If the version is &
locked, decision packages for that version cannot be added, edited, or deleted.
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What is the difference between copy and merge for versions?

Copy = creates a new version. ABS will copy a version to create a new version.

Merge = combines two versions. ABS will combine information from one version into another version.
During the merge process, only the destination version is updated (not the source version).

Can | copy a version from one budget session into another budget session?

Agency budget operations users can copy versions to the same session or to a different session. ABS will
provide a prompt so that you can select a session for the copy process.

If the versions are in the same session, ABS will copy all elements of the version into a new version. For
example, if the version includes decision packages with details, attachments, and IT addendum, all of
those elements will be copied to create a new version.

If the versions are in different sessions, ABS will not copy decision package details from the justification
and impacts section. For example, ABS will not copy information from OFM questions, agency questions,
reference documents, or IT addendum.

Can | merge versions if they are in different budget sessions?

Agency budget operations users cannot merge versions if they are in different sessions. Each budget
session aligns with OFM budget instructions for that session.

What is the import feature for a version?

Agency budget operations users can import base and carry-forward decision packages for a version. The
import process uses data from OFM. If the version already contains base or carry-forward decision
packages, they will be updated during the import process.

Budget - Recast

When should | create a recast version?
When a new biennial or first supplemental budget is enacted.

Why should | create a recast version?

Agencies must update their estimated costs of agency activities to reflect the new budget. This budget
recast becomes the foundation for the next budget. Agencies update their activity estimates through the
Agency budget System (ABS).

Reports

Does ABS include budget reports?

ABS includes commonly used budget reports with standard parameters. Most of the reports will be
displayed in a new window based on your browser (use your browser tools to print, email, and/or save
report results). Some of the reports will be displayed using Microsoft Excel.

Do I need to adjust my browser pop-up blocker settings to run reports?

You may need to use your browser tools to edit pop-up blocker settings. In this example, when we try to
run a report, our browser indicates ‘pop-ups were blocked on this page’. We select the indicator on our
browser and edit the settings to allow pop-ups from ABS so that we can get our report results.
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.- E"‘ Q| =
(‘-‘ E The following pop-ups were blocked on this page:

Pop-ups were blocked on this page.

i R ®

Sample Session Bookmarks Help Log out Manage m

D https://ffortress.wa.gov/ofm/reportsample. ..

EAlways allow pop-ups from https://abs--ofm.wa.gov
Continue blocking pop-ups

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
https://ofm.wa.gov/it-systems/enterprise-reporting-er.

Do | still need to manually adjust reports for accessibility before sending to OFM?

Those steps will not be needed with the new ABS reports. Those steps may have been needed with the old
system (BDS) because of accessibility issues.

Search and Filter

Why is there a number next to the filter option?

The filter option is located on some of the ABS page so that you can quickly narrow results in a list. ABS
will display a number next to the filter option if you already have filter criteria on a list. In this example, a list
is filtered by 2 criteria.

Y Filter @

How do | reset (remove) a filter on a list?
To remove all filter criteria for a list, select Filter and Reset.

Filter x

Budget Source >
Status >
Program 0>
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ABS includes standard toolbar, search, and filter options.

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 have security/permissions to support more than one agency so they will have an option to
select a different agency.

9 R ® @

Session Agency Bookmarks Help Log out
Select Select Add, delete, or View ABS Help ABS
different different use bookmarks Log out

session agency

Toolbar - Session
Use the session toolbar option to work with information for a different budget session.

ﬁ
Sample . .
1. Select: EEXSession icon on

the toolbar. §:5";',’;’:,
2. Select: Session. Session -
= ABS will refresh the page to
display information and options for Change Session
the budget session.
e Sample Session

Toolbar - Agency
Use the agency toolbar option to work with information for a different agency.

The toolbar option for agency is available for OFM Budget Operations and DES Small Agency Services
because they have security/permission to support more than one agency.

M Q
1. Select: K&l Agency icon on

the toolbar.
2. Select: Agency. Agency x
= ABS will refresh the page to Change Agency
display information and options for
the agency. 123 - Sample Aqench

Toolbar, Filter, and Search April 2020 Page 1 of 4
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Toolbar - Bookmarks

Use the bookmarks toolbar option to add, delete, or use quick links for your favorite ABS pages.

|
1. Select: EESEHE Bookmarks
icon on the toolbar.
2. Select: Add Bookmark.

= ABS will not display ‘add
bookmark’ if you are on a page
that does not allow a bookmark.

3. Input: Title. This will be the
title of your bookmark.

4. Select: Save.

= ABS will add your bookmark.

=> Use the & icon to delete a
bookmark.

Bookmarks %

Add Bookmark

Sample E

Toolbar - Help

Bookmarks x

Add Bookmark

Save Bookmark

Title: I Sample

Link: /budget/sample only/R/179/versions/1ZZZ/decision-packages

Save Close

Use the help toolbar option to get information and search for topics from the ABS help center.

©)
1. Select: K& Help icon on the
toolbar.

=>» ABS will display help center
information.

Use the search option to quickly
find a help topic (you can use full
or partial search criteria).

= Use the ‘Learn more ..." quick
link to view more information. ABS
will display the full description for
the help topic in a new window.

Use the ‘Go to Help Center’ quick
link to view a list of all topics in the
help center.

1. Select: Go to Help Center.

2. Select: @ Magnify icon for a
help topic.

=>» ABS will display the full

description for the help topic.

Toolbar, Filter, and Search

©)
Help
Help

Go to Help Center

Search Help Center

Q Search x

Sample

Fa)
v
< >

Help X

Go to Help Center

In this example, we select the magnify icon for a help topic.

Title Short Description Full Description

Sample Sample @
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Filter
The filter option is located on some of the ABS pages.

Use the filter option to quickly narrow the results in a list. For example, the filter option is helpful if you need
to narrow a list of budget versions by status or program.

1. Select: Filter. -
Y Filter
=» ABS will display filter criteria. -

2. Select: Filter criteria.

3 ABS will display additional filter In this example, a list of budget versions can be filtered by source, status,

and/or program criteria.

criteria.
Filter Reset X
Budget Source >
Status >
Program >
3. Select: Checkbox next to In this example, additional filter criteria includes two programs.
additional filter criteria. Filter Reset x
=» ABS will display results based
on your fllFer S:rlterla. s s >
= ABS will display the number of
criteria selected next to the filter
) Status >
option.
Y Filter €

= Use the reset option on the filter

criteria to remove all filter criteria. 040 - Developmental Disabilities

050 - Long-Term Care

“IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII..
*

:’ ABS will display the number of criteria selected.= ", \‘
1 = Toremove all filter criteria, select Reset. ’.‘ -
= Filter x ’, .
[ ] - [ ]
[ ] ] L
= Budget Source > : -
. o .
= Status > o .
- . X A .
: N Thi :
. 040 - Developmental Disabilities E
. .
\‘ 050 - Long-Term Care ’,'
*

...IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII-“
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Search
The search option is located on most of the ABS pages.

Use the search option to quickly find an item in a list. For example, the search option is helpful if you need
to find a specific budget version, decision package, or help center topic using a partial search term.

1. Input: Search criteria.
=>You can input partial or full
search criteria. "‘llllIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII...
= ABS will display results based +* In this example, we input partial search criteria s,
on your search criteria. ‘sa’ to find sample decision packages.

IQsa xI

Decision Package Information

Q Search x

Decision Package Status Comments Priority

Budget Level: Maintenance
11 - Sample Draft ¢

Budget Level: Policy

“IIIIIIIIIIIIIIIIIIIIIII-..
...IIIIIIIIIIIIIIIIIIIIIII-‘

12 - Sample Draft ¢

*
...IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII“

“
&
L 4
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Manage Budget Version/Decision Package
Agency Budget System (ABS)

This job aid includes information for agency budget operations and agency edit users.

Combination of budget period
and budget type.

v’ 2019 - 21 Regular' is the
regular biennial budget session
for fiscal years 2020 through
2021.

v' '2019 Supp' is the
supplemental budget session.

Version

Agency budget version.

v’ Draft versions are created
and managed by agency
budget operations to prepare
for an upcoming session.

v" ABS will automatically link

an agency version to a session.

-| Decision Package (DP)

Describes and supports an
agency budget decision.

v’ Draft decision packages are
created and managed by
agency budget operations and
agency edit users.

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

Manage AgeNnCy BUAQEt VEISIONS. ...... it e ettt e e e e e e e e e eaeen e e e e aeeeeesannn e eeeeeeenne 2
L0 (==Y LI N [ Y ] o] o PR 2
Edit Information and LOCK/UNIOCK VEISION...........uuuuuiiiiiiiiiieiiiiiiiiiiiiiiii s 3
[T = LY =T =T o PR 4
Import Base/Carry-Forward Decision Packages for a Version..............coiiiiiiiiiiiiiciic e 4
MBI VBISION. ...ttt 4
LO70] o) VANV A=Y =71 ] o PRSP 5
Additional Information - Program Level VErSiON ...........coooi it 6

Create New Version at Program LEVEL..............iiii i e e 6
Merge Version at Program LEVEL ..........oooo e 6

Manage DecCiSION PACKAGES .........coooiiiiiiiiiii ettt 7
Create New DeCision PaCKagE..........oouuiiiiiiiii e e e e e e e e e e e e e e e e e e 7
Edit Information and Lock/Unlock DeciSion PACKagE ..........ccoiiiiiiiiiiiiiiiiiiie e 10
Delete DECISION PACKAGE ......cooviuii et e e e e et e e e e e e e e e et b e e e e e e eeeeraaaans 11
Import Fiscal Data for DecCiSioN PaCKAgES.........coiiiiiiiiiiiiii ettt e e e 11
(0] o)V B Yol (<1 o) o I o= To1 = To [ YU PPTTR 13
Prioritize DeCISION PACKAGES.........uuuiiiiiiiiiiiiiiiii e e e e e e e e e e e e e e e e e e aeas 14
Additional Information - Program Level DecisSion Package ............coouuuiiiiiiiiiiiiiiiccc e 15

Create New Decision Package at Program LEVE ............coooi it 15
Add or Remove Program for DeciSion Package...........cooooeiiiiiiiiiie e 15

Manage Budget Version/Manage Decision Package
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Manage Agency Budget Versions

Agency budget operations users can create and manage versions to prepare for an upcoming budget session.
Agency budget operations users can create multiple versions to coordinate decision packages and
collaborate with other people before submitting their budget to OFM. For example, you can create multiple
agency budget versions to develop different ‘what if scenarios.
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.

Create New Version

=
1. Select: Budget menu.

=> ABS will display a list of
versions for the budget session.

=> ABS will display ‘no records
found’ if there are no agency
versions for the budget session.

2. Select: Create New Version.

ABS does not allow duplicates for
version codeltitle in the same
budget session.

3. Input: Version Code.

=>» Use letters and/or numbers to
create a 2 to 8 digit version code.
=>» Do not use letters ‘O’ or ‘I'. This
helps to avoid confusion with the
numbers ‘0’ (zero) and ‘1’ (one).

4. Input: Version Title.

=>» Use up to 35 letters and/or
numbers to create a version title.

5. Select: Radio button next
to Yes or No to indicate if you
want to include base and
carry-forward decision
package information.

=> If you select Yes, ABS will

automatically import base and

carry-forward decision packages
from OFM for the version.

‘IllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllIIIIIIIIIIIIIIIIIIIIIII.
=>» When applicable, ABS will prompt you to indicate if the version is a recast.
ABS will only display this option if it is applicable for the budget session. For example,
ABS will not display the recast option for budget versions created for the 2019 - 21
Regular session because it is not applicable for that budget session.
If recast is ‘no’, the budget source will be ‘agency’.
If recast is ‘yes’, the budget source will be ‘enacted’.

AEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER®

‘Illllllll..

R4

Manage Budget Version/Manage Decision Package

Il Create New Version

In this example, we input ‘1ZZZ’ for the version code.

Version Code*

12227

In this example, we input ‘Sample’ for the version title.
Version Code™® Title*

I Sample I

1227

In this example, the new version will not include Base and Carry-forward
decision package information.
Include Base and

Carryforward

Is this a recast version?

Yes Q) No

®aannnnnnnnnt®
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6. Input: Comments. # Indicates required fields
=> Maximum length for comments Version Code* Title* Include Base and

i [ d

is 600 characters. . 1277 Sample arryforwar

= Comments are for internal Yes @ No

agency use. ABS does not include
comments in the information
submitted to OFM. Sample

7. Select: Save.

=>» ABS will display a list of
versions for the budget session.

Comments

Save

‘IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII..

Cancel

* . . . . . . . *
+ In this example, the new version is displayed in a list for the budget session. .
E The version is considered a ‘draft’ until it is submitted to OFM. .
: Version Information Details Tools :

| |
- n
- Budget Working Fundings/FTEs Objects Decision Edit -
E Source Bl e Capital Summary Summary Packages Import  Merge  Copy Info — :

| |
- n
." 1ZZZ - Sample Agency ¢ Draft ﬁ & & o @_‘l P4 i} :

..IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII‘

Edit Information and Lock/Unlock Version
Agency budget operations users can edit information for a version.
The version code cannot be edited.
When a version is locked, ABS will also lock decision packages in the version.

1. Select: ¢ Edit icon for the

version. Import  Merge

2. Edit: Title, indicator for Version Code®  Title* Locked pelindicataslisglitedislds
locked, and/or comments. - [ | | Yer ® o |

3. Select: Save.

=> If a version is locked, decision Comments

packages cannot be added, Sample

updated, or deleted for that

version.

Save Cancel
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Delete Version
Agency budget operations users can delete a version.

If the version includes decision packages and/or working capital information, those elements will also be
deleted with the version.

1. Selgct: m Delete icon for the Tools @
version. n .
. Cop Edit Delete Version
=> If the version is & locked, you i sl Y Info deeE You are about to delete Version (1ZZZ). Continue?

Yes

cannot select the delete icon.

2. Select: Yes.

Import Base/Carry-Forward Decision Packages for a Version

Agency budget operations users can import base/current biennium (CB) and carry-forward (CL) decision
packages for a version. For example, agency budget operations may need to import decision packages based
on discussions with their OFM budget analyst.
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.

1. Select: l!'J Import icon for the @
version. Tools Import

2. Select: Yes. Imoort M
9 ABS will i rt decisi 2 HepE Copy carryforward decision packages, they will be updated.
will Impo ecision Would you like to continue?

package information from OFM. a, % ™

- ABS will & Jock decision
packages for current biennium
(CB) and carry-forward (CL).

If Version 12ZZ - Sample already contains base or

Merge Version
Agency budget operations users can merge one version into another version in the same budget session.
You cannot merge versions if they are in different budget sessions.

1. Select: - Merge icon for a Tools
version. This is the source Import Merge  Copy
version.

s ] =

ABS will prompt you to select a In this example, we select “1XYZ - Sample’ as the destination version.

version in the budget session. Budget Session* Version®

2. Select: Version. This is the
destination version.

= You cannot merge a source

version into a ® locked
destination version.

Sample Session v 1XYZ - Sample v
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ABS will display a checkbox if

decision packages with the same DOver\m'lte existing data

COde/titIeaIreadyeXiStinthe “IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII..
* L 4

destination version. S

3. Select: Checkbox if you want
to overwrite existing decision
package data.

=» If you select the checkbox, ABS
will display a list of decision
packages that will be overwritten.
=» If you do not select the
checkbox, ABS will not display a
list of decision packages because
data will not be overwritten.

= If you select the checkbox ¢ Overwrite existing data
ABS will display the codettitle for decision packages that will be
overwritten (replaced) in the destination version. In this example, the
decision package ‘11 - Sample’ from the source version will overwrite
(replace) the decision package ‘11 - Sample’ in the destination version.

Overwrite existing data

The following decision packages will be replaced:
= 11 - Sample

= If you do not select the checkbox Overwrite existing data

‘IIIIIIIIIIIIIIIIIIIII..

’,. packages because decision package data will not be overwritten.

..IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII‘

4. Select: Merge.

=» ABS will merge the source
version information into the
destination version.

Copy Version

Agency budget operations users can copy a version to create a new version.
If the version includes decision packages, ABS will copy maintenance level (ML) and policy level (PL)
decision packages into a new version.
=> If the new version will be in the same budget session, ABS will copy all elements. For example, if the
version includes decision packages with fiscal details, attachments, and IT addendum, all of those
elements will be copied into the new version.
=> If the new version will be in a different budget session, ABS will not copy all of the decision package
details because they may not be relevant across budget sessions. For example, ABS will not copy
information from OFM questions, agency questions, reference documents, or IT addendum.

ABS will not copy base/current biennium (CB) or carry-forward (CL) decision packages.

1. Select: Budget menu. ke
=>» ABS will display a list of S

versions for the budget session.

2. Select: C_ Copy icon for the e
version. Import Merge  Copy

=> ABS will copy this version to

create a new version. & Do

3. Select: Budget session. This Budget Session*

is for the new version. .
Sample Session v

Manage Budget Version/Manage Decision Package April 2020 Page 5 of 15
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ABS does not allow duplicates for
version codef/title in the same

B *
budget session. yersion Code

Manage Budget Version/Decision Package
Agency Budget System (ABS)

In this example, we input “1XYZ’ for the new version code.

4. Input: Version Code. I1XYZ

=» Use letters and/or numbers to
create a 2 to 8 digit version code.
= Do not use letters ‘O’ or ‘I'. This
helps to avoid confusion with the
numbers ‘0’ (zero) and ‘1’ (one).

5. Input: Version Title.

=» Use up to 35 letters and/or Version Code*

In this example, we input ‘Sample’ for the new version title.
Version Title*

numbers to create a version title. 1XYZ

6. Select: Copy.

=>» ABS will create a copy of the
version.

Copy

I Sample X I

Additional Information - Program Level Version
ABS will provide additional prompts and information if your agency is required to manage versions at the

program level.

Create New Version at Program Level

ABS will prompt you to select a program when you create a new version.

You will only receive this prompt if your agency is required to manage versions at the program level. For
example, agency 300 (DSHS) will manage versions at the program level.

* Indicates required fields

Version Code™ Title® Locked

Yes @ No

Program*

12722 Sample Select Program v

Comments

Merge Version at Program Level

Cancel

ABS will provide additional information when you merge a version.
ABS will not overwrite the program in the destination version if it is different than the source version.
ABS will not overwrite fiscal details in the destination version if they are different than the source version.

# Indicates required fields

Version*

1XYZ - Sample

Budget Session*

Sample Session v

Fiscal Details will not be merged into destination

Manage Budget Version/Manage Decision Package April 2020
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Manage Decision Packages

Both agency budget operations users and agency edit users can create and manage maintenance level (ML)
and policy level (PL) decision packages.
You can create multiple decision packages to develop different budget and ‘what if’ scenarios.
ABS will automatically update the status for a decision package as it moves through the budget process.
For example, a decision package will remain in ‘draft’ status until it is submitted to OFM.

Create New Decision Package

Both agency budget operations users and agency edit users can create 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.
When you create a new decision package, ABS will prompt you to select a special use type. Special use
decision packages require less information than a regular decision package. For example, use Activity (92)
or Revenue (90) if the decision package will be limited to those special use types only. ABS will
automatically adjust the data input process based on the type of decision package.

1. Select: Budget menu.
=>» ABS will display a list of e
versions for the budget session.

=>» ABS will display ‘no records

found’ if there are no versions for
the budget session.

Details

2. Select: ©% Decision Package Version Information

[ef0]g] for a version. Budget Comments Status Work.lng Fundings/FTEs Objects Decision
Source Capital Summary Summary Packages

1227 - Sample Agency (= Draft E

Version

3. Select: Create New DP.

> If the version is ® locked, you
cannot create a new decision

i Create New DP

package.
4. Select: Special Use Type. In this example, we select ‘not applicable’.
=> Use ACtiVity (92) or Revenue Special Use Type -

(90) if the decision package will be

limited to those types only. Not Applicable v
=> ABS does not allow duplicates for decision package codeltitle at the same
budget level in a version. For example, if the version already includes a special

use Activity (9Z) decision package, ABS will not allow you to create another
special use Activity (9Z) decision package for that version.
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5. Select: Budget Level.

=>» New decision packages are
created with maintenance level
(ML) or policy level (PL).

=>» You cannot select the budget
level if the special use type is other
than ‘not applicable’. ABS will
display the budget level based on
the special use type.

ABS does not allow duplicates for
decision package codeltitle at the
same budget level in a version.

6. Select: Code. Use the
dropdown to select an
available code.

- or -
Input: Code.

= Use letters and/or numbers to

create a 2 digit decision package

code.

= Do not use letters ‘O’ or ‘I'. This

helps to avoid confusion with the

numbers ‘0’ (zero) and ‘1’ (one).

ABS does not allow duplicates for
decision package codeltitle at the
same budget level in a version.

7. Input: Title.

=» Use up to 35 letters and/or
numbers to create a decision
package title.

8. Select: Type.

=>» Decision package types include
central services, compensation,
other, and transfers.

Central Services
Compensation
Other

Transfers

Manage Budget Version/Decision Package
Agency Budget System (ABS)

In this example, we select ‘Maintenance Level'.
Budget Level*

Maintenance Level £

In this example, we input ‘11’ for the decision package code.

Code *

Select ~ 11

“......................................................,"
You can select an available code from the dropdown or input a new *,
code for the decision package if the special use type is ‘not applicable’.
= Select global @ codes for common items.
= Agency budget operations can use the ABS Admin menu to create
available agency decision package codesttitles.

= Some codes may not be available. ABS will identify these with ‘Not
Available’ after the title.
Code *

Select »

11 - Sample
¢ 1A -Sample Not Available
.

L 4
..IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII-‘

‘IIIIIIIIIIIIIIIIIIIII..
L/ ‘
.IIIIIIIIIIIIIIIIIIIII

*
*

In this example, we input ‘Sample’ for a decision package title.
Code * Title *

Select~ | 11 I sample x I

I EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEEEENEEEENEEEEEEERYN

=>» You cannot input the title if you selected an available code from the
dropdown or if the special use type is other than ‘not applicable’. Agency
budget operations can use the ABS admin menu to manage agency
decision package titles if needed.

.IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII'

evmEEREREN,
assmmmnn?®

In this example, we select ‘Other’.
Type *
I Other v |

‘IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII.

! =» You cannot select the type if you selected an available code from the‘-
- dropdown or if the special use type is other than ‘not applicable’. Agency-
' budget operations can use the ABS admin menu to manage agency .
: decision package types if needed. :

4 EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEmEn?®
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9. Select: Status.

10. Select: Cost Type.

=>» You cannot select the cost type
if the special use type is other than
‘not applicable’. ABS will display
the cost type based on the special
use type.

=>» Decision package cost types
include one-time, ongoing, and
custom.

One-Time
Ongoing
Custom

Input your agency point of contact
information for the decision
package.

11. Input: First Name.
12. Input: Last Name.

13. Input: Email.

=>» Use the work email address for
the point of contact.

14. Input: Phone.

15. Input: Comments.

= Maximum length for comments
is 600 characters.

= Comments are for your agency
use only. ABS does not include
comments in the information
submitted to OFM.

16. Select: Save.

IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII..

**In this example, the new decision package is displayed in a list for the agency budget version.
The decision package is considered a ‘draft’ until it is submitted to OFM.

Decision Package Information

Decision Package Status Comments

Budget Level: Maintenance

‘IIIIIIIIIIII..

11 - Sample Draft ()

In this example, we select ‘Draft’.

Status

| oran

1

‘IIIIII.‘

In this example, we select ‘One-Time'.

Cost Type*

| One-Time

v1

*

‘Illllllllll..

..IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII‘

Point of Contact

First Name*

George

Last Name*

Washington

Email*

jane@ofm.wa.gov

Phone*

(360)407-9100

Priority Details

1 =

..IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII‘

Manage Budget Version/Manage Decision Package

Summary
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Details

Funding

O

Comments (Internal Only)

Sample

FTEs

0O

Revenue

&

Objects

i

Tools

View/Edit
Info

& @
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=> Some agencies may use additional draft statuses to meet specific business
needs. Agency budget operations can use the ABS admin menu to create
additional draft decision package statuses for internal agency tracking and
reporting purposes.

.lIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII

‘IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII.‘

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 request
cycle with no end.
Custom = projected end date is outside the current budget request
cycle, estimates ramp-up over an extended timeframe, etc.

Delete

o

’.IIIIIIIIII

’.lllllllllllll“

’.IIIIII‘
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Edit Information and Lock/Unlock Decision Package

Both agency budget operations users and agency edit users can edit the budget level, status, cost type, point
of contact, and/or comments for maintenance level (ML) or policy level (PL) decision packages. Agency budget
operations can also lock/unlock a decision package.

Decision package code and special use type cannot be edited.

Agency budget operations can edit decision package titles and/or types using the ABS Admin menu.

1. Select: % Decision Package Version Information Details

icon for a version. Budget

Working Fundings/FTEs Objects Decision
Source Capital Summary Summary Packages

122Z - Sample Agency () Draft m B @

Comments Status

2. Select: [ Edit icon for the
decision package.

&[] o

3. Edit: Budget level, status e B
. . ’ ’ Hot Applicable Mainienance Level
cost type, indicator for locked,
pOint of ContaCt, and/or To change (e ts, peease contactyour agency dudget aperalo” ¥ aes rRqured Tells
comments. ot Tie* e
4. Select: Save M mrt Test Ofrer
=> If the decision package is o Cothoe o
locked, details in the decision = | [ § |

package cannot be added,
deleted, or updated.

=>» Agency edit users cannot
lock/unlock a decision package.
=» You cannot edit the budget
level or cost type if the special use
type is other than ‘not applicable’. e

Jeorge@ommuagor

Point of Contact

First Hame' Comments (Internal Only)

George )ﬁ: nal, madmum 600 characters

Last Name®

Washington

Phone*

(360) 407-4100

fanee
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Delete Decision Package

Agency budget operations users can delete a maintenance level (ML) or policy level (PL) decision package if it
is not locked.

Agency edit users cannot delete a decision package.

1. Select: ©% Decision Package Version Information Details
icon for a version. Budget Working  Fundings/FTEs Objects Decision
Comments Status .
Source Capital Summary Summary Packages
1ZZZ - Sample Agency (=) Draft m E @
2. Select: i Delete icon for the @
decision package. Delete Decision Package
=> |f the decision package is & Tools You are about to delete Decision Package (11).

locked, you cannot select the continue?
delete icon. EEI @ Yes

3. Select: Yes.

Import Fiscal Data for Decision Packages

Both agency budget operations users and agency edit users can import decision package data for
maintenance level (ML) and policy level (PL) decision packages. The import data process uses a standard
Microsoft Excel template to upload data from an agency. For example, some agencies may prefer to import
data into multiple decision packages rather than manually input data in ABS.

ABS will provide additional prompts during the import process. For example, if a decision package already
includes fiscal details, ABS will provide a prompt to confirm if you want to overwrite (replace) the data.

Budget

2 Select: ©% Decision Package Version Information Details
icon for a version. Budget

1. Select: Budget menu.

=>» ABS will display a list of
versions for the budget session.

Working Fundings/FTEs Objects Decision
Source Capital Summary Summary Packages

12ZZ - Sample Agency =) Draft E E @

Comments Status

3. Select: Import Data.
3 ABS will provide a standard ) Import Data
template for your data.

ABS uses a standard Microsoft

Excel template for the data import _ o ) )
process, fiscal details into, download thel,'mport Tempiateland follow the instructions.

4. Select: Import Template.

=>» The import template will include
additional instructions.

Please make sure you have created all the decision packages you would like to import
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ABS uses standard options for In this example, we select ‘save as’ because we want to save the template
downloading the template. to a specific folder on our computer.

= Caution! Do not change the file 3 |f you select ‘open’, ‘save’, or ‘save and open’, you may have extra

nameftype for the template. steps to enable editing or find the template later in your download folders.
5. Select: Save.

Do you want to open or save ABS FiscalDetailsTemplate.xlsx Open Save Cancel
6. Select: Save as. ? i

Save
= Follow your agency process for
saving a file to your workstation or Save and open

agency shared network location.

. q g H 9 - ABS FiscalDetailsTemplate - Excel ? @ - 0O
7- InPUt' Informatlon and fISCaI FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT
details in the downloaded AR TR e B o womaic] o vsioss [ B Ey [
template_ Use the ‘|mp0rtData’ Themesrumy Margins Orientation Size  Print Breaks Background Print EPHE'QM Aumr:allr: o View | v View Bring Send  Selection Align Group Rotate
. - @effects- - - Area- - Tites CRScaler [100% CJ [Jprint (1Pt ponyarg - Backwara - Pane -
worksheet in the template. Themes Page seup W seletoft 5 Swetopions arange
=>» Caution! Do not change the = : N
column headings in the
‘ il A B C D E F G H 1 J K L M N (0]
ImportData WorkSheet- 1 DATATVPEl Decision Package Code Budget Level Fiscal Type Program Subprogram (Category) Fund AppropType Activity Object Source FY1 FY2 FY3 Fya
= The template includes a S —
worksheet with instructions and :
addltlonal |nformat|0n. B Instructions | ImportData ® [
= You will need to create your
decision packages in ABS before
completing and uploading the
template.
8. Select: “¥ Select Import File.
X Select Import File
ABS uses standard options to 2 Choose File to Upload
brOWSG, SeIeCt’ and upload a flle' OO ‘ | » Computer » Local Disk (C:) » Sample ABS -
9. Select: Fiscal Details -
Template This is the Organize v New folder
downloaded copy of the - Favorites Z  Name
template with your agency B Desktop I ABS FiscalDetailsTemplate I
decision package information ls Downloads
and fiscal details. =& Recent Places
10. Select: Open. & Computer 3
. . . -“ H 5
= ABS will provide an edit check ¥ Local Disk (C)
to ensure the standard Microsoft File name: ABS FiscalDetallsTemplate - [AII Files (**) ']
Excel template is used. I ooen H [ Cancel ]

11. Select: Upload Template. .
> You can only upload one ABS FiscalDetailsTemplate. xlsx 9.0kB & Replace Import File

template. If you need to replace an
uploaded template, use Replace
Import File EAREHEEITEINEE. Cancel Upload Template
=» ABS will provide edit checks to
ensure the standard Microsoft
Excel template is used.
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Manage Budget Version/Decision Package
Agency Budget System (ABS)

Copy Decision Package

Both agency budget operations users and agency edit users can copy a decision package to create a new
maintenance level (ML) or policy level (PL) decision package.
If the new decision package will be in the same budget session, ABS will copy all elements. For example, if
the decision package includes fiscal details, attachments, and IT addendum, all of those elements will be
copied into the new decision package.
If the new decision package will be in a different budget session, ABS will not copy all of the decision
package details because they may not be relevant across budget sessions. For example, ABS will not copy
information from OFM questions, agency questions, reference documents, or IT addendum.

1. Select: ©% Decision Package VERTEN e petails
icon for a version. Budget

Working Fundings/FTEs Objects Decision
Source Capital Summary Summary Packages

1222 - Sample Agency (&) Draft m B @

Comments Status

2. Select: & Copy icon for the
decision package.

=> ABS will copy this decision

package to create a new decision

package.

El= o

3. Select: Budget Session. This Budget Session*
is where the decision package
will be copied.

I Sample Session v I

4. Select: Version. This is where  Version*

the decision package will be
copied. 1IXYZ - Sample v

= Special use decision packages
cannot be copied to the same
version.

ABS does not allow duplicates for  In this example, we input ‘12’ for the new decision package code.
decision package codeltitle at the Code *
same budget level in a version.

5. Select: Code. Use the

dropdowntoselectan “‘lIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII..
available code. You can select an available code from the dropdown or input a
-—Or —- decision package code if the special use type is ‘not applicable’.
Input: Code. = Select global @ codes for common items.
=> Use letters and/or numbers to = Agency budget operations can use the ABS Admin menu to
create a 2 digit decision package create available agency decision package codesttitles.
code. =>» Some codes may not be available. ABS will identify these with
=>» Do not use letters ‘O’ or ‘I'. This ‘Not Available’ after the title.
helps to avoid confusion with the Code *
numbers ‘0’ (zero) and ‘1’ (one).

I Select » 12 I

Select ~

11 - Sample
1A - Sample Not Available .

*

‘IIIIIIIIIIIIIIIII-..
..IIIIIIIIIIIIIIIIII“

*
*

..lIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII‘
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6. Input: Title. In this example, we input ‘Sample’ for the new decision package title.
=» Use up to 35 letters and/or Code * Title *

numbers to create a decision Select~ 12 Sample

package title.

‘IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII.

= = You cannot input the title if you selected an available code from the
= dropdown or if the special use type is other than ‘not applicable’.

= Agency budget operations can use the ABS admin menu to manage
:' agency decision package titles if needed.

AEEEEEEEEEEEEEEEEEEEEEEEEEEEEE NN NN SN NS NN SN NN NN EEEEEEEEEEEES

®ssmnnnnn®

7. Select: Type. In this example, we select ‘Other’.
Type *
Other b

S EEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEENEENEEEEEEEEEENEEEEEEEEEEENY

= You cannot select the type if you selected an available code from the':
dropdown or if the special use type is other than ‘not applicable’.
Agency budget operations can use the ABS admin menu to manage
agency decision package types if needed.

AEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERY

sEmEEEEwN,
QemmnEnm

8. Select: Budget Level. In this example, we select ‘Maintenance Level'.
=> You cannot select the budget Budget Level®
level if the special use type is other Maintenance Level v

than ‘not applicable’. ABS will
display the budget level based on
the special use type.

Y
=>» ABS will copy the decision

package.

Prioritize Decision Packages

Both agency budget operations users and agency edit users can prioritize maintenance level (ML) and policy

level (PL) decision packages for a version.
ABS will display decision packages on reports using your prioritization. For example, ABS will display
policy level decision packages on the ABS031 Agency DP Periority (PL) report with your prioritization. If you
do not use this feature, ABS will use the default prioritization on the report.

Decision Package Information

1. Select: ) up arrow or L 4
down arrow for the decision pec sion peckage et GOt
paCkage- Budget Level: Maintenance

= ABS will display the decision

. o 01 - Sample Draft ¥

packages in the prioritized order. ©

2 If the version is @ locked, you 11 - Sample Dratt ) +

cannot prioritize the decision S —

packages.
1D - Sample 1 Decision Package Draft () W
2D - Sample 2 Decision Package Draft () '$ *
3D - Sample 3 Decision Package  Draft () ’»
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____________________________________________________________________________________________________________________________________________________________________|
Additional Information - Program Level Decision Package

ABS will provide additional prompts and information if your agency is required to manage decision packages at
the program level.

You will only receive these additional prompts and information if your agency is required to manage
decision packages at the program level.
Create New Decision Package at Program Level

ABS will display a list of available programs after you create a new decision package. You will only receive this
prompt if your agency is required to manage decision packages at the program level.

of available programs.

= ABS will move the program IABC - Sample Program I At least one program is required...
from the available programs list to
the associated programs list. XYZ - Sample Program

2. Select: Save. Available Programs - Click on program to associate Associated Programs - Click on program to remove

=> A decision package can include

multiple programs. XYZ - Sample Program ABC - Sample Program
=> To remove an associated

program, select the program and

ABS will move it back to the p—

available programs list.

‘IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII..

» In this example, there is one (1) associated program for the decision package. ‘-_
E EP)::E:Z Status Comments Priority Details Summary A;?:;:_Z:: E
E Budget Level: Maintenance E
:_‘ 11 - Sample Draft & = = _=§o ::

..IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII‘

Add or Remove Program for Decision Package

Both agency budget operations users and agency edit users can add or remove program levels for
maintenance level (ML) or policy level (PL) decision packages.

. . i i Details
1. Select: “% Decision Package Version nformation
icon for a version. Version Budget Comments  Status Work.lng Fundings/FTEs Objects Decision
Source Capital Summary Summary Packages
1227 - Sample Agency (=) Draft ﬂ
2. Select: = Programs icon for - iori i e
- = g Decision Package Status Comments Priority Details Summary

the decision package. Programs

= ABS will display a list of
available programs and associated
programs for the decision 11 - Sample Draft
package.

=> If the decision package is &
locked, you cannot add or remove
programs.

Budget Level: Maintenance

0
iii
[l
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Agency Recast
Agency Budget System (ABS)

Activity Recast of the Budget

When a new biennial or first supplemental budget is enacted, agencies must update their estimated costs of
agency activities to reflect the new budget. This budget recast becomes the foundation for the next budget.
Agencies update their activity estimates through the Agency budget System (ABS).

L0 == Lo oz 1Sy A V=T =3 o] o USSR 1
Edit Information and LOCK/UNIOCK VEISION .........eo it e ettt e e e e e et e e e e e e e e s ntee e e e e e e e e e annnenneeaaaens 2
D =Tel IS o] g o= Tod (€= To 1= ST PPPPROTPPRPN 3
VieW FiSCal DetailS = FUNGING .....ooiiiiiiiiiiiie ettt st e e s b bt e e e e b e e e s aab b e e e e aabb e e e e anbre e e e anbeas 3
View Fiscal Details — Full Time EQUIVaIENTS (FTE) ....ooo it 4
e Lo 1o {71 SO 5
Balance ACHIVITIES 10 FUNG ... ...ttt e e e e e e e e e e e e e e e s an b b e e e e e e e e e e bnbeeeeaeeeean 6
Create BUAget SUDMITIAL ............uiiiiiiie et e e et e e e e e st e et e e e e e e saaassbaeeeaaeesaannssaeeeaeeseaassraneeeaeesaaasnes 6
Prepare and Release ReCast SUDMILIAL...........oo i e e e e e e e e e e e e st e e e e e e e e annnnaeees 7
Prepare SUDMITTAL...........ooiii et e e ettt e e e e e e e et et e eeee e e s ateaeeeaeesaaaasseseeeaeesaaassssaneeaaeeaanssrnneeaaenesn 7
0T = 1 0 g =T ot €SP PRR 8
RS T0 o] g gL ST or= o =T [ 1T SR 8
Other Icons 0N SUDMILAl MENUL. ... ettt e oottt e e e e e e et e e e e e e e e e e anteeeeeeeeaaannneneeaaaeeaannnneeeas 8
Recall and Re-Submit (EXCEPON ONIY)......ooiiiiiiiiii ettt e e e bt e e e s e b e e s abb e e e e eanes 8

Create Recast Version
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:

1. Select: Icon.

2. Select: Create New Version
= A recast version cannot be
created if it is not yet available for
the budget session.

=>» ABS will automatically link an
agency version to a budget
session

Agency Recast April 2020 Page 1 of 9
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3. Input: Version Code """E”"Ej{' Code*

= ABS does not allow duplicates

for version code in same budget Deqguired maximum 2 characters
session.

= Use letters and/or numbers to
create a 2 to 8 digit version code.
= Do not use letters ‘O’ or ‘I'. This
helps to avoid confusion with the
numbers ‘0’ (zero) and ‘1’ (one).

4. Input: Title E?“E*
= ABS does not allow duplicate
tittes in same budget session Require axin 39 characters

= Use up to 35 letters and/or
numbers to create title.

S. Select: Yes or No Is L*l,is a recast version?

@ ves No

6. Input: Comments Comments
=» Maximum length for comments
is 600 characters. Optiond
= Comments are for internal
agency use. ABS does not include
commetns in the information
submtted to OFM.

7. Selec.t: Save . Cancel
= ABS will display a list of

versions for the budget session.

]
=
jat}
]
I
()]
[
(]
[
]
[u5]
=3
(T
¥}

“IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII..

IIIIIIIIIIIIIII“

:’ In this example, the new version is displayed in a list for the budget session. K
H The version is considered a ‘draft’ until it is submitted to OFM.

. Version Copy will only copy the same type of Recast Version and only the same version

. types can be merged.

|}

|}

» @) indicates the version is Recast

|}

: Version Information Details Tools

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

= NEW-Leaming Q Draft &0 & a A T o
" R

..I.

*

..lIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII‘

Edit Information and Lock/Unlock Version
Agency budget operations users can edit information for a version.

The version code cannot be edited.
When a version is locked, ABS will also lock decision packages in the version.
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1. Select: @ Edit icon for the
version

2. Edit: Title, indicator for locked,
and/or comments.

= If a version is locked, decision

packages cannot be added,

updated, or deleted for that

version.

Decision Packages

Tools

Import  Merge Copy Edit Info Delete

&m@@m

Agency budget operations can edit information and/or lock/unlock a version * Indicates required fields
Version Code* Title*® Locked
NEW I Leaming | I Yes @ No I

Unlock all Decision Packages?

Comments

Optional, maximum 600 characters

m cancel

From the Decision Package screen, users can access the Funding and FTEs within the Recast to Activity

decision package.

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 (9Z).

Certain features will be disabled within a Recast version: create new decision package, copy decision
package, and delete decision package.

Version copy will only copy the same type of Recast Version and only the same version types can be

merged.

View Fiscal Details - Funding

Users will be able to view the funding amounts from the enacted topline that will be used to balance activities.

1. Select: Icon.

2. Select &o Decision

Package icon.

=>» ABS will display the Decisoin
Package Details.

3. Select: Funding Icon for
TOPL-Current Biennium Base

Agency Recast

Budget

@ indicates the version is Recast

Version Information Details

Version Budget Submittal Comments Stalus | Working Capital Fundings/FTES Summary Objects Summary Decision Packages

RECAST Qo Draft

Decision Package Information Details

View DP
Decision Package Details View/Edit Details Funding FTES
Summary

Budget Level: Current Biennium

& TOPL - Current Biennium Base  Control

1]

1]
B

&

Budget Level: Maintenance

97 - Recast to Activity Draft | O
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4. View: Fiscal Details — Funding  Fiscal Detais - Funding T —— B
9 US ers W|I b e abl e tO V| ew th e Fiscal detais for fund/appropriation type/activy are included in decision package details with incremental changes for each fiscal year ‘

funding amounts from the enacted

topline that activities need to be srome el * .

balanced to. w0 ombe

Note: Dollars in Thousands

Total 2019:21 FY2023  Tolal 202123

TomaLs 123,687 121,088 204720 o o o

001- General Fund Totals 9515 36,989 78504 o o o

001-1 General Fund - State 23866 1959 5464 0 0 0
Funding Activiles Balance (snould be all zer0) 23866 19598 0 0

001.2 General Fund - Federal 15388 17,126 251 0 0 0
Funding Acties Balance (should be allzero) 15,368 17,126 0 0

001.7 General Fund - Local 21 25 26 0 0 0
Funding Activiies Balance (should be all zero) 21 25 0 0

View Fiscal Details - Full Time Equivalents (FTE)
Users will be able to view the FTE amounts from the enacted topline that will be used to balance activities.

1. Select: s IcoN.

Budget

& o 0 Iindicates the version is Recast
2. Select Decision

Version Information Details
Package icon.

=» ABS will display the Decisoin
Package Details. RECAST o Dratt

Version Budget Submittal Comments Status | Working Capital Fundings/FTES Summary Objects Summary Decision Packages

3. Select: FTEs Icon for TOPL- Decision Package Information Details

Current Biennium Base TEIEE

Decision Pack: Detail ioril View/Edit Details Fundi
ision age Details IEw! il S unding

Budget Level: Current Biennium

& TOPL - Current Biennium Base  Control =

i
i
&
B

Budget Level: Maintenance

97 - Recast to Activity Draft | |
- . . Fiscal details for FTE: luded in deci: ke details with i tal ch fi h fiscal
4. View: Fiscal Details — FTEs e e o T e i i ectage e il sl e s sty
> Users wilbe able toviewthe IR,

funding amounts from the enacted Total 2019-21 Total 2019-21 Total 2019-21 Total 2019-21
topline that activities need to be $246.241180 4088100 $0 $0
balanced to.

OMN / TRN O - Omnibus v

FY 2020 FY 2021 2019-21 FY 2022 FY 2023 2021-23

Decision Package FTEs 4045 4016 403.1 0.0 0.0 0.0

Agency Recast April 2020 Page 4 of 9
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Add Activities

Click the cooresponding icon to toggle between Fund Activities and FTE Activities.
The thumbs up and thumbs down are quick indicators to show if each of the line item
activities balance to the total enacted topline across all programs and OMN/TRN.

Funding | Fund Activities

Total 2019-21
$ 246,241 $ 0

Q

Agency Recast
Agency Budget System (ABS)

‘IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII...

*

Total 2019-21
408.6 | 408.6

&

..llllllllllllllllll“

*

>

One to many 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.

1. Select: Icon.

2. Select &o Decision

Package icon.

=» ABS will display the Decisoin

Package Details.

3. Select: Funding or FTEs Icon.

4. Select: Omnibus or Transpo
from the dropdown menu.

Agency Recast

Budget

@ indicates the version is Recast

Version Information

Version

RECAST o

Decision Package Information

Status

Decision Package Details

Budget Level: Current Biennium

& TOPL - Current Biennium

Control
Base

Budget Level: Maintenance

9Z - Recast to Activity Draft

Budget Submittal Comments Status

pran

Comments

OMN / TRN

T - Transpo

April 2020

O - Omnibus v

Details

Working Capital Fundings/FTEs Summary Objects Summary Decision Packages

Details

View/Edit
Details

View DP

Fundi
Summary —

i
1]
&
&

Page 5 of 9



2\ Office of Financial Management

AGENCY BUDGET SYSTEM

Agency Recast

Agency Budget System (ABS)

5. Select: Activity
6. Click: Add

=>» One to many activities can be
added.

7. Click: Save or Save & Return
=» Use Save to save changes and
remain on page.

= Use Save & Return to save
changes and return to Decision
Packages page.

Balance Activities to Fund

Select an Activity

A001

- Accounting Services for Other Agencies

| A002 -

Administrative Activity

A004 -

A005 -

A006 -

A008 -

A019 -

A101

Forecasting and Research
Enterprise Financial Systems Support
Collective Bargaining

Governor's Budget Development

State Facilities Oversight

tate Himan Pasniirea.

Select an Activity

)

The activities are balanced once the balance bar indicates zero for that fund and appropriation type.

1. Add: Funding for Activities

=» Funding Activities Balance
should be all Zero’s when in
balance (see yellow bar).

2. Click: Save or Save & Return

=» Use Save to save changes and
remain on page.

=» Use Save & Return to save
changes and return to Decision
Packages page.

Create Budget Submittal

Both agency budget operations users and agency edit users can create a new submittal.

001

Funding Activities Balance (should be all zero)

- General Fund Totals

001-1 General Fund - State

Activity Select an Activity

A002 - Administrative Activity

A004 - Forecasting and
Research

39,515 36,989
23,866 19,598
al

23,866 0
0 19,598

Create one agency recast submittal based on OFM recast instructions for the enacted biennial budget or

the enacted first supplemental.

&
1. Select: B Submittal menu.

Agency Recast

&

Submittal

April 2020

Page 6 of 9



2\ Office of Financial Management

AGENCY BUDGET SYSTEM

Agency Recast
Agency Budget System (ABS)

2. Select: Create New Submittal Create New Submittal
=>» A recast version cannot be

created if it is not yet available for

the budget session.

3. Select: Submittal Type. Submittal Type*

= ABS will provide submittal types
based on the budget session.

= 3 Indicates required fields.

Recast v

Select Option

4. Select: Submittal Title. Submittal Title*

= 3k Indicates required fields. 201971 Recast Version

5. Select: Submittal Version. Submittal Version
=» The available Submittal -
Versions will be limited to Recast RECAST - Recast test v

only versions.
Select Option

J1 - Test Recast Version

MICHELLE - test version

RECAST - Recast test

6. Select: Save Icon.
= If you don’t want to save the Cancel
budget submittal then select the

Cancel icon.

Prepare and Release Recast Submittal
Use the submittal menu to prepare, run edit checks, and submit an agency budget request.

Prepare Submittal
Both agency budget operations users and agency edit users can prepare a submittal. A recast version is
required to prepare the submittal.
ABS will display submittal information based on OFM recast instructions for the budget session.
ABS will automatically run and attach reports when you submit your recast request. You can also run and
review these reports as reference information.

Agency Recast April 2020 Page 7 of 9



Agency Recast
Agency Budget System (ABS)

1. Select: Prepare Icon. ——

= From within the Budget
Submittal screen, users can click
Prepare to provide any additional 201921 Recasl Version Recast Not Submitted Apr 24, 2019, 2.:25:48 PM RECAS
requirements for a Recast Budget

Submittal.

Type Status Status Change Date Versio Prepare w Edit Delele EditCheck Release

Run Edit Checks

Both agency budget operations users and agency edit users can run edit checks.

v Use the edit checks to view a list of items that may need to be reviewed and/or corrected before submitting
your recast request.

1. Select: Edit Check Icon.

= You cannot select the edit : _ Edit Check
B g Type Status Siatus Change Date Version Prepare View Edit [ L
check icon if the recast request
has been submitted. 2019-21 Recast Version Recast Mot Submitted Apr 24, 2019, 2:25:48 PM RECAST &
= ABS will display results of edit B3

check.

Submit Recast Request
Agency budget operations users can submit a recast request to OFM.
v~ ABS will provide additional information and confirmation prompts to guide you through the submittal steps.

1. Select: Release Icon
Release

= Releases budget Recast to Type Status  Stalus Change Date Version  Prepare  View Edit Delete Edit(
OFM.

= ABS will provide edit checks
and will not proceed with the next
submittal step if the edit checks
include error messages that need
to be resolved.

2. Select: Confirmation prompt to
submit the recast request.

2019-21 Recast Version Recast Not Submitted Apr 24, 2019, 2:25:45 PM RECAST j‘

Other Icons on Submittal Menu

v~ View icon is used to view submittal once it has been released to OFM.

v Editicon is used to change Submittal Title and Submittal Version.

v~ Delete icon is used to delete the budget submittal prior to being released to OFM.

“IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII.

Prepare View Edit Delete

s [ [ [E]

.IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII"

eEEEmEERERERWN,
Yannnnnnnnnns?®

*

Recall and Re-Submit (Exception Only)
If you accidentally submit a recast request, contact your OFM budget analyst immediately to coordinate next
steps. In some cases (exception only), the OFM budget analyst may request a ‘recall’ for the submittal.

Agency Recast April 2020 Page 8 of 9
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JAGENCY BUDGET SYSTEM

Agency Recast
Agency Budget System (ABS)

If the submittal is recalled, ABS will update the status to ‘recalled’.

Caution! This is a rare (exception only) occurrence and incudes additional steps. Your recast version will
be locked and cannot be edited. You will need to associate a current recast version with your re-submittal
(you may need to create a new recast version or copy your existing recast version to update the
information before you re-submit your recast request.

Agency Recast April 2020 Page 9 of 9
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- <78 IAGENCY BUDGET SYSTEM

Decision Package Details and Working Capital
Agency Budget System (ABS)

This job aid includes information for agency budget operations users and agency edit users.

Decision Package (DP) [
Describes and DP Details
supports an agency : - DP Working Capital
budget decision. v _DP details are

edited by agency v' DP Working Capital

budget operations and

is edited b
agency edit users. Is edited by agency

budget operations and
agency edit users.

v’ Managed by the
administering agency
for each fund only.

DeCiSION PACKAGE OVEIVIEW ......ooiiiiiiiiiiiie ittt e oottt et e e e e e e et b b et e e e e e e e e e e sbbb st e eeaae e e e e nnsbenneeeaaens 2
View and/or Edit Decision Package DetailS...........cc.uuiiiiiiiiiiii s 2
View and Track COmMPIELION ... .....ciii i s e e e e e et a e e e e e e e e et e e e e e eeeeseanaans 3
RUN Edit CRECKS ... ..ottt ettt e et et aasaasssassssssssnnnnnnnssnnsnnnnns 4
View Decision Package Summary (DP SUMMAIY) ......ooomiiiiiii e 4
Spell-Check and FOrmatting TOOIS .......ccuiiiiiiiiiiii et e e e e et e e e e e e e e e bbeeeeeeaeeeas 5
Agency Recommendation SUMMAIY.........coii it e e e e et e e e e e e e e e e e e bt e e e e e e e e e eanaa e eeeas 6
Additional Information - Program Level Recommendation SUmmary............c.ccooiiiiiiiiiiiiiieeeeeiieeeee e 6
= Lo €= To TN I TS o) 4] o 7
PerfOrmanCe MEASUIES .........cooiiiiiiiiii ettt ettt ettt ettt ettt ettt et s estssstssnnsnnnnnnnnnnnnnnes 8
LTS Toz= | B I 11 = | ERRPRP 9
FiSCal DtailS = FUNGING . ... ettt s 9
Fiscal Details - Full Time EQUIValENts (FTE)........coooiiiiiii i e et e e e e e eeenees 10
Fiscal Details - REVENUE ...ttt e e e e e et eeet e e e e e e e e eeeann e e e e e eeeeennnnnns 11
Fiscal Details - ODJECES ... .coooiiii et e e e et a e e e e e e e et e e e e e e e e 11
Additional Information - Program or Sub-Program (Category) Level Fiscal Details............cccccccooniiiiiiiinnnnnen. 12
Justification and IMPACES .......ooouui e e e e e et e e e e e e e e e e e e 13
(@ VI T 1= 1 o] o R 13
FaNe =] o A @ U T (o T o - PRSP PS R 13
Other DOCUMENTES ....ceiiiiiiiiiiiiiee ettt e e s 14
S (=TT Tt I D o o0 |3 =Y o1 £ 14
Edit Reference Document Title and/or Share Level ... 15

0 I o 1= o To 11 ] o ¢ PSP 15
No - Decision Package Does Not Include Funding For IT CoStS...........ueeiiiiiiiiiiiiiiece e 15
Yes - Decision Package Includes Funding For IT COStS ........ccoooiiiiiiiiii i 16
Additional Information - Working Capital.............oouuuuiiiiiii e 18
Additional Information - Special Use Decision Packages (90-Revenue and 9Z-Activity) .........cccceeeveeiniiiinnnnnnnn. 19
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2\ Office of Financial Management

AGENCY BUDGET SYSTEM

Decision Package Details and Working Capital
Agency Budget System (ABS)

Decision Package Overview

Both agency budget operations users and agency edit users can edit maintenance level (ML) and policy level
(PL) decision packages.
Decision packages are automatically linked to an agency version for a budget session.
ABS will automatically update the status for a decision package as it moves through the budget process.
For example, a decision package will remain in ‘draft’ status until it is submitted to OFM.
ABS will automatically adjust the data input process based on the type of decision package. For example,
special use decision packages require less information than a regular decision package.

View and/or Edit Decision Package Details
Decision package details are located in the budget menu.

1. Select: Budget menu. 5
=> ABS will display a list of e

versions for the budget session.

2. Select: & Decision Package Version Information Details

icon for the version. Budget L G Working Fundings/FTEs Objects Decision
> ABS will display a list of Source Capital Summary Summary Packages
decision packages for the version. 1222-sample  Agency ® . m

3. Select: := Details icon for In this example, we select the details icon for the decision package.
the decision package.

=>» ABS will display the decision

package details. Use this to view

and/or edit details. =

= You cannot edit decision —

package details if the decision

package is ® locked.

“IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII..

** ABS provides at-a-glance indicators to quickly determine when  *

= . : » ‘.
= WEedne T SUmER (E8 1 .+ items are required and/or marked ‘complete’. .
you want to view, save, or print a . =
summary of the details. : Decision Package Details Required View/Edit Complete :
[} L]
: Agency Recommendation Summary LV 4 Q v :
. .
. Package Description LV 4 Q 4 :
. .
: Performance Measures LV 4 Cl: :
. .
. Fiscal Details - Funding v 4 .
[} L]
"‘ Fiscal Details - FTEs v 4 ,'.
* .

*
...IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII‘

DP Details and WorkingCapital April 2020 Page 2 of 19



View and Track Completion

Decision Package Details and Working Capital

Agency Budget System (ABS)

Both agency budget operations users and agency edit users will review maintenance level (ML) and policy
level (PL) decision package details and mark them ‘complete’ as part of their budget review process.

ABS provides at-a-glance indicators to quickly determine when items are required and/or complete.

=
1. Select: Budget menu.

=>» ABS will display a list of
versions for the budget session.

2. Select: % Decision Package
icon for the version.

=> ABS will display a list of
decision packages for the version.

3. Select: Details icon for
the decision package.

=>» ABS will display the decision

package details.

4. Select: Checkbox.

= ABS will change the status for
the item. Completed items can be
viewed but not edited.

=> If you need to edit a completed
item, select the checkbox and ABS
will change the status for the item.
=> If the checkbox is ‘greyed out’,
review the item to ensure it has
been edited. For example, you
may not be able to select the
checkbox for a required item if it
has not been edited yet. This helps
to avoid marking a required item
‘complete’ if it is empty.

= You cannot select the checkbox
for an item if the decision package
is ® locked.

DP Details and WorkingCapital

Budget

Version Information

Budget
Source

Comments Status

1ZZZ - Sample Agency Draft

¢

Working
Capital

Details

Decision
Packages

Fundings/FTEs
Summary

Objects
Summary

In this example, we select the details icon for the decision package.

Details Summary

Decision Package Details Required
Agency Recommendation Summary v
Package Description v

“IIIIIIIIIIIIIIIIIIIIIIIIIIIIII

%o

ABS will change the status for the item.

Decision Package Details Required
Agency Recommendation Summary v
Package Description ¥ 4

“IIIIIIIIIIIIIIIIII.

*
...IIIIIIIIIIIIIIIIIIIIIIIIIIIII

April 2020

In this example, the agency recommendation summary is marked
¥ ‘complete’. It can be viewed but cannot be edited.
=> If you need to edit a completed item,

View/Edit Complete
4 0 I
(&

IIIIIIIIIIIIIIIIIIIIIII..

*

select the checkbox and

View/Edit Complete
Q ~
74

..IIIIIIIIIIIIIIIII-‘

L 4

‘Q
EEEEEEEEEEEEEEEEEEEEEEES
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JAGENCY BUDGET SYSTEM

Decision Package Details and Working Capital
Agency Budget System (ABS)

Run Edit Checks

Use the edit checks to quickly view a list of items that may need to be reviewed and/or corrected in a
maintenance level (ML) or policy level (PL) decision package.

ABS will provide additional prompts and information to guide you through the edit check process.
1. Select: = Details icon for In this example, we select the details icon for the decision package.

the decision package. Details  Summary

=>» ABS will display the decision
package details.

2. Select: Edit Checks.
=> ABS will display results of the

edit check. ¢ "N NN NN I NN NN NN NSNS ENNNNENNNEEEENNEEEEEEEEN,

‘> ABS provides information with results of the edit check.

Severity Error Message

€ Sample - Error Message (item needs to be corrected)
A\ Sample - Warning Message (informational) ,

..IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII‘

[3 Edit Checks

“IIIIIIIIII..
Ygpsunnnnnnns?®

*

View Decision Package Summary (DP Summary)
Use the decision package summary to quickly view or print a summary of details in a decision package.
1. Select: = Summaryicon for  In this example, we select the summary icon for the decision package.

the decision package Details Summary Contact Info: George Washin gton

=> ABS will display the decision (360) 407-9100
package summary. o—

georgei@ofm. wa. gov

“IIIIIIIIIIIIIIIIIIIIIIIlllllllllllllllllllll..
* *

*

Sample Budget Session

‘0

Decision Package

Agency: 123 - Sample Agency
Decision Package Code-Title: 11 - Sample
Budget Session: Sample Budget Session
Budget Level: Maintenance Level
Contact Info: George Washington
(380) 407-9100
g:orgc@ofrn.wu.go\r ’

Agency Recommendation Summary
No Recommendation Summary has been provided.

Fiscal Summary - Funding
Nao funds have been provided.

Fiscal Summary - FTEs

Nao Full Time Equivalents have been provided,

LA AR R RN RERRRERRRERRERNRRRRNERNERIN,]
" Yo
L )

..............................l“

‘.0 Figral Summarv . Revanus

*
%

‘Q

Ya, ®
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEES
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Decision Package Details and Working Capital
Agency Budget System (ABS)

Spell-Check and Formatting Tools

ABS includes a standard spell-check tool. It works ‘as you type’ to inform you of text that may need to be
corrected (this is similar to the standard spell-check tool in Microsoft Outlook).

‘IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII...
*
P *

* <> In this example, the spell-check tool adds a red underline on ‘tyop’. K

‘ Tyop sample

=> In this example, we select the underlined text and right-click for spell-check options.
The spell-check tool provides standard options to correct or ignore the underlined issue.

sample

Typo
Top

Typos

Add 1o dictionary
Ignore

Language

Undo

Cut

Copy

gSUNEEEEEEEEEEEEEEEEEEEENy,
L 4 .
SppEEEEEEEEEEEEEEEEEEEER®

Delete

*

L4

Select all PS

*
L4

*
..IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII-‘

ABS includes standard formatting and quick insert tools. Use the formatting tools to provide clear narrative
with tables, charts, logic models, graphs, timelines, flowcharts, maps, or other visuals to support your
budget request.

“‘llllllllllllllllllllllllllllllllllllllllllllllIIIIIIIIIIIIIIIIIII...
‘ . .
.**=> In this example, we use the formatting tool to apply bold text. ".‘
*
Decision Package Description* * Indicates required fields

Images must be less than 3 MB, and allowed types are jpeg, jpg, png, gif.

L ) Ti~ B I U

)
| Bold (Cirl+B) |

I’I

v = iE H @B % ?

Formatting tool will display total number of characters used. —E

+

Sample information

=> |n this example, we put our cursor in the narrative section and select the quick
insert icon. If you already have something in the narrative section and want to use the
quick insert, press enter to add a new line and ABS will display the quick insert icon again.

B I U A~ T~ % @ 9O

+

Quick Insert

=>» ABS provides a quick insert for: PN image, EE table, = unordered list
(bulleted list), 3= ordered list (numbered list), == horizontal line.

B I U A~ Tiv % [a d)

gUEEEEEEEEEEEEEEEEEEEEENENNEENEENEEEEEEEEEENg,

“ .Q

v, %
"Ny EEEEE SN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEES®

X 4 : EH = = -
* Quick Insert *
0. ‘Q

L .
..llIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII"‘
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Decision Package Details and Working Capital
Agency Budget System (ABS)

Agency Recommendation Summary
Agency recommendation summary is included in the decision package details.

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.

1. Select: (¢ Edit icon for
agency recommendation
summary.

= You cannot select the edit icon

if the agency recommendation

summary is [ complete.

2. Input: Agency
Recommendation Summary.

3. Select: Save.

Decision Package Details Required View/Edit Complete

Agency Recommendation Summary v (& O

Agency Recommendation Summary*

Sample |

=>» Standard formatting and quick insert tools are not available for the agency
recommendation summary because it is also used as a starting point for text that
describes items funded in the Governor’s proposed budget.

Save

Additional Information - Program Level Recommendation Summary
If your agency manages decision packages at the program level, ABS will require a program recommendation

summary.

Provide a brief description of the agency decision package for each program listed. This is also used as a
starting point for text that describes items funded in the Governor’s proposed budget.

1. Select: (< Edit icon for
program recommendation
summary.

= You cannot select the edit icon

if the program recommendation

summary is [ complete.

2. Input: Program
Recommendation Summary.
— or —
Select: Copy Agency
Recommendation Summary.
=> If the agency recommendation
summary is empty, the copy
agency recommendation summary
option will not be available.

3. Select: Save.

DP Details and WorkingCapital

Decision Package Details Required View/Edit Complete
Agency Recommendation Summary v 4 & O
Program Recommendation Summary v &

Use the copy opticn if you want to copy
the agency recommendation summary into
the program level summary.

2] Copy Agency Recommendation Summary

* Indicates required fields

Sample - Program Recommendation Summary™

Sample

=> Standard formatting and quick insert tools are not available for the program
recommendation summary because it is also used as a starting point for text that
describes items funded in the Governor’s proposed budget.

Save

April 2020 Page 6 of 19



Decision Package Details and Working Capital
Agency Budget System (ABS)

Package Description
Package description is included in the decision package details.

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.

1. Select: (¢ Edit icon for Decision Package Details Required View/Edit  Complete
package description.

= You cannot select the edit icon Agency Recommendation Summary v 74 O

if the package description is [

complete. Package Description v 4

2. |nput: Decision package Package Description® * Indicates required fields
Description. Images must be less than 3 MB, and allowed types are jpeg, jpg, png, gif.

=> Provide a detailed description of A o9 T~ B I U = = = =2 B @ % 2

the proposal. Include background

or context for the proposed Sample

change, the current state, what is

proposed, and how it will improve
the lives of citizens in Washington
state.

3. Select: Save.

DP Details and WorkingCapital April 2020 Page 7 of 19



Performance Measures

Decision Package Details and Working Capital
Agency Budget System (ABS)

Performance Measures are included in the decision package details.
Describe and quantify specific performance outcomes that your agency expects as a result of the proposed

funding change.

1. Select: ¢ Edit icon for
performance measures.

=> You cannot select the edit icon

if performance measures are [/

complete.

ABS includes a list of agency
performance measures.

=>» Skip these steps if your agency
does not use performance
measures from this list.

2. Select: Performance
Measure.

3. Select: Add.

4. Input: Incremental change for
fiscal years 1 through 4.

=>» A decision package can include

more than one performance

measure.

= ABS will display a row for each

of the performance measures you

select. Use the T delete icon to

remove a row if needed.

5. Input: Performance outcomes
that your agency expects as a
result of the proposed funding
change.

= ABS will display additional

questions and/or program levels

depending on your agency
requirements.

6. Select: Save.

DP Details and WorkingCapital

Decision Package Details Required View/Edit Complete
Agency Recommendation Summary v &« O
Package Description v 74

Performance Measures v 74

Available Performance Measures

If performance measures are selected, an amount of less than, greater
than, or equal to zero is required for all incremental changes.

s

ABS will display additional fields so that you can input amounts to quantify
the performance measure. In this example, we input an incremental
change for each fiscal year.

= Use minus sign (-) to indicate a negative number.

Incremental
Change FY1

000000 - Sample

Incremental
Change FY4

Incremental
Change FY3

1o||

Incremental
Change FY2

al

Performance Measure  Type Unit Tools

000000 - Sample

ouput @ | o] | o] @

Question: What specific performance outcomes does the agency expect?
Describe and quantify the specific performance outcomes the agency expects as a result of this funding change.

Answer*

Images must be less than 3 MB, and allowed types are jpeg, jpg, png, gif.

| ] TI~ B I U E EY E E B &4 % 2
Sample
April 2020 Page 8 of 19



Decision Package Details and Working Capital
Agency Budget System (ABS)

Fiscal Details
Fiscal details for Funding, FTEs, Revenue, and Objects are included in the decision package details.

1. Select: (& Edit icon for Decision Package Details Required View/Edit Complete
Funding, FTEs, Revenue, or
Objects. Fiscal Details - Funding v 74
=>» You cannot select the edit icon
if the item is (/ complete. Fiscal Details - FTEs v 74
Fiscal Details - Revenue @ [:]
Fiscal Details - Objects v &

“IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII..
<

You can also use quick links for Funding/FTEs/Revenue/Objects
from the list of decision packages.

Details

Details Summary Funding ) = Revenue Objects

O O O [

..IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII“

“IIIIIIIIIIIIIII.
..IIIIIIIIIIIIIII‘

*

Fiscal Details - Funding
Provide funding details based on ‘dollars in thousands’ with incremental changes for the decision package.

ABS includes a list of funds and In this example, we add a fund and appropriation type.
appropriation types.
1. Select: Fund. Fund | 001-General Fund v Appropriation Type | 1 - State v | Add

2. Select: Appropriation Type.
3. Select: Add.

= A decision package can include
more than one fund/appropriation.

4. Input: Incremental change for In this example, we input an incremental change for each fiscal year.

each fiscal year. = Use minus sign (-) to indicate a negative number.
= Amounts are based on ‘dollars Note: Dollars in Thousands
in thousands’. For example, 1 =

$1,000 and 10 = $10,000. TOTALS 20 10 30 0 -10 -10
> ABS will display arow fOf each 001 - General Fund Totals 20 10 30 0 -10 -10
fund. Use the o delete icon to 001-1 General Fund - State [ 2] | 10f o | of | B | -10 i

remove a row if needed.

ABS includes a list of agency In this example, we add an activity for the fund.

activities.
5. Select: Activity. Activity | A402 - Administrative Activity v I
6. Select: Add.

DP Details and WorkingCapital April 2020 Page 9 of 19



7. Input: Incremental change for
the activity for each fiscal year.
= Amounts are based on ‘dollars
in thousands’. For example, 1 =
$1,000 and 10 = $10,000.
= A fund can include more than
one activity. ABS will display a row
for each activity. Use the @ delete
icon to remove a row if needed.
= ABS will display information and
running totals of the funds to help
guide you through the process.

8. Select: Save.

Decision Package Details and Working Capital
Agency Budget System (ABS)

In this example, we input an incremental change for each fiscal year for the
activity.
= Use minus sign (-) to indicate a negative number.

Note: Dollars in Thousands

Title FY 2020 FY 2021  Total 2019-21 FY 2022 FY 2023  Total 2021-23 Tools
TOTALS 20 10 30 0 -10 -10
001 - General Fund Totals 20 10 30 0 -10 -10
001-1 General Fund - State 20 10 30 0 -10 -10
Activity Select an Activity v
A402 -
Administrative I 20 I I 10 I 30 I oI | 1 ol 10 o
Activity

Fiscal Details - Full Time Equivalents (FTE)
Provide staffing details based on full-time equivalent (FTE) with incremental changes for the decision package.

1. Input: Incremental change for
each fiscal year.

=» Round FTE amounts to the
nearest tenth.

ABS includes a list of agency
activities.

2. Select: Activity.
3. Select: Add.

4. Input: Incremental change for
each fiscal year.

= A decision package can include
more than one activity.

= ABS will display a row for each

activity. Use the T delete icon to
remove a row if needed.

5. Select: Save.

DP Details and WorkingCapital

In this example, we input an incremental change for each fiscal year.
= Use minus sign (-) to indicate a negative number.
FY 2020 FY 2021 FY 2022

1| 15 | ol | -] 05

2018-21 FY 2023  2021-23

Decision Package FTEs I 2I I

In this example, we add an activity for the decision package.

Add

Activity A402 - Administrative Activity W

In this example, we input an incremental change for each fiscal year.
= Use minus sign (-) to indicate a negative number.

FY 2020 FY 2021 2019-21 FY 2022 FY 2023 2021-23 Tools
Decision Package FTEs 2 1 15 0 -1 -0.5
Activity | Select an Activity v
A402 - Administrative Activity | ] | l 15| of | -] 05 o

Save

April 2020 Page 10 of 19



Decision Package Details and Working Capital
Agency Budget System (ABS)

Fiscal Details - Revenue

Provide revenue projections for monies collected, deposited, distributed, or transferred.
Most decision packages will not include revenue. If required, an agency will provide revenue projections for
monies they collect, deposit, distribute, or transfer for any budgeted account whether they spend out of the
account or not. Only projected revenue transactions executed by an agency should be reported by that
agency. For example, the Department of Revenue would report taxes it collects, although it may not spend
them. The State Treasurer (not individual agencies) would report interest earnings.

ABS includes a list of funds and In this example, we add a fund and source.
sources.
1. Select: Fund. Fund ZZY - Test Account v [ Source 9999 - Estimated All Other W Add

2. Select: Source.

3. Select: Add.

= A decision package can include
more than one fund/source.

4. Input: Incremental change for In this example, we input an incremental change for each fiscal year.

each fiscal year. => Use minus sign (-) to indicate a negative number.
= Amounts are based on ‘dollars et porers i Thosens

F i), ety e
$1 000 and 10 = $10 000 ’ TOTALS 20 10 30 0 <10 -10

2ZY - Test Account Totals -10

> ABS will display a row for each = = > .
Sp ay Gll® elr 2Ly ZZY - Test Account 99€9 - Estimated All Other 30 E -10 ﬁ

fund. Use the [ delete icon to
remove a row if needed.

5. Select: Save.

Fiscal Details - Objects
Provide expenditures based on object levels.

ABS includes a list of objects. In this example, we select an object.
1. Select: Object.
2. Select: Add. Objects M - Inter Agency/Fund Tr W Add

=>» A decision package can include
more than one object.

Amounts are based on ‘dollars in In this example, we input amounts for each year.

thousands’. For example, 1 = = Use minus sign (-) to indicate a negative number
$1,000 and 10 = $101000 Note: Dollars in Thousands g ( ) g .

3. Input; Incremental chang for

each fiscal year. TOTALS 0 20 60 10 0 10
=> ABS will display a row for each A- Salaries And Wages 20 10 30 10 10 20 @
fund. Use the [ delete icon to
M - Inter Agency/Fund Tr | zol I 1o| 30 | ol | 4 ol RTINS |

remove a row if needed.

4. Select: Save. “

DP Details and WorkingCapital April 2020 Page 11 of 19
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Decision Package Details and Working Capital
Agency Budget System (ABS)

Additional Information - Program or Sub-Program (Category) Level Fiscal Details

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

‘IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII...

“ 3

*
*

*
*

=>ABS will only display the program or sub-program if your agency is required to manage information %
at the program or sub-program level based on current OFM budget instructions for the session.

In this example, ABS provides a list of programs associated with the agency decision package.
Select the program from the list so that you can input fiscal details for each program associated with
the decision package.

Program 123 - Sample Program Vv

In this example, ABS provides a list of sub-programs based on an agency program. For example,
agency 300 (DSHS) program 030 (Mental Health) and program 040 (Developmental Disabilities) will
provide fiscal details at the sub-program level.

Select the sub-program from the list so that you can input fiscal details for each sub-program.

...IIIIIIIIIIIIIIIIIIIIIIIIII.‘

Sub-program I 1234 - Sample sub-program I

“IIIIIIIIIIIIIIIIIIIIIIIIIII..
. L 4

*
L 4

>
*

\ d
...IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII“

*

DP Details and WorkingCapital April 2020 Page 12 of 19



Decision Package Details and Working Capital
Agency Budget System (ABS)

Justification and Impacts

Justification and Impacts are included in the decision package details.

ABS will display 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.

OFM Questions

ABS will display a list of questions based on current OFM budget instructions for the budget session.
Provide a clear and concise answer for each question.

1. Select: ' Edit icon for the

Decision Package Details Required View/Edit Complete
question.
=>» You cannot select the edit icon OFM Questions
if the question is (¥ complete. .
Sample - OFM Question (based on current OFM Budget Instructions) &

2. Input: Answer to question.

=> Use the formatting tools to
provide clear narrative with tables,
charts, logic models, graphs,
timelines, flowcharts, maps, or
other visuals to support your
budget request.

3. Select: Save.

Agency Questions

Sample - OFM Question (based on current OFM Budget Instructions)*
Sample - Provide a clear and concise answer for each question
Images must be less than 3 MB, and allowed types are jpeg, jpg, png, gif.

#* Indicates required fields

| T~ B I U

lil
]
4
i

Sample

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.
Agency budget operations can use the admin menu to manage agency decision package questions based
on their business needs for the budget session.

1. Select: (¢ Editicon for

Decision Package Details Required View/Edit Complete
Agency Questions. Agency Questions
= You cannot select the edit icon =
q q n S | tion ABC
if the agency question is [/ R v
complete. Sample Question XYZ v =
2. Input: Answer. Sample Question ABC* * Indicates required fields

=> Use the formatting tools to
provide clear narrative with tables,
charts, logic models, graphs,
timelines, flowcharts, maps, or
other visuals to support your
budget request.

3. Select: Save.

DP Details and WorkingCapital

Sample Instructions
Images must be less than 3 MB, and allowed types are jpeg, jpg, png, gif.

B I U A~ T~ % @& 9D

Sample

April 2020
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Decision Package Details and Working Capital
Agency Budget System (ABS)

Other Documents
Other documents are included in the decision package details.

ABS will display information based on current OFM budget instructions for the budget session. For
example, the IT Addendum template is included in this section of the decision package details.
Some agencies may use additional reference documents for decision packages.

Reference Documents

Reference documents are included in the decision package details.
Attach supporting materials if needed to help ensure analysts and decision makers can easily understand
and prioritize your decision package.

1. Select: ¢ Editicon for Decision Package Details Required View/Edit Complete
Reference Documents.
Other Documents

Reference Documents Eff

IT Addendum v 74 a
2. Select: Select Reference

Documents. &= Select Reference Documents
ABS uses standard options to @ Choose File to Upload e
browse, select, and upload afile. @ | | » Computer » Local Disk (C:) » Sample ABS v|&,|| SQ[‘H’.EF] Samp;ASS e
3. Select: Reference Document. :
‘ Organize v New folder =~ j Q
4. Select: Open.
= ABS will upload the reference > Favorites Name
document. > ] Libraries I @ Sample Attachment I
= A decision package can include 4 Computer
more than one reference > =¥ Local Disk (C)
document. & Network
File name: Sample Attachment - IAII Files (*.%) VI

‘IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII.

« 2> Select the title of the attachment to view contents after it is ‘:
= uploaded into ABS. .
: Title Share Level Upload Date File Size Tools :
: .
. Sample Attachment.docx OFM Sample Date 68 KB @ .
-‘ :

..IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII"

DP Details and WorkingCapital April 2020 Page 14 of 19
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AGENCY BUDGET SYSTEM

Decision Package Details and Working Capital
Agency Budget System (ABS)

Edit Reference Document Title and/or Share Level
You can edit the title and/or share level for a reference document.

1. Select: ¢ Edit icon for the Title Share Level Upload Date File Size Tools
reference document.

= Use the 1T delete icon to Sample Attachment.docx OFM Sample Date 68 KB o

remove a reference document if

needed.

2. Input: Title. Title Share Level Upload Date File Size Tools

3. Select: Share Level.
4. Select: =) Save icon.

= Use the 2 cancel icon if you
don’t want to save.

Sample Attachment.c I OFM v I Sample Date 68 KB =) 'D

¢ I EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENENENEENEEEEEEEENY

Share level identifies who can view the reference document.
Agency = Internal agency only.

OFM (default) = OFM and internal agency only.

Public = External library feature (available for future release).

AaEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERS

‘IIIIIIII..
’.IIIIIIII'

IT Addendum

IT addendum is included in the decision package details.
You will make a selection (No/Yes) to answer a question about funding for IT-related costs. If you select
‘Yes’, ABS will provide an IT addendum template that you will update 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. For example, IT costs may include: hardware, software, services (including
cloud-based services), contracts, and/or IT staff.

1. Select: ¢ Editicon for IT Decision Package Details Required View/Edit Complete
Addendum.

=> You cannot select the edit icon
if the item is (¥ complete.

Other Documents

Reference Documents (74

IT Addendum v 74 O

No - Decision Package Does Not Include Funding For IT Costs
1. Select: Radio button next  In this example, the decision package does not include funding for IT

to No to indicate this decision ~ related costs.
package does not include

X Information Technology
funding for IT related costs.

Does this Decision Package include funding for IT-related costs, including hardware, software,
(including cloud-based services), contracts or IT staff?

2. Select: Save.

DP Details and WorkingCapital April 2020 Page 15 of 19



Decision Package Details and Working Capital
Agency Budget System (ABS)

Yes - Decision Package Includes Funding For IT Costs

1. Select: Radio button next  In this example, the decision package includes funding for IT related costs.
to Yes to indicate this decision Information Technology
package includes funding for
IT related costs.

2. Select: IT Addendum
Template.

=>» ABS will guide you through the
steps to download the IT
Addendum Template.

Does this Decision Package include funding for IT-related costs, including hardware, software,
(including cloud-based services), contracts or IT staff?

o]

Please download theliT Addendum Templatefand follow the directions on the bottom of the
addendum to meet requirements for OCIO review. After completing the IT Addendum, please upload
the document to continue.

ABS uses standard options for In this example, we select ‘save as’ because we want to save the template
downloading the template. to a specific folder on our computer.

= Caution! Do not change the file = If you select ‘open’, ‘save’, or ‘save and open’, you may have extra
namef/type for the template. steps to enable editing or find the template later in your download folders.
3. Select: Save.

4. Select: Save as.

Do you want to open or save IT Addendum Template.docx? Open

Save

= Follow your agency process for
saving a file to your workstation or
agency shared network location.

Save as

Save and open
gt "I EEEEEEE NN NN NN NN NN EEEEENENNNENEEREEREN,,

*

*

Use the downloaded template to provide itemized costs "‘
and additional information required for the IT Addendum.

Sample Session - IT Addendum

5. Input: Itemized costs and
information in the downloaded
template.

6. Select: Checkboxes in the
downloaded template.

= The IT addendum template
includes itemized costs and
questions/answers to help
determine additional review steps
based on RCW 43.88.092.

L 4

Part 1: Itemized IT Costs \s“/

Please itemize any IT-related costs, including hardware, software, services (including cloud-based

services), contracts (including professional services, quality assurance, and independent verification and

validation), or IT staff. Be as specific as you can. (See chapter 12.1 of the operating budget instructions

for guidance on what counts as “IT-related costs”)

Ir_lformatlon Techm_)logy Items in this DP FY 2020 FY 2021 FY 2022 FY 2023

(insert rows as required)
Item 1 sample sample sample sample
Item 2 sample sample sample sample

Total Cost Enter Sum Enter Sum Enter Sum Enter Sum

Part 2: Identifying IT Projects
If the investment proposed in the decision package is the development or acquisition of an IT
project/system, or is an enhancement to or modification of an existing IT project/system, it will also
be reviewed and ranked by the OCIO as required by RCW 43.88.092. The answers to the three
questions below will help OFM and the OCIO determine whether this decision package is, or
enhances/modifies, an IT project:
1. Does this decision package fund the development or acquisition of a Oyes [ No
new or enhanced software or hardware system or service?
2. Does this decision package fund the acquisition or enhancements Oyes [ No
of any agency data centers? (See OCIO Policy 184 for definition.)
3. Does this decision package fund the continuation of a project that OYes [ No
is, or will be, under OCIO oversight? (See OCIO Policy 121.)
If you answered “yes” to any of these questions, you must complete a concept review with the OCIO
before submitting your budget request. Refer to chapter 12.2 of the operating budget instructions for
more information.

“-............................-...
%
..............................l-‘

L
“
*

*

* *

., PR
SR EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEES

Information Technology

After you update the downloaded

COpy Of the IT addendum tem p|ate Does this Decision Package include funding for IT-related costs, including hardware, software,
g o o ’ (including cloud-based services), contracts or IT staff?

you will upload it into ABS as an

No @ Yes
attachment.

Please download the and follow the directions on the bottom of the
7. SeIeCt: n SeIeCt AttaChment- addendum to meet requirements for OCIO review. After completing the IT Addendum, please upload

the document fo continue.

L Select Attachment

DP Details and WorkingCapital April 2020 Page 16 of 19
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Agency Budget System (ABS)
ABS uses standard options to (=2 Choose File to Upload
browse’ SeleCt’ and upload afile. OO |I » Computer » Local Disk (C:) » Sample ABS -
8. Select: IT Addendum -
Template. This is the Organize = New folder
downloaded copy of the IT - Favorites 4 Name :
addendum template with your B Desktop H Addendum Template ]
agency itemized costs and J+ Downloads
information. | 3 Recent Places
9. Select: Open. A Computer =
= ABS will upload the IT =¥ Local Disk (C)
addendum template. File name: IT Addendum Template ~ | All Files (%) -
=> You can only upload one IT I Open |,| p—

Addendum Template for the
decision package.

¢ I EEEEEEE N EEEEEEEEEEEENEEEEEEEEENEENEENEEEEEEEEENEENEENEEEEEEEEENY

In this example, the IT Addendum Template is uploaded.
= If you need to upload a different template, use | £ Replace Attachment |

IT Addendum Template.docx = 28 KB &, Replace Attachment

.IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII’

10. Select: Save.

‘IIIIIIII..
.IIIIIIII"
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Additional Information - Working Capital
Working capital is managed by the administering agency for each fund only.
ABS will display the i working capital icon for a budget version if your agency is required to submit
information about working capital for specific funds.
Add and/or Edit Working Capital for a Fund
Working capital is managed by administering agencies only.

If the version is ® locked, you cannot edit the working capital information.

=
1. Select: Budget menu.

=> ABS will display a list of
versions for the budget session.

2. Select: m Working Capital
icon for the version.

=> If your agency is not required to

submit information about working

capital, ABS will not display the

working capital icon for the

version.

ABS includes a list of funds.
3. Select: Fund.
4. Select: Add.

Amounts are based on ‘dollars in

thousands’. For example, 1 =

$1,000 and 10 = $10,000.

5. Input: Amount for current
biennium.

6. Input: Amount for
subsequent biennium.

=» Some agencies will have

multiple funds. ABS will display a

row for each fund. Use the

delete icon to remove a row if

needed.

7. Select: Save.

DP Details and WorkingCapital

i

Working Capital Fundings/FTEs Summary

Decision Package Details and Working Capital
Agency Budget System (ABS)

Details

Objects Summary

Fund 123 - Sample Fund A

In this example, we input amounts for current and subsequent biennium.

=>» Use minus sign (-) to indicate a negative number.

Note: Dollars in Thousands

Fund - Fund Title

123 - Sample Fund

Save

April 2020

2017-19 Amount

2019-21 Amount

Page 18 of 19
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Decision Package Details and Working Capital
Agency Budget System (ABS)

Additional Information - Special Use Decision Packages (90-Revenue and 9Z-Activity)
Special use decision packages require less information than a regular decision package.
ABS will automatically adjust the data input process based on the type of decision package.

“IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII..

*
..lllIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII“

90-Revenue (maintenance level revenue not related to individual expenditure decision packages)
Special use decision package for 90-Revenue is available for agencies to balance revenue amounts.
ABS will automatically adjust the data input process for this type of decision package. For example, you
can only select the decision package details section for revenue.

Decision Package Information Details

Decision Package Status Comments Priority Details Summary Funding Revenue Objects

Budget Level: Maintenance

90 - Maintenance Level Revenue Draft ¢ » J D

9Z-Recast to Activity
Special use decision package for 9Z-Recast to Activity is available for agencies to balance activity amounts.

ABS will automatically adjust the data input process for this type of decision package. For example, you
can only select the decision package details section for Funding and FTEs.

Decision Package Information Details

Decision Package Status Comments Priority Summary Funding Revenue Objects

Budget Level: Maintenance

9Z - Recast to Activity Draft 1) S 3 3

DP Details and WorkingCapital April 2020 Page 19 of 19
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: Decision Package Status Comments Priority Details Summary Funding Revenue Objects :
| ]

. .
n [ ]
= Budget Level: Maintenance [
n [ ]
n [ ]
n - = —

" 11 - Sample Draft (] ¥ = = 3 3 3 9 .
n [ ]
. 90 - Maintenance Level Revenue  Draft ) »r ¥ | .
n [ ]
L [ ]
" 9Z-Recastto Activity Draft =) » 3 3 I
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OMN / TRN Updates
Agency Budget System (ABS)

This job aid includes information for agency budget operations and agency edit users who manage
both Omnibus (OMN) and Transportation (TRN) budget requests.

Agency Budget System (ABS) includes updates for OMN/TRN data.

Fiscal Details - These Agencies Will Select OMN or TRN ........iiiiiiiiiiic e 1
Fiscal Details - Agency 010 Bond Retirement and Interest (Programs 404/405/406) .............ccoociuuiieeiieeeannnnnne 2
Fiscal Details - Agency 225 Washington State Patrol ..............cooi i 2
Fiscal Details Import Template - New Column for OMN/TRN........ccoiiiiiiiiiiii e 4

How Does This Template Change IMPact ME? ..........ueuuuiiiii e a e e e e e e e e e e e e e e e e aaaaeaeas 5

Fiscal Details - These Agencies Will Select OMN or TRN
ABS will display new options for OMN/TRN on fiscal details pages for the agencies listed below.
= Any existing data on the fiscal details pages will be defaulted to O (Omnibus).

Review your agency fiscal details budget data.

Adjust your agency fiscal details for O (Omnibus) budget data.

Select T (Transportation) to input agency fiscal details for transportation.

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

Dashboard » Versions » Decision Packages ® Decision Package Details
> Fiscal Details - Funding

Flscal Detalls - Fundlng Version: 1ZZZ - Sample > Budget Level: Maintenance > Decision Package: 11-Sample

Fiscal details for fund/appropriation type/activity are included in decision package details 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
$50/$0 15.0/0.0 $0 $ 40
OMN / TRN O - Omnibus v
Select O (Omnibus) or T (Transpo) on fiscal
O - Omnibus details pages (Funding, FTEs, R , Objects).

=> Agency 010 Bond Retirement and Interest will have additional changes on the fiscal details pages for
programs 404, 405, and 406. Follow the additional steps in this job aid.

= Agency 225 WSP will have additional changes on the fiscal details pages. Follow the additional steps in
this job aid.

011 House of Representatives 215 Utilities and Transportation Comm
012 Senate 228 WA Traffic Safety Commission

014 Jt Leg Audit & Review Committee 240 Department of Licensing

020 LEAP Committee 275 Public Employment Relations Comm
076 Special Approps 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 Services 467 Rec and Conservation Funding Board
OTH Other Legislation 477 Dept of Fish and Wildlife

XFR Transfers 490 Department of Natural Resources
700 OFM Financial Statement Control 495 Department of Agriculture

713 State Employee Compensation Adjust

OMN/TRN Updates April 2020 Page 1 of 5



2\ Office of Financial Management

AGENCY BUDGET SYSTEM

OMN / TRN Updates
Agency Budget System (ABS)

Fiscal Details - Agency 010 Bond Retirement and Interest (Programs 404/405/406)
ABS will display new options for OMN/TRN on fiscal details pages for programs 404, 405, and 406.

= Any existing data on the fiscal details pages will be defaulted to O (Omnibus) for programs 404, 405,
and 406.

Review your agency fiscal details budget data.

Select the program and OMN/TRN level to input agency fiscal details.

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

Flscal Details - Fund|ng 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 v | details pages (Funding, FTEs, R » Objects).

4040 - Motor Vehicle Fuel T - Omnibus
404T - Motor Vehicle Fuel T - Transpo

Fiscal Details - Agency 225 Washington State Patrol

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 ¥ Associated Programs

Associated Prog rams Version: 1ZZZZ - Sample > Budget Level: Maintenance > Decision Package: ZZ-Sample

Your agency must include program-level budget data with your decision package request. Please select the program(s) from the available programs list to
associate with your decision package.

Available Programs - Click on program to associate Associated Programs - Click on program to remove

No Programs Available... 90C - Capital

OPR - Operating

=>» Review your agency fiscal details budget data.
Select O - OMN to associate amounts to operating budget data on fiscal details pages.

OMN/TRN Updates April 2020 Page 2 of 5



OMN / TRN Updates
Agency Budget System (ABS)

Dashboard » Versions » Decision Packages » Decision Package Details
> Fiscal Details - Funding

FISC&I Details - Funding Version: 12ZZZZ - Sample > Budget Level: Maintenance > Decision Package: ZZ-Sample

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

Total 2019-21 Total 2019-21 Total 2019-21 Total 2019-21
$0/%0 0.0/0.0 $0 $0
Program 90C - Capital v

Select O - OMN to associate amounts to
- operating budget data on fiscal details
90C - Capital (Funding, FTEs, R Objects)
OFR - Operating peagE= 9 ’ + -

=> If you use the Fiscal Details Data Template with the data import process, leave the program and
subprogram (category) columns blank and select OMN in the OMN/TRN column.

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

Program @ Subprogram (Category) g OMN/TRN n

= You may need to re-import decision packages based on discussions with your OFM budget analyst.

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.
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OMN / TRN Updates
Agency Budget System (ABS)

Fiscal Details Import Template - New Column for OMN/TRN

Fiscal details import template is used with the decision package import data process. For example, some

agencies may prefer to import data into multiple decision packages rather than manually input data in ABS.
Fiscal Details Import Template has been updated to include a column for OMN/TRN data. Use the new
column to indicate if the item (row of data in the template) is Omnibus (OMN) or Transportation (TRN).

OMN/TRN H
| |

Reference the ABS online Help Center or the Manage Version/Decision Package job aid for additional
information and steps for importing fiscal data for decision packages. The updated template is also
available from the ABS dashboard.

1. Select: Budget menu. =
. 2 ABS will display a list of S

versions for the budget session.

2. Select: «% Decision Package Version Information Details
i icon for a version. ;
a— Budget G i Working  Fundings/FTEs Objects Decision
Source Capital Summary Summary Packages
1222 - Sample Agency (= Draft ﬂ B @

3. Select: Import Data.
- 9 ABS wiill provide a standard *) Import Data
| template for your data.

ABS uses a standard Micm‘_?’Oﬂ Please make sure you have created all the decision packages you v
. Excel template for the data import

process, fiscal details into, download thegimport Template§and follow the instn
4. Select: Import Template.

= The import template will include
i additional instructions.
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How Does This Template Change Impact Me?

Download an updated template if you want to use the data import process after August 20, 2018. If you try to
import data using an older template, ABS will display an error message and will not upload the data.

Select OMN (omnibus) or TRN (transportation) for all rows of fiscal detail data in the template. The

template instructions have been updated.

G
OMN
TRN

What if | imported my data before August 20, 2018. Do | need to do that process again? If you
already successfully uploaded your data, most agencies will not need to download the updated template for
this budget session. If you downloaded the template before August 20 and have not yet uploaded your
data, you will need to download the current template and use the current template to upload your data.

=> If your agency is listed below, follow the additional steps in this job aid. You will need
to download a new template and re-import your data if you want to use the data import

process for OMN/TRN budget data.

OMN / TRN Updates
Agency Budget System (ABS)

010 Bond Retirement and Interest (404/405/406)

215

Utilities and Transportation Comm

011 House of Representatives

225

WSP

012 Senate

228

WA Traffic Safety Commission

014 Jt Leg Audit & Review Committee

240

Department of Licensing

020 LEAP Committee

275

Public Employment Relations Comm

076 Special Approps 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 Services

467

Rec and Conservation Funding Board

OTH Other Legislation

477

Dept of Fish and Wildlife

XFR Transfers

490

Department of Natural Resources

700 OFM Financial Statement Control

495

Department of Agriculture

713 State Employee Compensation Adjust

OMN/TRN Updates
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Manage Agency Budget Request Submittal
Agency Budget System (ABS)

This job aid includes information for agency budget operations users and agency edit users.

Combination of
budget period and

Decision Package (DP)

e\

budget type. Agency budget |

v’ ABS will version. . Budget Submittal
automatically linkan | v yse the Budget Describes and

agency budget menu to create and sbul::jport; an agency Agency budget
submittal to a session. | prepare your agency | °-98€t decision. request.

budget version.

v’ Use the Budget
menu to create and

v' Use the Submittal

menu to create,
prepare, and submit
your agency budget

prepare your agency
decision packages.

request.

SUDMILEAI OVEIVIEW.......eiiiiiiiiieie e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e eeeeens 2
Create NeW SUDMITIAL ......cccooeieee 2
Edit Submittal INfOrMation .............eeeie e 3
Delete SUDMILLAL. ... ... e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaas 3

Prepare SUDMILAl (OVEIVIEW).......coi ittt e oo ettt e e e e e e e e e st bbbt e e e e e e e e e e e nnnbbeeeeeeaaens 4
1= T S TR 4
10 o] g a1 =TI A L] (=R 5
ReferenCe INfOrMI@TION. .......ueiii e e e e e e e e e e e e e e e e e e e e e e e eas 6
N =T 0 0 1= 0 G 10T SRR 6

Prepare Submittal (SECHONS) .......cooiiiiiii et e e ettt e e e e e e e e e e et e e e e e e eeee st e eeeeeeenees 7
F o L= g eV [ 1] 0 0 F=1 o] o ISP 7
RecommeNndation SUMIMAIY ...........o ettt e e e e e e e e bbb et e e e e e e e e e s annbbanneeeaaeeeeaannes 8
DTt 1] (o] g o= Lo &= o T= T S PP 8
AgeNnCy SUPPOING DELAIIS ........coeiiiiiiie ettt e e ettt e e e e e e e e et e e e e e e e e e e e nnanneeeas 8
Other SUPPOITING DOCUMENES ... .o et e e e e et e e e e e e e ee st e e e e e e e eeesaaaaeeens 9
Add Attachment / Change Share LEVEI ..o e e 9

L E T =0 [ QO T € PP 10

Submit AgeNnCy BUAQEt REQUEST ...t e e e e e e e e e e et e e e e e e e eeaaaaaas 10
Recall and Re-Submit (EXCEPHION ONIY) .. ...t e e e e e e e e e e e e e e 10

Additional Information - Program Level and Sub-Program (Category) Level..........cccccooiiiiiiiiiiiciii e, 11
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Manage Agency Budget Request Submittal
Agency Budget System (ABS)

Submittal Overview
Both agency budget operations users and agency edit users can create and prepare an agency budget request
for submittal. Agency budget operations users can also submit the agency budget request.
ABS will automatically update the status for a submittal as it moves through the budget process. For
example, an agency budget request will remain in ‘not submitted’ status until it is submitted to OFM.
Create New 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.

] .
1. Select: ST Submittal menu. &
Submittal
2. Selec_t: Create New Create New Submittal
Submittal.

=> If an agency budget version is
not available for the budget
session, you cannot create a new
submittal.

3. Select: Submittal Type. Submittal Type*

=> ABS will provide submittal Agency Request v
types based on the budget
session.

4. Input: Submittal Title. Submittal Title*

=> ABS will display a default title
based on the budget session and
submittal type. You can use the
default title or input up to 50
characters to create a new title.

I YYYY-YY Sample I

5. Select: Submittal Version. Submittal Version

= ABS will provide a list of your
agency budget versions for the

budgetSeSSIOn. “IIllllIIIIIIIIllllIIIIIIIIllllIIIIIIIIIIIIIIIIII..

*=> An agency budget version will be required to prepare a submittal. If you ¢,

I Select a version... v I

=>» Most agencies will prepare a v . . o . *
budget sugmittal with c?nepversion . do not select a submittal version, ABS will display a prompt to continue .
) ) - ’ u when you select save. -
> ABS will provide additional . No = select submittal version later. .
prompts if your agency is required . Yes = select submittal version now. .
to prepare a budget submittal with - .
. . ™ n
multiple versions. For exam_ple, . Save Submittal? -
DSHS (300) WI” SeIeCt mU|t|p|e : At least one version must be associated to be able to :
versions. ] prepare your submittal, would you like to add one at this n
L] time? ]
n | |

. L ]

* L 4

L *
A EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER®

6. Select: Save. “
=> ABS will display submittal
information.
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Manage Agency Budget Request Submittal
Agency Budget System (ABS)

“IIIIIIIlllllIIIIIIIlllllIIIIIIIlllllIIIIIIIlllllIIIIIIIIIIIIIIIIIIIIIIIIII..

* *
« = In this example, the new submittal includes an agency budget version. “
HMll Title Type Status Status Change Date Version Prepare Edit Delete EditCheck Release :
n n
| |
= YYYY-YY Sample  Agency Request  Not Submitted ~Sample Date/Time 12777 = 4 1i1) =] 4 .
n L& & & B _§B _§B &R _§B _§B _§B _§B__§R__§R__§__§__§__§ _§~__§~__§__J :
u ]
= . . . . ]
= =» In this example, the new submittal does not include an agency budget version yet. .
- An agency budget version is required to prepare your submittal. .
: Title Type Status Status Change Date Version Prepare Edit Delete Edit Check Release :
| | | |
% YYYY-YY Sample  Agency Request  Not Submitted ~ Sample Date/Time 4 il .
‘ L8 8 B N B N _ N _§B _§ N &R &R _§B _§B N _§ B _§B § _§_J .

0. "

..IIllllllIIIIIIllllllIIIIIIllllllIIIIIIllllllIIIIIIllllllIIIIIIIIIIIIIIIII-‘

Edit Submittal Information
Both agency budget operations users and agency edit users can edit information for a submittal.
Submittal type cannot be edited.

1. Select: Ef Edit icon. Prepare Edit Delete Edit Check Release
=> You cannot select the edit icon

if the agency budget request has /= 111 =2 4

been submitted.

2. Edit: Submittal Title and/or * Indicates required fields
Submittal Version. Submittal Type* Submittal Title* Submittal Version

> An agency bUdget version I_S Agency Request WV YYYY-YY Sample I 1ZZZ - Sample v I

required to prepare your submittal.

3. Select: Save.

Delete Submittal

Both agency budget operations users and agency edit users can delete an agency budget submittal if the
status is ‘not submitted’.

1. Select: ﬂ[ Delete icon. @

=>» You cannot select the delete Delete Submittal
icon if the agency budget request Prepare Edit Delete Edit Check Release You are about to delete Submittal (Sample).
has been submitted. Continue?

2. Select: Yes. & 74 == 4 ves
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% Office of Financial Management

JAGENCY BUDGET SYSTEM

Manage Agency Budget Request Submittal
Agency Budget System (ABS)

Prepare Submittal (Overview)
Both agency budget operations users and agency edit users can prepare a submittal. An agency budget
version is required to prepare a submittal.

ABS will display submittal information based on OFM budget instructions for the budget session.

ABS will automatically run and attach several reports when you submit your agency budget request. You
can also run and review these reports as reference information.

1. Select: &/ Prepare icon. Prepare Edit Delete Edit Check Release

= You cannot select the prepare

icon if an agency budget version is . » o~

not associated with the submittal. E (¢ m l 4
“lIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII..

In this example, agency organization chart is required for the

submittal based on OFM budget instructions for the budget session.

Mark Dat
Description N?A UpIoaa:e d Notes Reference Information Attachment Tools

Agency Information

Agency organization chart 4 -fa

eUEEEEEEEEEENENN,
Yspsssnnnnnnns®

A

*

>
A EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER®

Mark ‘N/A’

ABS will display a checkbox next to items that are optional but not required for your agency submittal.
If an item is not required for your agency, mark it ‘N/A’ if it is not applicable.
You cannot use notes and/or attachment tools for an item if it is marked ‘N/A’.

1. Select: Checkbox for the In this example, summarized revenues is & marked ‘N/A’ so ABS has
item. removed the ability to use notes and attachment tools.
= ABS will provide a confirmation Proposed fee changes is [ not marked ‘N/A’ so ABS includes the
prompt if there are notes or an ability to use notes and attachment tools for that item.
attachment for the item. Mark  Date
Description Notes Reference Information Attachment Tools

N/A  Uploaded

Summarized revenues | [

Proposed fee changes § ] % Proposed Fee Changes Template :.,

‘IIIIllllIIIIIIIIllllIIIIIIIIIIIIIIIIIIIIIIIIIIIII..

,‘ => In this example, ABS will provide a prompt if the checkbox for .
= proposed fee changes is selected because the item includes notes. =
: O :
| | | |
| | | |
. Submittal Component .
|

u Changing this component to 'Not Applicable’ will delete all :
: notes and the associated attachment. Continue? :
n

u Yes :
. L/
‘Q &

..IIllllIIIIIIIIllllIIIIIIIIllllIIIIIIIIIIIIIIIIIII“
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2\ Office of Financial Management

AGENCY BUDGET SYSTEM

Manage Agency Budget Request Submittal
Agency Budget System (ABS)

Submittal Notes

These notes are for internal agency use. ABS does not include the notes in the information submitted to OFM.
The notes option is not available for items that are & marked ‘N/A.

1. Select: [# Editicon for the Description Mark Date Notes
item. N/A Uploaded
Z)tﬁﬁs LI AL Agency organization chart

2. Input: Notes. Agency organization chart

No comments for this component have been added.

Sample note

3. Select: Save.
= ABS will save the note for the
item.

“IIIIIlllllllIIIIIlllllllIIIIIIIIIIIIIIIIIIIII...

= ABS will automatically include +* In this example, the agency organization chart has one note.
the name of the person who Mark Date

created the note and a date/time
N/A Uploaded

stamp to indicate when the note
Agency organization chart

*

Notes

was created.

| Agency organization chart

& Sample Name - Sample Date/Time
Sample note

“IIIIIIIIIIIIIIIIII.
L 2
L
a
..IIIIIIIIIIIIIIIII“

*

L4
*

* .
.lllIlllllllllIIllllllllIllllllllllllllllllllll‘
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Manage Agency Budget Request Submittal
Agency Budget System (ABS)

Reference Information

Reference information includes documents, templates, and/or reports based on OFM budget instructions for
the budget session. For example, Microsoft excel templates include standard formats so that you can use the
template to input information and then upload it using the attachment tools when you prepare your submittal.

ABS will automatically run and attach several reports when you submit your agency budget request. You
can also run and review these reports as reference information.

1. Select: Item in the reference In this example, decision package summary is available as reference
information column. information. Attachment tools are not needed for this item because ABS
=> ABS will display the reference will automatically attach it when the agency budget request is submitted.

information. . L Reference Information Attachment Tools
=> Reference information includes

documents, templates, and/or

reports based on OFM budget ‘ . . This report will be automatically generated and
instructions for the budget session. Q Enterprise Reporting attached on submittal to OFM

This summary will be automatically generated and

I Seselle o S Y I attached on submittal to OFM

Attachment Tools

Use the attachment tools to upload (attach), download (view), or delete files.
ABS uses standard options to browse, select, and upload attachments.

4

c i - Mark Dat .

1. Select: === Upload icon for Description = =€ Notes Reference Information ~ Attachment Tools

the item N/A Uploaded

Agency organization chart «

ABS uses standard options to (& Choose File to Upload L2
bI'OWSG, SeIeCt, and Upload afile. g) | |. » Computer » Local Disk (C:) » Sample ABS v‘*f || Search Sample ABS jo
2. Select: File. This is the ‘ v New fod 9 @

attachment you want to oane R S

Upload. > . Favorites Name
3. Select: Open. > [ Libraries I @ Sample Attachment I
= ABS will upload the file. 4 & Computer
=> An item can only include one > <§ Local Disk (C)

> @y Network

attachment. For example’ you can & File name: Sample Attachment hd IAII Files (*%) ']

only upload one file (attachment)

for the agency organization chart.

To do this Use this attachment tool

Rep|aceaﬂachment "IIIllllIIIIIIIIllllIIIIIIIIllllIIIIIIIIIIIIIIIIIIII..

_t Upload icon S

View attachment 2 Download icon = In this example, an attachment was uploaded for the agency ':
Detete attachment | 1 beleto icon E organization chart. - - E
: Description N/A Uplcaded Notes Reference Information  Aftachment Tools :
n
: Agency organization chart Sample Date 4 .L < ﬁ E
) —————

.llllIIIIIIIlllllIIIIIIIlllllIIIIIIIIIIIIIIIIIIIIIIII‘
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% Office of Financial Management

JAGENCY BUDGET SYSTEM

Manage Agency Budget Request Submittal
Agency Budget System (ABS)

Prepare Submittal (Sections)

Both agency budget operations users and agency edit users can prepare a submittal. An agency budget
version is required to prepare a submittal.
= ABS will display submittal sections and agency requirements based on OFM budget instructions for the
budget session.
Use the reference information and/or attachment tools for each item. If an item is not required for your
agency, mark it ‘N/A’ if it is not applicable.
ABS will automatically run and attach several reports when you submit your agency budget request. You
can also run and review these reports as reference information.

1. Select: /¥ Prepare icon. Prepare Edit Delete Edit Check Release
= ABS will display submittal

sections based on OFM budget 7 ez

instructions for the budget session. e m l 4

=>» You cannot select the prepare
icon if an agency budget version is
not associated with the submittal.

“IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII..

K¢ ‘D> In this example, submittal sections are based on OFM budget instructions for the budget session. %

a
: Description Mark N/A Date Uploaded Notes Reference Information  Attachment Tools i
E Agency Information - E
. - E—— Sample submittal sections. .
. CELILILIIE L SIS ABS will display current submittal sections based on OFM budget .
* Decision Packages L instructions for the budget session. .
. Select each section to expand the area. ABS will display .
= Agency Supporting Details information and requirements for your agency submittal. .
. .
. L4

Other Supporting Documents .

*
*
*

*
..IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII-‘

Agency Information
ABS will display submittal information based on OFM budget instructions for the budget session.

Use the reference information and/or attachment tools for each item.
If an item is not required for your agency, mark it ‘N/A’ if it is not applicable.

“.llIIIIIIIlllllIIIIIIIlllllIIIIIIIlllllIIIIIIIllllllllllllllllllllll..

‘-) In this example, all items are required so ABS has removed the ability to mark items ‘N/A’. %

.
. Mark Date E
] - . | |
- Description N/A Uifemitzn Notes Reference Information Attachment Tools :
]
= Agency Information -
n | |
: Agency organization chart & -!'u :
| |
: > ’ "
L Agency activity inventory report & - :
| |
n ]
> u
: Performance measure incremental estimates report P4 L [
™ u
n u
: Indirect cost allocation to activities description P4 Indirect Cost Allocation Example :
u
% , ;
" Agency strategic plan P4 :
*

..IllllllIIIIIIllllllIIIIIIllllllIIIIIIllllllIIIIIIIIIIIIIIIIIIIIIIIII“
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Manage Agency Budget Request Submittal
Agency Budget System (ABS)

Recommendation Summary
ABS will display submittal information based on OFM budget instructions for the budget session.

Use the reference information and/or attachment tools for each item.
If an item is not required for your agency, mark it ‘N/A’ if it is not applicable.

‘IlllllIIIIIIllllllIIIIIIllllllIIIIIIllllllIIIIIIllllllIIIIIIIIIIIIIIIIIII..

" D In this example, ABS will automatically attach the recommendation summary report to the

L 4

agency budget request when it is submitted. You can also run and review the report using the link
provided as reference information.
Description Mark Date Notes Reference Information Attachment Tools

N/A Uploaded
Recommendation Summary

@ This report will be automatically generated and

ABS024 Recommendation Summary Q Enterprise Reporting attached on submittal to OFM

Qppusesnnnnnnnn®

“IIIIIIIIIIII.

..IIIIIIlllllIIIIIIIlllllIIIIIIIlllllIIIIIIIlllllIIIIIIIIIIIIIIIIIIIIIIIII"

Decision Packages
ABS will display submittal information based on OFM budget instructions for the budget session.

Use the reference information and/or attachment tools for each item.

If an item is not required for your agency, mark it ‘N/A’ if it is not applicable.

‘IllllIIIIIIIlllllIIIIIIIlllllIIIIIIIllllllIIIIIIlllllIIIIIIIIIIIIIIIIII..
‘ => In this example, decision package summary is available as reference information. Attachment *e

tools are not needed because ABS will automatically reference decision package information linked

to the agency budget version associated with the submittal.

Description Mark Date Notes Reference Information Attachment Tools
N/A Uploaded

Decision Packages
Budget Level: Maintenance

@ This summary will be automatically generated and

ML - 11 Sample Decision Package SUmmary  auacpeq on submittal to OFM

Budget Level: Policy

‘-Illllllllllllllll..
...Illllllllllllllll“

72 This summary will be automatically gens

Decision Package SUMMANY  ttacheq on submittal to OFM *
.

PL - 12 Sample

*

..llllIIIIIIIlllllIIIIIIIlllllIIIIIIIlllllIIIIIIIlllllIIIIIIIIIIIIIIIIII-‘

Agency Supporting Details
ABS will display submittal information based on OFM budget instructions for the budget session.

Use the reference information and/or attachment tools for each item.
If an item is not required for your agency, mark it ‘N/A’ if it is not applicable.

‘-lllllIIIIIIllllllIIIIIIllllllIIIIIIllllllIIIIIIllllllllllllllllllllll.

2 ‘S In this example, templates are available as reference information. You can select a template  *s
& and save it to your workstation to input your agency information then upload it using the H
= attachment tools when you prepare the submittal. .
n n
E Description I\I/\I::( Upli:)aatZe d Notes Reference Information Attachment Tools E
: Agency Supporting Details :
| | | |
] o ]
u Summarized revenues O & Fiscal Detail Template .‘!, :
: |
u ~ | |
“ Proposed fee changes O (& Proposed Fee Changes Template .‘!’, :
*

..IlllllIIIIIIIlllllIIIIIIIlllllIIIIIIIlllllIIIIIIIIIIIIIIIIIIIIIIIIIII“
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Other Supporting Documents
ABS will display submittal information based on OFM budget instructions for the budget session.

Use the reference information and/or attachment tools for each item.
If an item is not required for your agency, mark it ‘N/A’ if it is not applicable.

‘IllllllIIIIIIllllllIIIIIIllllllIIIIIIllllllIIIIIIIIIIIIIIIIIIIIIIIII...

Manage Agency Budget Request Submittal

Agency Budget System (ABS)

* . . . . - . . ,
: => In this example, items are not required so ABS provides the ability to mark the items ‘N/A’. %,
" Mark Date -
inti I | |
: Description N/A Uploaded Notes Reference Information Attachment Tools :
|
n
: Other Supporting Documents :
: : :
u Central services fund split information a (& Central Services Fund Split Form .1; :
n
. a
- Extraordinary risk management . :
: decision package and enterprise risk O & -?n n
“ management updates :

..lIllllllIIIIIIllllllIIIIIIllllllIIIIIIllllllIIIIIIIIIIIIIIIIIIIIIIII-‘

Add Attachment /| Change Share Level
Use the add attachment option if you need to include additional supporting documents for your submittal.

Y Add Attachment

1. Select: Add Attachment.

ABS uses standard options to

browse, select, and upload a file.

2. Select: File. This is the
attachment you want to
upload.

3. Select: Open.

=» ABS will upload the file with
default share level ‘Public’.

= You can add multiple
attachments. The attachments are
uploaded one at a time.

To do this Use this

View attachment & Download icon

Delete attachment

m Delete icon

Manage Agency Budget Request Submittal

(= Choose File to Upload e
@ | | . ¥ Computer » Local Disk (C) » Sample ABS v|¢, || Search Sample ABS e
‘ Organize ~ New folder = - O e

> . Favorites Name

> ] Libraries I "5 Sample Attachment I

4 A Computer

» ¥ Local Disk (C)
> @l Network
File name: Sample Attachment - IAII Files (*.%) ']

&

‘-IIIIIIIIIIIIIIII.

*

Other Supporting Documents

Sample Attachment.docx

=>» Share level identifies who can view the attachment. To change the share
level, select the checkbox next to Agency, OFM, or Public.

Agency = internal agency only.
OFM = internal agency and OFM.

Public = Agency Budget Requests (ABR) public repository.

Share Level:

(J Agency [J oFm (¥ Public

“llIIIIIIIlllllIIIIIIIlllllIIIIIIIIIIIIIIIIIIIIIII..

In this example, an attachment is added with a share level.

*

o

..IIIIIIIIIIIIIII-‘

L 4

...llIIIIIIIlllllIIIIIIIlllllIIIIIIIIIIIIIIIIIIIIIII‘
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Manage Agency Budget Request Submittal
Agency Budget System (ABS)

Run Edit Checks
Both agency budget operations users and agency edit users can run edit checks.

Use the edit checks to view a list of items that may need to be reviewed and/or corrected before submitting
your agency budget request.

1. Select: ™ Edit Check icon. Prepare Edit Delete Edit Check Release
=>» ABS will display results of the

edit check. E E@‘ m ] o~ 4

= You cannot select the edit
check icon If the agency budget
request has been submitted.

“IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII..

= ABS will provide information with results of the edit check.

Severity Error Message

€ Sample - Error Message (item needs to be corrected)
A\ Sample - Warning Message (informational) /

..IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII‘

eSEEEEEEEEEENmN,
’.llllllllllll‘

Submit Agency Budget Request
Agency budget operations users can submit a budget request to OFM.
ABS will provide additional information and confirmation prompts to guide you through the submittal steps.

1. Select: 4 Release icon. Prepare Edit Delete Edit Check Release
= ABS will provide edit checks

and will not proceed with the next E @‘ m :-:

submittal step if the edit check

inCludeserrormessagesthatneed ‘-IIIIIIIIllllllIIIIIIlllllIIIlllllllllllllllllllll..
to be resolved. »' = ABS will provide information with results of the edit check before \_
= ABS will provide additional = the agency budget request continues with the next step. You will .
information and confirmation = receive a prompt to continue with the next step when all error .
prompts to guide you throughthe . messages are resolved. -
oozl iz, L Severity Error Message .
2. Select: Confirmation prompt & -
to submit the agency budget »  © Sample - Error Message (item needs to be corrected) .
request. = ) ) ) .
5 A\ Sample - Warning Message (informational) / »
‘0 ‘0

Sy EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER®

Recall and Re-Submit (Exception Only)
If you accidentally submit a budget request, contact your OFM budget analyst immediately to coordinate next
steps. In some cases (exception only), the OFM budget analyst may request a ‘recall’ for the submittal.

If the submittal is recalled, ABS will update the status to ‘recalled’.

Caution! This is a rare (exception only) occurrence and includes additional steps. Your budget version will
be locked and cannot be edited. You will need to associate a current budget version with your re-submittal
(you may need to create a new version or copy your existing version to update the information before you
can resubmit your agency budget request).

Manage Agency Budget Request Submittal April 2020 Page 10 of 11
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Manage Agency Budget Request Submittal

Agency Budget System (ABS)

Additional Information - Program Level and Sub-Program (Category) Level
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.

Most agencies will prepare a submittal with one version. ABS will provide additional prompts if your agency
is required to prepare a submittal with multiple versions. For example, DSHS (300) will select multiple

versions when they create their submittal.

Submittal Type* Submittal Title™

Agency Request v 2019-21 Agency Request

Submittal Version for Programs

010 - Children's Administration

Select a version... v

050 - Long-Term Care

Select a version... b

110 - Administration/Supporting Services

Select a version... v

160 - Consolidated Field Services

Select a version... v

Manage Agency Budget Request Submittal

020 - Juvenile Rehabilitation

Select a version...

060 - Economic Services Administration

Select a version...

135 - Special Commitment Program

Select a version...

April 2020

* Indicates required fields

e
030 - Mental Health
Select a version... v

070 - Alcohol And Substance Abuse

Select a version... v

145 - Payments to Other

Select a version...

Page 11 of 11



Reports
Agency Budget System (ABS)

ABS includes commonly used budget reports.
ABS data will also be available from Enterprise Reporting (ER) budget reports along with historical data
from the old Budget Development System (BDS). For more information about Enterprise Reporting,
reference https://ofm.wa.gov/it-systems/enterprise-reporting-er.

Run Report

1. Select: [ Reports menu.

=> ABS will display a list of
available reports.

2. Select: Report.

=> ABS will display parameters
based on the report.

3. Select: Report parameters.

=> ABS will display parameters
based on the report.

4. Select: Run Report.

=> ABS will display report results.
=>» For most of the reports, ABS
will display the results in a new
window using your browser. Some
reports will use Microsoft Excel.

Ei

Reports

Report*
Select a Report v

In this example, version is a required parameter for the ABS
Recommendation Summary report.

= ABS also includes a parameter for recommendation summary text.
Report*

ABS024 Recommendation Summary W

Version*

I Select a Version v I

Include Text

Include Recommendation Summary Text

Yes \’.) No

Run Report Reset

“‘IIIIIIIIllllIIIIIIIIllllIIIIIIIIllllIIIIIIIIllllIIIIIIIIIIIIIIIIIIII...

*
* In this example, report results are displayed in a new window. .

*

m]@ https://reportbroker.sample wa goviviewreport'sample O ~ @ & " N nes ‘ (2 reportbroker,sample. wa.gov x | ‘

File Edit Goto Favorites Help

};} - E] ~ = om0 ~ Page~ Safety~ Tools~ '9"'_@ @i /X

ABS024

Version: 1Z2ZZ Sample
Dollars in Thousands

‘IlllIIIIIIIIIIIIIIIIII..

State of Washington IR S IR v
Recommendation Summary ket save as.. crl+s
Q Send page by e-mail

Agency: 123 Sample Agency

o=

Use your browser tools to print,
email, and/or save report results.

. .
AEEEEEEEEEEEEEEEEEEEERS

Annual General
Average FTEs Fund State Other Funds  Total Funds
.
”. ‘Q
..IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII“
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ABS includes commonly used budget reports.
These are the top 10 requested reports. For a current list of reports, go to the Reports Menu in ABS.

Reports
Agency Budget System (ABS)

ABS Crosswalk / ABS Report Name Additional Information
Report Reference
Number (BDS Report)
ABS024 BDS024 Recommendation Summary of funding recommendations for decision packages.
Summary Includes legislative spending authority in the current
biennium with incremental changes, carry-forward,
maintenance level, policy level, and summary information.
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'.
ABS029 BDS029 Summarized Revenue by | Revenues that are expected for budgeted funds in the ensuing
Account and Source biennium.
Includes recommendation summary text for revenue-
related decision packages.
Includes all accounts with budget type A, B, or M, and
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'.
ABS030 BDS030 Working Capital Reserve Recommended ending fund balances for current biennium
and ensuing biennium for working capital reserves.
Working capital is managed by the administering agency
for each fund only.
Dollar amounts are based on 'dollars in thousands'.
ABS031 BDS031 Agency DP Priority (PL) Prioritized list of agency decision packages.
Includes agency policy level (PL) decision packages only.
ABS033 BDS033 Performance Measure Incremental changes for performance measures in decision
Incremental Estimates packages.
ACTO001 ACTO001 Agency Activity Inventory | Activity description with performance measures and expected
results.
VABS003 | VRS003 Two Way RecSum Comparison for recommendation summary.
Version Compare Compares two versions in the budget session.
Includes omnibus and transportation data from OFM.
Dollar amounts are based on 'dollars in thousands'.
VABS005 | VRS005 Fund and FTE Detail by Fund and FTE details by fiscal year.
Fiscal Year Includes omnibus and transportation data from OFM.
Dollar amounts are based on 'dollars in thousands'.
VABS006 | VRS006 Two Way Fund and FTE Comparison for Fund and FTE details based on two versions.
Detail Version Compare Includes omnibus and transportation data from OFM.
by Fiscal Year Dollar amounts are based on 'dollars in thousands'.
VABS009 | VRS009 Data Export to Excel Budget data is exported to Microsoft Excel.
Data is sorted alphabetically by default.
Reports April 2020 Page 2 of 2




Agency Admin Menu
Agency Budget System (ABS)

Agency budget operations users can manage a variety of settings from the Admin menu.

‘IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII..
*

Agency Admin Menu

*
&

Manage Agency Settings (future implementation)
Manage Agency Decision Package Questions

Manage Agency Decision Package Titles

i ©

Manage Agency Decision Package Statuses

‘IIIIIIIIIIIIII-.
. .
EEEEEEEEEEEEEESR

* *
..IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII‘

Manage Agency Settings

Agency budget operations users can edit the setting (yes/no) to include assignments for decision package
details and working capital.

1. Select: BAdmin menu. m

2. Select: Manage Agency

. Agency Admin Menu
Settings.

Manage Agency Settings

Manage Agency Decision Package Questions

Manage Agency Decision Package Titles

M i © [

Manage Agency Decision Package Statuses

3. Select: Radio button next  In this example, decision package details and working capital for the
to Yes or No. budget session will include assignments.

4. Select: Save. Include Assignment
= This setting applies to decision
package details and working ® ves -
capital for the budget session.
Save Cancel

“IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII..
*

L4

In this example, the decision package includes the ability

.
L ] -
» to make assignments. :
. -
= = The agency budget staff have not yet made assignments so .
.S . ‘ . y ]
= the decision package details are currently ‘Unassigned’. .
| ]
: Decision Package Details Required Status Assignee View/Edit Assign Complete :
| ] -
: Agency Recommendation Summary L 4 Unassigned (74 :
. .
. Package Description v Unassigned 4 .
. .
" Performance Measures v Unassigned &= :
* Q

..lIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII“
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Agency Admin Menu
Agency Budget System (ABS)

Manage Agency Decision Package Questions

Agency budget operations users can create and manage additional questions for decision packages.
These questions are optional for internal agency use. For example, some agencies may use specific
questions to collect additional information to help prepare their narrative for decision packages. ABS does
not include the additional questions in the information submitted to OFM.

Create New Agency Decision Package Question
Agency budget operations users can create additional questions for decision packages.

1. Select: HAdmin menu. E

2. Select: Manage Agency

. . X Agency Admin Menu
Decision Package Questions.

Manage Agency Settings

Manage Agency Decision Package Questions

Manage Agency Decision Package Titles

M il [©] %

Manage Agency Decision Package Statuses

3. Select: Create New Question. I Create New Question

4. Input: Question. Question* * Indicates required fields

5. Input: Instructions. Sample Question ABG
= Provide information to help your
agency staff answer the question.
6. Select: Save.

=> The question and instructions
will be added to decision package
details for the budget session.

Instructions*

Sample Instructions

“IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII..
* *

" In this example, the question is included in the agency *
decision package details.

Decision Package Details
Agency Questions

Sample Question ABC

. Sample Question XYZ /

*
..IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII“

g E NN NN EEEEEEEEEENEN,
..IIIIIIIIIIIIIIIII‘
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Agency Admin Menu
Agency Budget System (ABS)

Change Sort Order for Agency Decision Package Question
Agency budget operations users can change the sort order for agency decision package questions.

If you create multiple questions, Question Order Todls
you can quickly change the sort _ R
order so that they are displayed in ~ ~="P° SUesenAse “ o

a specific order in the decision
package details.

1. Select: ) Up or L 4 down for
the question.

= The questions will be displayed

in the selected sort order in

decision package details for the

budget session.

Sample Question XYZ »~ ¥ & 1
‘-.........................................................

When you select * up or ) 4 down, ABS will change the sort order for
the question in the decision package details.

Agency Questions Agency Questions

Sample Question ABC Sample Question XYZ

Sample Question XYZ / Sample Question ABC /

‘IIIIIIIIIIIII-.

*
..IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII“

Edit Agency Decision Package Questions
Agency budget operations users can edit agency decision package questions.

1. Select: [ Edit icon for the Question Order Tools
question.
=> You cannot select the editicon = Sample Question ABC r» ¥ o

if there is a saved answer to the
question on a decision package for
the budget session.

2. Edit: Question and/or Question* * Indicates required fields
instructions. Sample Question ABC

3. Select: Save.

= The question and instructions Instructions™

will be Updated in decision Sample Instructions

package details for the budget

session.

Delete Agency Decision Package Question
Agency budget operations users can delete agency decision package questions.

1. Select: Delete icon for the Delete Agency Question

question. Question Order Tools g
You are about to delete the selected agency decision
=>» You cannot select the delete package question. Confinue?
icon if there is a saved answer to Sample Question ABC r Vb (& Ilﬂl ves

the question on a decision
package for the budget session.
2. Select: Yes.

= The question will be removed
from decision package details for
the budget session.

Agency Admin Menu April 2020 Page 3 of 6
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Agency Admin Menu
Agency Budget System (ABS)

Manage Agency Decision Package Titles
Agency budget operations users can create and manage decision package titles.

Some agencies use this option to plan and organize decision package codes and titles. For example, you
can create decision package codes with title and type so that your agency budget staff can select them
from a dropdown list when they create a decision package.

This provides a quick way to display a list of the titles that you manage and the global @ titles that OFM
manages. ABS will also display the version code(s) if the decision package is being used in a version.

“IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII.
o Manage Decision Package Titles

’0
.

hd [
[ | ]
u 78 record(s) found [ “JEEETERNEY Y Filter u
n Q search n
] ) ) . [ ]
n Q@ - Indicates title-code is managed by OFM n
: Code Title Type Being Used in Version(s) Tools :
n [ ]
n 11 Sample Other (24 m n
] [ ]
] @sc Minimum Wage Adjustments Compensation | |
] ]
- Budget Structure Changes-LEAP .
= @8 9 ges- Other =
n apprv ]
] [ ]

]
: @ 8F Fuel Rate Adjustments Other ABSTEST -
. L |

* L4
¢ Qa3 | eaca Adinetmante < 20 00N an ft Othar *

*
A g EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER®

Create New Decision Package Code With Title and Type
Agency budget operations users can create new decision package codes with title and type.

1. Select: BAdmin menu. m
2.

Select: Manage Agency

. . . Agency Admin Menu
Decision Package Titles. Jency

£+ Manage Agency Settings

(® Manage Agency Decision Package Questions

iE Manage Agency Decision Package Titles

= Manage Agency Decision Package Statuses
3. Select: Create New. [ Create New
4. Input: Code. Code Title Type Being Used in Version(s) Tools
S InPUt: Title. I 11 I Sample Other v
6. Select: Type.

g IEEEEEEEE SN EEEEEEEEEENEEEEEEEEEEEEENEENEEEEEEENEENEEEEEEEEEEEEEEN

7. Select: Save icon.

=> The title/type will be displayed
with decision packages for the
budget session.

= Use the 2 cancel icon if you do
not want to save.

= Use letters and/or numbers to create a 2 digit decision package code. Do not
use letters ‘O’ or ‘I'. This helps to avoid confusion with the numbers ‘0’ (zero)
and ‘1’ (one).

=> Use up to 35 letters and/or numbers to create a decision package title.

'lIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII‘

‘IIIIIII.‘
.IIIIIIII’
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Agency Admin Menu
Agency Budget System (ABS)

Edit Decision Package Title and/or Type
Agency budget operations users can edit the title and/or type for decision packages.
You cannot edit the title and/or type for global @ decision package codes (they are managed by OFM).

1. Select: & Edit icon for the Code Title Type Being Used in Version(s) Tools
decision package title.

11 Sample Other 1272 74
2. Edit: Title and/or type. Code Title Type Being Used in Version(s) Tools
= You cannot edit the code.

) 1 | sample | [ over v | 1zzz )
3. Select: Save icon.

= The title/type will be displayed
with decision packages for the
budget session.

= Use the 2 cancel icon if you do
not want to save.

Delete Decision Package Title
Agency budget operations users can delete decision package codeltitles if they are not used in a version.
You cannot delete global @ decision package codettitles (they are managed by OFM).

1 Select: 'm' Dl feen for (e Code Title Type Being Used in Version(s) Tools
decision package title. 1 Sample  Other — = Delete Decision Package Title
You are about to delete the selected decision package
2. Select: Yes. fitle. Continue?
2 The codetltitle will be removed. 12 Sample  Other 4 Yes

Manage Agency Decision Package Statuses

Agency budget operations users can create and manage additional statuses for draft decision packages.

Some agencies use additional draft statuses to meet specific business needs. For example, you can create

draft decision package statuses for ‘Initial Draft’ and ‘Team Review’ for your tracking and reporting
purposes.

Create New Draft Status for Agency Decision Packages
Agency budget operations users can create additional draft statuses for decision packages.

1. Select: EAdmin menu. m

2. Select: Manage Agency

. . Agency Admin Menu
Decision Package Statuses. gency

Manage Agency Settings
Manage Agency Decision Package Questions

Manage Agency Decision Package Titles

M ii ®

Manage Agency Decision Package Statuses

3. Select: Create New.

Agency Admin Menu April 2020 Page 5 of 6
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Agency Admin Menu
Agency Budget System (ABS)

4. Input: Status. This will be an In this example, we input ‘Initial Draft’ to create an additional draft status.
Gecision packages. |
decision packages.

5. Select: Save icon. | initial Draft | D)

= The additional draft status will SN EEEEEE NN NN NS S SN NN NS S SN NN NN NN NN NN EEEEEEEEN,
be available for decision packages In this example, the additional status is available from the
in the budget session. dropdown when a new decision package is created.

= Use the 2 cancel icon if you do Status
not want to save.
Draft

= You can create multiple draft
4
I

statuses for your agency.
.lllllllllllllllllllllllllllllllllllllllllllllllllll‘

EEEEEEEEEEEN
“ ..

*
YgussssEnnEnn®

*

Edit Draft Status for Agency Decision Packages
Agency budget operations users can edit additional draft statuses for decision packages.

You cannot edit/delete the ABS standard draft status.

1. Select: L7 Edit icon for the

additional draft status. Draft
Initial Draft 1 @
additional draft status for
decision packages. Ilnitial Draft I D)

3. Select: Save icon.

= The additional draft status will
be available for decision packages
in the budget session.

= Use the 2 cancel icon if you do
not want to save.

Delete Draft Status for Agency Decision Packages

Agency budget operations users can delete additional draft statuses for decision packages.
If you delete an additional draft status that is currently used for a decision package in the budget session,
ABS will use the standard draft status for that decision package.
You cannot edit/delete the ABS standard draft status.

1. Select: i Delete icon for the — BE&id rols
Delete Decision Package Status

additional draft status.
Draft You are about to delete the selected decision package

2- Select: YeS status. Continue?

2 The additional draft status will Initial Draft (¢ 1@
be removed for decision packages
in the budget session.

Agency Admin Menu April 2020 Page 6 of 6



Agency Budget Requests (ABR)

Agency Budget Requests (ABR) public repository (https://abr.ofm.wa.gov/budget/agency/requests) includes information

from biennial and supplemental budget requests submitted to OFM via the Agency Budget System (ABS).
Standard search options are based on a budget session and include the ability to narrow results by
agency, additional search criteria, and/or filter by a section in the budget request.

1. Select: Budget Session.

= Budget session is a
combination of budget period and
budget type. For example, 2019-
21 Regular’ is the regular biennium
budget session for fiscal years
2020 through 2021.

2. Select: Agency.

=> To narrow search results, select
an agency. You can select one or
multiple agencies.

3. Select: Search.

=> ABR will display agency budget
request information based on the
search criteria.

Agency Budget Requests (ABR)

Select a budget session (required)

Select Option

Select an agency and/or programs
Search_..

#® Clear Selected

Admin Office of the Courts (055)

Board of Pilotage Commissioners (205)

Board of Reg for Prof Eng & Lnd Sur (166)
Bond Retirement and Interest (010)
Agency Documents (excludes decision packages
Bond Sale Expenses (408)
Debt Subject to the Debt Limit (401)
Motor Vehicle Fuel Tax Debt (404)

Other Revenue Bonds (405)

April 2020 Page 1 of 3
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Agency Budget Requests (ABR)

4. Select: Filter

= To narrow search results, select
a filter option. You can select one
or multiple filters. For instance, you
can filter by Maintence Budget
Level.

> Section
> Agency ¥
* Program(s)

“ Budget Level

| Search...

(Select All)
(Elanks)
Maintenance
Palicy

> Title
> Document

> Document Type

‘-IIIIIIIlllllIIIIIIIlllllIIIIIIIlllllIIIIIIIlllllIIIIIIIIIIIIIIIIIIIIIIIIIII..

*
~ In this example, search results returned a sample document for a policy level decision package. %
: = Agency 'V = Programis) = Budget Level ¥ = Title = D Document = Priority = :
N .
[ ] [ ]
: 205 - Board of Pilotage C... AGY Maintenance Ab - Liability Insurance P... D AR - Liability Insur 000 :
: 205 - Board of Pilotage C... AGY Maintenance Ab - Liability Insurance P... D Attachment - BPC 000 :
: 205 - Board of Pilotage C... AGY Maintenance 8R - Retirement Buyout ... D 8R - Retirement Bu o0 :
E 205 - Board of Pilotage C... AGY Maintenance 8R - Retirement Buyout ... D Attachment - Shaw 001 E
: 205 - Board of Pilotage C...  AGY Policy AB - Additional Pilot Trai... [ A4e- Additional Pil 000 :
\J &

*
..llllIIIIIIIlllllIIIIIIIlllllIIIIIIIlllllIIIIIIIlllllIIIIIIIIIIIIIIIIIIIIIIII“

5. Select: Show Selection Menu € Show Selection Menu
=>» This button allows you to go

back to the original search and
modify your parameters.

Agency Budget Requests (ABR) April 2020 Page 2 of 3
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Agency Budget Requests (ABR)

Download Document (One File)
Use standard download options to view, save, or print a document.

Publish
1. Select: -'!'ﬂ Download icon Titl Dat D load/Vi Ma:(f:d
for the item. [1[] ate ownload/View as
=> Follow your standard process
for saving a file to your workstation Sample Document  08/20/2018 1
or shared network location based P — I:I

on your browser.

= ABR downloads work best with
Chrome (preferred browser). Other
supported browsers include
Firefox, Safari, Edge, or Internet
Explorer.

Create Zip File (One File or Multiple Files)
Use standard zip file options to view, save, or print a document.

1. Select: Checkbox next to the Publish Marked
item. Title Date Download/View asNA X
=>» You can select one or multiple
items. N
Sample Document 1 08/20/2018 - D

= ABR will display a number near
the Zip File download icon in the

banner area to represent how Sample Document 2  08/20/2018 L3 |:|
many items you select.

2 select: I3 Zip File download  In this example, the number 2’ is displayed near the zip file download icon

icon in the banner area. (this number represents how many items are selected for the download).

=> ABR will download the selected .

items to create the zip file Publish Marked A"a p

(compressed file format). Title Date Download/View as N/A

=> Follow your standard process

forsaVingaﬁletoyourworkstation “IllIIIIIIIlllllllIIIIIlllllIIIIIIIIIIIIIIIIIII..

o shares network location based  +" |y this example, standard zip file options are available on the "_

on your browser. _ I bottom left side of the page using Chrome (preferred browser). =

=> ABR downloads work best with ] _ .

Chrome (preferred browser). Other = (S;fg;ep'r‘:efggfgf}me Open .

S"_Jpported brqwsers include : | Always open files of this type :

Firefox, Safari, Edge, or Internet . 1 -

Explorer. : : Show in folder :
| :
-" i agency-budget-do....zip ’:

L 4
..IllllIIIIIIIIllllIIIIIIIIIIIIIIIIIIIIIIIIIIII‘

*
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Glossary
Agency Budget System (ABS)

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

ABCDEFGHI JKLMNOPQRSTUVWXY/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 | Modern software solution that agencies will use to develop and electronically submit
(ABS) 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 https://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 Agency Budget System (ABS) replaces the old Budget Development System (BDS).
System Historical data from BDS will be available in budget reports from Enterprise
(BDS) 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.

C

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.
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Term Description
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.

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.

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.

I

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.
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Term

Description

Justification and

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

Impacts 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,
enroliment, 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.

Notebook
(old process)

Refers to an old process from previous budget instructions that required printed and
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.

o

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 Measure

Quantitative indicator to monitor and evaluate progress or trends. These indicators
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
(PL) programs 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.
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Term Description

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.

Secure File Transfer
Protocol

Set of rules for exchanging data files between computer systems.

(SFTP)

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.).
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Term Description
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.
M9 R @ &
Session Agency Bookmarks Help Log out
Sel{ct Sett Add, dite. or View ts Help Ai
different different use bookmarks Log out
session agency
U
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 Additional Information
Agency Budget Operations Manage agency versions and decision packages.
(also includes everything in the Manage agency budget submittal.
agency edit user role) L . .
Manage agency administration/settings.
Run reports.
Agency Edit Create/update decision packages.
(also inci!uqesdeverythilng in the View/update working capital.
agency limited user role) View/update budget submittal information.
Run reports.
Agency Limited Limited to specific/assigned tasks.
View/update assigned decision package, budget
information, and working capital.
Run reports.
OFM Budget Operations Manage global settings.
Manage administration/budget instructions.
Manage budget intake and submittal process.
Run reports.
\"
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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