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The Budget Review System (BRS) is used by state agencies to prepare agency appropriation requests for the next fiscal year as well as operating budgets to begin a new fiscal year. BRS is used by the State Budget Division to review state agencies’ appropriation requests and operating budgets. By state statute, operating budgets are due on May 1st of each year. The due date will be Wednesday, May 1, 2019.

Submissions must be in the following forms:

1. A hard copy (a physical printed copy of the reports from BRS)
2. An electronic copy of the BRS system. 

Please review these instructions before contacting the State Budget Division. For technical problems contact the assigned Executive Budget Analyst for your agency at the State Budget Division. When experiencing technical problems, please e-mail your analyst with a detailed description of the problem, including screen prints of errors you are experiencing. In addition, please include your name and phone number on all e-mailed communications. These e-mailed requests will be monitored regularly in order to address any BRS related problems. 

These instructions are intended to facilitate the use of BRS. These instructions are not the complete instructions needed for preparing your agency’s performance based appropriation request or operating budget. Individuals responsible for preparing the agency’s operating budget must refer to the FY20 Operating Budget instructions available on the State Budget Division website at http://www.budget.nmdfa.state.nm.us. 
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You should back up your previous data files. To do this simply move the old files that are currently saved in a folder named “BRS” on your computer’s “C” Drive into any other folder that is not named “BRS” (it is suggested that the directory be named after the appropriate fiscal year). For the FY20 operating budget submission, you must install a new version of BRS along with updated data files and excel templates.

There are two different types of installations. Choosing the incorrect type could cause the agency unnecessary extra work.

1. Full installation for a single user
2. [bookmark: _Toc289848838][bookmark: _Toc320523285][bookmark: _Toc320540405][bookmark: _Toc320610454]Full installation for multiple users (network installation)

For the FY20 operating budget submission, you must install a new version of BRS along with updated data files.


Accessing the Budget Review System (BRS)
To access the BRS update, including system and data files necessary to prepare the appropriation request, you will access the SBD FTP site from the Budget Review System page of the State Budget Division website. The FTP site requires a user name and password which will be provided by attending Operating Budget training on April 10th, 11th or 12th or by contacting your Executive Budget Analyst. 

Type the URL into internet explorer:  https://dfaftp.state.nm.us or https://164.64.56.206/  

You will get the following screen 
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	Click on 
	Continue to this website (not recommended). 
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Enter your username and password (both are case sensitive) and click on the “Log In” button. 

When you have successfully logged in, the screen below will appear and will list the files that have been provided by DFA for your business unit.  Please follow the instructions to download each file that is provided for your business unit.
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The following BRS files have been provided:

1. BrsSys.mdb – a system operating file. Contains no agency data.
2. BRSTemp1-FY20O.xls – an Excel spreadsheet used to enter expenditure information by account code.
3. BRSTempE1B-FY20O.xls – an Excel spreadsheet used to calculate agency turnover rate
4. BrsData.mdb – database that contains the agency’s expenditure budget information
5. PRSData.mdb – database that contains the agency’s personnel data entered in the personnel option within the BRS system

Click on each file name (one at a time).  

Note: If an agency has already made updates to the personnel records in BRS, please work with your Executive analyst regarding the need to download the PRSData.mdb file. 
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On the bottom of the screen, the options for saving the file will be displayed.
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Click on the arrow next to “Save” and the “Save as” option will appear.  Click on “Save as” and the screen to choose a location for the file will be displayed.  Normally on a single user system, this folder will be the BRS folder on the C drive.  If you are using a network to store the BRS system, choose that location.

[image: ]

Click on “Save” when you have traversed to the correct folder to save the file.
Once this file is saved, repeat the steps for each of the other files.

When you have downloaded all of the available files, you are ready to use BRS.  If you have saved the files to the BRS folder on the C drive, either double click on the BRSsys.mdb file or create a shortcut to this file.  If you saved anywhere else other than C:\BRS, then you must follow the instructions to relink the data bases under “Multiple User Installation (network)”. 

FTP Troubleshooting
If you have difficulties accessing the FTP site try the following;

1. Navigate to the FTP site, select tools from the menu and select internet options.
Click on the security tab, and click a security zone (trusted sites).
Click the sites button. The website should be shown in the Add this website to the zone field. Click Add. Click Close, and then click OK. 

2. Download another internet browser (Firefox, Safari, and Google Chrome) and attempt to access the FTP site.
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Save all the files listed above to a folder named BRS on the C: drive. This folder will already exist if BRS has been installed on your computer in the past; otherwise simply create a folder named “BRS” on your C drive. The file path in the address bar should appear as C:\BRS.  NOTE:  The folder must be labeled “BRS”; any variation will require updating links for the data files.

If the system asks you if you want to overwrite existing files, click on the “Yes to All” button.  This action will override any previous versions of the BRS System.  

Verify the status of the files as follows.  Right click on BRSData.mdb, select “Properties.” Verify the “Read-Only” attribute is not selected. If the “Read-Only” attribute is selected, deselect this option. Complete this step for PRSData.mdb and BrsSys.mdb.  The only files that must have the attribute of “Read-Only” are the three BRSTemp?.xls Excel files (listed above as items two through five).  
	
	Read Only Files
	Data Files

	BRSTemp1-FY20O.xls
	BRSData.mdb

	
	BrsSys.mdb

	BRSTempE1B-FY20O.xls
	PRSData.mdb



A shortcut to BRS may be placed on your desktop by right clicking in the BrsSys.mdb file, click “send to” then click on “desktop (Create Shortcut)”

Congratulations, BRS has been successfully installed!

SBD currently uses Office 2010 and 2013 to create this version of BRS.  Each agency workstation that will access this version of BRS must have Microsoft Access® 2000/XP and Excel 2000/XP or above for the system to operate.

[bookmark: OLE_LINK9][bookmark: OLE_LINK10]If after installation, you receive an error that contains the words "can't find project or library" or other errors/comments, follow the Compiler Error Solution instructions in the troubleshooting section of this guide found on page 37. 
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The following steps should only be performed by those familiar with the operations of the network where BRS is to be installed.  

Save all files listed above to a folder named “BRS” on the network drive used by your agency. This folder will already exist if BRS has been installed on your computer in the past; otherwise create a folder named “BRS” on the agency network drive. 

[bookmark: OLE_LINK5][bookmark: OLE_LINK6]NOTE: You will need to save the two Excel BRSTemp?.xls files (listed above as items two and three) to a folder named “BRS” on the C:\ drive of each computer used to access the BRS system. Remember to replace the old files with the new versions for the FY20 operating budget submission. 

Verify the status of the files as follows. Right click on BRSData.mdb, select “Properties.” Verify the “Read-Only” attribute is not selected. If the “Read-Only” attribute is selected, deselect this option. Complete this step for PRSData.mdb and BrsSys.mdb.  The only files that must have the attribute of “Read-Only” are the BRSTemp?.xls Excel files.

If BRS is installed on a network drive, you will need to change the links for the files from the C:\ drive to the agency network location.  

1. Using Windows Explorer, access the network folder or directory where the files are installed (i.e., G:\APPS\BRS). Click on the BrsSys.mdb file once to highlight it.

2. Depress the <shift> key on the keyboard and double click on the BrsSys.mdb file. Be sure to hold down the <shift> key until the MS Access® screen appears similar to the screen below. (See Figure 1-1)

[image: ]
Figure 1-1

3. Do one of the following:  if you have an “External Data”  menu choice on the top, click on this and then “Linked Table Manager”.  Or use a right click on one of the table names to get to the option for “Linked Table Manager”. The “Linked Table Manager” box will appear as below:


[image: ]
Figure 1-3

4. Check the box at the bottom of the screen with the caption “Always prompt for new location”.  (See Figure 1-3)

5. Click on “Select All” so that each table has a checkmark.  Then uncheck PersData (it will be the only one unchecked).

 
6. Click “OK”.  A “Select New Location of Agency” box will appear (See Figure 1-4). Select the network drive where BRS is installed, and select the file corresponding to the table you wish to link. The Budgetcodes, BudJrnHeader, BudJrnLine, data1, datarev, datatransfer, Departments, Expansion, ExpDetail, ExpQuanData, FundingHighs, Programs, Report Cats, tblBusUnits and Vacancy tables should be linked to BrsData.mdb, and the PersData table should be linked to PRSData.mdb.  Click the “Open” button. (See Figure 1-4) 
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Figure 1-4

7. If the tables have been successfully linked, you should receive the message “All selected linked tables were successfully refreshed.” (See Figure 1-5)

[image: ]
Figure 1-5

8. The table selected as shown in Figure 1-2, should now be linked to the to the proper network drive. e.g. the Budgetcodes table was originally linked to C:\BRS\BrsData.mdb, but should now reflect the network drive G:\ APPS\Budget\BRS2020O\BRSData.mdb. (See Figure 1-6)

[image: ]
Figure 1-6

9. Repeat the process for the PersData table. Use the PRSdata.mdb file for this table.  Verify all tables are linked to the correct network drive. Click “Close” to exit the Linked Table Manager.  Close the BRS system.

10. REMINDER: If BRS is installed on a network, you will need to have a copy of the Excel template files (BRSTemp?.xls) saved in the C:\BRS folder on each computer that will be accessing the BRS system. Remember to replace the old files with the new versions for the FY20 operating budget submission.

11. The last step is to establish a Windows desktop shortcut icon to the network BrsSys.mdb file on each BRS user’s workstation PC. A shortcut to BRS may be placed on your desktop by right clicking in the BrsSys.mdb file in your agencies network location (i.e. G:\APPS\BRS), click “send to” then click on “desktop (Create Shortcut)”.

Congratulations, BRS has been successfully installed!

If after installation, you receive an error that contains the words "can't find project or library" or other errors or comments, follow the Compiler Error Solution instructions in the trouble shooting section of this guide found on page 37. 

The FTP site can be accessed from a link in the Budget Preparation System tab on the SBD website at http://www.budget.nmdfa.state.nm.us/.  DFA will advise you when the BRS system is available for download at the FTP site.
[bookmark: _Toc289848842][bookmark: _Toc320523289][bookmark: _Toc320540409][bookmark: _Toc320610458][bookmark: _Toc384650019]Updates
Please note that SBD may issue a BRS update after you have installed the system. In such an event, SBD will issue further instructions for updating the BRS system with the latest system files for the current fiscal year.
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After you have successfully installed the BRS system updates, double click on the shortcut icon on the desktop to start the program. The Budget Review System’s (BRS) main menu screen will appear (see Figure 2-1.) Please ensure that you are using the most recent version and date of BRS. We will verify the version when you are downloading the system. 
[image: ]
Figure 2-1
A budget/program code must be selected before entering any revenue, expenditure, FTE or personnel information. Normally, you will see the program code last selected in the center of the screen but if this is the first use of a newly installed system, you will need to initially select a budget code.

The BRS system is populated with budget/program codes used in the FY20 Appropriation Request submission and should include any organizational changes enacted in the 2019 Legislative Session.  Consult with your assigned Executive Budget Analyst if you have questions concerning budget code structure.

[bookmark: _Toc289848845][bookmark: _Toc320523292][bookmark: _Toc320540412][bookmark: _Toc320610461][bookmark: _Toc384650022]Selecting A Budget/Program Code

To choose a budget/program code, click on the “Select Budget Code” option displayed on the BRS main menu screen (see Figure 2-1). A screen listing current budget codes will appear (see Figure 2-2).
[image: ]Figure 2-2

Enter your Business Unit here and go directly to the first budget code of the business unit.

Click on the gray box to the left of the corresponding Business Unit (Bus. Unit), Program Code (PCode), and Department Code (Department) for the desired program. An arrow will appear in the gray box indicating the record selected. Note: Only records with a “D” in the field labeled “S/D” should be selected for data entry. In this field, “S” means the budget record is a summary record (summation of one or more detailed records) and “D” means the budget record is a detail level record.

“S” – Summary Record (read only level except vacancy rate information)
“D” – Detail Record (data entry level)

Information may only be entered at the detail level record, with the exception of the vacancy rate information.
Click the “Select” button on the bottom of the screen. The system will select the record and return you to the main menu screen.
The main menu screen should now reflect the selected budget code.
Navigating through budget records. To move to the next record in the list of budget records select the [image: ] button. To move to the end of the list of budget records select the [image: ] button. The same functionality exists for navigating to the previous budget record (see Figure 2-2 on previous page). 

Searching. This advanced function allows a user to search for in any field in the active window by selecting the look-up button[image: ].  Click on the column of information you wish to search by, then click on the icon.  Once selected, Figure 2-2b will appear. Use this function only if you are familiar with Access and are working with a large set of data.


[image: ]
Figure 2-2b
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1. After selecting a detail level record in the “Select a Budget Code” module, click on the “View/Update Data using Excel” option on the BRS main screen. If a detail level record was selected, the program will automatically start the Microsoft Excel program and begin transferring data for the last budget/program code selected to the Excel spreadsheet as shown below. Do not start using the Excel spreadsheet until the updates have fully loaded.  Cell C8 Figure 3-2a indicates the user must wait for updates. Once updates are successfully transferred, you will see “Updates complete. Click save or exit when done” in cell C8 (see Figure 3-2b).

[image: ]

Figure 3-2a

[image: ]

Figure 3-2b

Important:  If a summary level record is selected in the “Select a Budget Code” module, a message (see Figure 3-3) will be displayed indicating that you will not be able to save changes to a summary record. A summary record is a summation of one or more detail level records. If you receive this message, click “No,” return to the “Select a Budget Code” module, and select a detail level record. 
[image: ]
Figure 3-3
2. Once the system is loaded and you receive the message, “Updates complete. Click save or exit when done” in cell C8 (see Figure 3-2b). You may start entering your data
[image: ]
Figure 3-4

3. If you are unfamiliar with Excel spreadsheets, they are maneuverable by using the arrow keys or the mouse to go directly to a given cell. To enter numbers into a desired cell, type the numbers directly and press the <Enter> key or arrow away from the cell after the number has been typed.

The cells with blue digits are unprotected cells where budget related data may be entered. Cells in black are protected and data cannot be entered into these cells.

Note: Revenue data entered in the View/Update data in Excel module will not be saved. All revenue data must be entered in the Revenue modules (see Entering Revenue section of this manual for further instructions on entering revenue).

4. Each column consists of three sections including expenditures (subtotaled by category), revenue, and FTE levels.  There are several columns, with each column corresponding to a different set of data as follows:

a. Column C should reflect FY18 actual expenditures, revenue and FTE by account code.  Amounts entered in this column should reconcile to SHARE system reports or agency final audits as of June 30, 2018. Information in Column C was previously entered in the FY20 appropriation request process. Updates for final audited amounts are optional.

b. Column D should reflect the FY19 operating budget amounts. Do not update this column.

c. Column E, F and G should include your agency’s FY20 base budget and expansion appropriation requests. Do not update these columns.

d. Column H and I are for DFA and LFC use only.

e. Column K should reflect amounts to be included in the agency’s FY20 operating budget. When establishing the FY20 operating budget, amounts should include recurring appropriations in the General Appropriations Act (Section 4) and other legislation deemed recurring as designated by your Executive Analyst on OPBUD-2 forms (e.g. HB1 appropriations).  This column must be completed by the agency for the FY20 operating budget submission.

5. Budgeted expenditures must equal budgeted/projected revenue for all columns except for FY18 Actuals.

Note:	Prior to allocating amounts in the Personal Services and Employee Benefits category, project personal services and employee benefit costs using the Personnel module in BRS and posted costs for workers’ compensation, unemployment and liability insurance premiums. Access this module by selecting View/Update Personnel Records from the BRS main menu (see Figure 4-1).

6. After the data has been entered for the selected program code, return to the top of the spreadsheet and click on the [image: ] button. NOTE: This is the only method by which the data will be saved in BRS. Do not try to save data from the tool bar, or it will not update BRS and will corrupt the Excel template.

If you do not want to save this data but want to return to the initial program screen, you can select the [image: ] button to the right of the save button. In either case, the program will then return the user to the initial system screen.
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From the BRS main menu screen, click the “View/Update Personnel Records” option. The program will automatically start the Personnel module. A screen similar to Figure 4-1 will appear. 

[image: ]
Figure 4-1
Most of the positions within your agency should already be reflected within the personnel module if the agency installed the files provided, as it reflects the same data submitted in the FY20 appropriation request. Agencies that did not submit accurate personnel data with the FY20 appropriation request may have to update personnel positions and information. Records also will also need to be updated to reflect changes in wages, health insurance and other changes that may have occurred since you submitted the appropriations request. Personnel records must be updated to reflect approved and budgeted positions for FY20 and their expected status as of July 1, 2019.
The “current” hourly salary field should reflect an employee’s hourly wage at the time of data entry, or, if changes are scheduled to occur on or before June 30, 2019, the projected wage before any increase takes effect. 
Note: If the GAA contains an across-the-board compensation increase for all state employees, after you have updated all personnel information, including the current hourly wage, you should run the “Personnel Update” program in the “Utilities” module and BRS will automatically calculate the compensation increase for your employees. (You should run this program only once). You do not need to run the “Personnel Update” program if there is not a compensation appropriation in the GAA. The hourly rate will be reflected in the projected hourly field and will be transferred to the 
E-1 Report. 

For the FY20 operating budget submission only approved and budgeted positions within your agency should be included in BRS. See the FY20 Operating Budget Instructions for information regarding approved positions.  BRS will project salary and benefit costs on the personnel-related E-forms based on information entered in the employee record.

Records may be added by selecting the [image: ] button. Records may be deleted by selecting the gray box at the beginning of a record and pressing the <delete> key on the keyboard (see Figure 4-1 previous page).
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To update a record, click on the gray box to the left of a personnel record and then click on the “Full View” button (again See Figure 4-1 previous page). Figure 4-2 will appear.

[image: ]
Figure 4-2
The following are descriptions of the requested information to be entered or updated in the appropriate fields:

Employee Name: Enter the incumbent’s name for the position. Preferred sequence is Last Name, First Name (e.g., DOE, JOHN). If the position is vacant, enter “VACANT” in the field.

Organizational Structure: (10 digits) For each personnel record enter the SHARE department chartfield corresponding to the employee’s location in the agency. The department chart field entered here may be at a lower level than the department field used for budget code purposes.

Position Number: (8 digits) Enter the position number, a unique identifier number assigned by the State Personnel Office and included in the SHARE system. This number is established with the creation of a position.

Employee Number: (8 digits) Enter the employee identification number, a unique identifier number assigned by the State Personnel Office and included in the SHARE system. This number is established for each person employed in the SHARE system.

FTE count: Enter the corresponding FTE total for the position. In FY20, one FTE is equal to 2096 hours. Anything less than 2096 is a fraction of one FTE; therefore, enter the FTE as a decimal fraction. (E.g. a position budgeted for 1048 hours would be 0.50 FTE.)

Line Code: From the drop down menu, select the appropriate position type. (E.g. 003-Perm/Full Time). This will be used to determine the totals for personnel related costs by Personal Services account codes.

Base or Expansion: From the drop down menu, select whether the position was approved for the FY20 operating budget as a base position. For the FY20 operating budget submission, only base authorized positions should be included in BRS. If any expansion position requests were authorized during the 2019 legislative session, change this field to reflect the new position as base since it is no longer considered an expansion but a part of the base. Delete any FY20 expansion positions requested but not authorized as part of the 2019 legislative session. The expansion option is utilized as part of the appropriation request. Note: the total of all base positions must tie to FTE counts approved for the FY20 operating budget as listed on the S-8 form. The FY20 operating budget submission should not include any expansion positions.

Retirement Code: Choose the appropriate retirement type from the drop down menu.

Insurance Code/Plan Type: From the drop down menu select the appropriate insurance coverage for the position incumbent. For FY20, employees may select among three major plans: Presbyterian HMO, Blue Cross/Blue Shield HMO and Blue Cross/Blue shield PPO. Plan types include Single, Employee plus Spouse, Employee plus Child and Family coverage. Agencies must enter both an insurance code for the carrier selected and the plan type. If the position is vacant select the least costly coverage. (E.g. Presbyterian-Single). 

Note:  For FY20, BRS should reflect codes as detailed in the SHARE system. Agencies will need to select the correct coverage for all employees. If an insurance carrier/type description does not appear in the box next to the selection, a valid code has not been selected. 

[bookmark: OLE_LINK7][bookmark: OLE_LINK8]Pay Plan: Select the appropriate pay plan for the position in the drop down menu.

Return-to Work Flag: Select the box if the employee in the position is a return-to-work employee.

Anniversary Date: Enter the anniversary date of the employee. This date is the date the employee started working for the State not the date he/she started in their present position. If the position is vacant leave this field blank. 

Position and Employee Specification Numbers: (6 digits) Enter the corresponding specification number for the position itself and for the incumbent in the position. It is unusual for the two to be different, but this situation does happen occasionally. If the position is vacant enter the same specification number in both fields. Agencies should review and update the personnel data to reflect updated codes for the various pay plans as some of position numbers may have changed. Refer to the State Personnel Office (SPO) web page to find the job title and the corresponding job code for classified employees or the applicable salary plan for other approved pay plans. The State Personnel Office’s classified listing can be accessed through the following link: http://www.spo.state.nm.us/Past_Classifications_and_Pay_Listings.aspx


Example: The position number for the job title Actuary-A would be D2011A (See Figure 4-3).

[image: ]
Figure 4-3
If a description of the position does not appear in the gray box next to the position number entered, this is not a valid position in the data file.  Either update to a valid position code or contact your Executive Budget Analyst if a valid position number from SHARE is not reflected in the system.

Current Hourly: Enter the current hourly rate for the incumbent as of June 30, 2019. Do not include a percentage increase in the compensation in this field. Each incumbent’s hourly salary should reflect the salary as listed on the SPO organizational listing.  If the position is vacant enter the salary for the position at the midpoint of the appropriate grade.

Projected Hourly: This field will be derived automatically from the current hourly field and a calculation for the salary increase for FY20.  The agency may make manual adjustments to the calculated amount in the projected hourly field if deemed appropriate and discussed with your Executive Budget Analyst. The salary amount reflected on the E-1, Detail of Personal Services report will be calculated based on 2096 hours at the projected salary for FY20. 

Note: if there is an across-the board pay increase for all state employees included in the GAA, after entering the current hourly rate for all current staff as well as any vacant positions, use the “Personnel Updates” in the “Utility” menu to calculate each of the projected hourly rates.  Answer “yes” to each question asked by this utility.  

TIP: If you would like to view the personnel records by “position number” and not by “employee name, place your cursor in the “position number” field and right click with your mouse in the “position number” field. Select sort by ascending or descending, whichever is desired.

Budget Code:  The budget code structure (Fund, Business Unit, P Code, Department and Reporting Category) entered in the employee personnel record must correspond exactly to the budget code structure in the budget code table in order to appear on the E-1 reports.

After each employee’s personnel data has been updated, the agency may choose to update the FTE data on the S-8 form by clicking on the “Update S-8 data with this Personnel” button on bottom of the PersData Browse screen, however, do not select this option unless you are budgeting the exact wage and benefit totals that appear on the E series Personnel forms. 

In addition, there is the option to generate an excel spreadsheet from the personnel data entered in this module by clicking on the green excel symbol at the bottom of the screen.
	


[bookmark: _Toc289848849][bookmark: _Toc320523296][bookmark: _Toc320540416][bookmark: _Toc320610465][bookmark: _Toc384650026]Vacancy Rate Calculation
To calculate current year and prior year vacancy rates as required in the FY20 appropriation request submission, agencies must enter actual vacancies for FY18 and FY19 at the program level.  Select the program level budget (even if it is an “S” summary record) from the “Select Budget Code” option.  Then click the “View/Update Personnel Records” option and select the “Vacancy Rates” button from the PersDataBrowse screen (see Figure 4-1).  Figure 4-4 will appear.

[image: ]
Figure 4-4

BRS will automatically populate all fields with a yellow background based on the program selected and the FTE amounts listed on the S-8 form. For each appropriation level program, enter the number of vacant budgeted positions each month for prior year (FY18 actuals) and the current fiscal year (FY19 operating budget). For Actuals (Prior Fiscal Year), the number of vacant positions should already be populated for all months in FY18 based on the FY20 appropriation request submission. For the Operating Budget column, the number of vacant positions should be populated for the months of July and August of FY19. Agencies should update the remaining months in the Operating Budget column to reflect vacancies through April of this year. For any month where data is not available include a “0.00”, do not leave blank. This data, in conjunction with data entered in the “View/Update Data using Excel” module as well as personnel data entered will be used to produce the E-1B Vacancy Rate report required for the FY20 operating budget submission.  

[bookmark: _Toc289848850][bookmark: _Toc320523297][bookmark: _Toc320540417][bookmark: _Toc320610466][bookmark: _Toc384650027]Entering Revenue

All revenue is entered in the revenue module of BRS. Data entered in this module will automatically populate information required for the S-8 form. 

After selecting a detail level record in the “Select a Budget Code” module, click on the View/Update Revenue option on the BRS main screen. Figure 5-1 will appear.
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Figure 5-1


Select the type of revenue received. See the FY20 Operating Budget Instructions for detailed information regarding what information is appropriate for each revenue category.  A screen similar to Figure 5-2 should appear.


[image: ]
Figure 5-2

Based on the budget record selected, the Business Unit, P-Code, Department and Reporting category that appear will be automatically populated. If these fields are blank, the system will automatically populate this information once a new revenue record is added. 

Records may be added by selecting the [image: ] button. Records may be deleted by selecting [image: ] button or by the clicking on the gray box to the left of the record and using the <delete> key on the keyboard. 

The three digit revenue account code under the words “Dollars in Thousands” refers to the type of revenue selected on the revenue menu. These codes will correspond to revenue codes on the S-8 form. Therefore, the total amount of revenue entered under General Fund, code 111, in the revenue module will populate and reflect the total General Fund revenue listed on the S-8 form. The following table provides a complete list of revenue account codes used in BRS. 

	Account Code
	Revenue
	Revenue Form

	111
	General Fund
	R-1

	121
	Non General Fund Transfers
	R-2

	120
	Federal Funds
	R-3

	130
	Other Revenue
	R-4

	150
	Non-Reverting Fund Balances
	R-5



The following are descriptions of the requested information to be entered or updated in the appropriate fields:

Fund code: enter the 5-digit SHARE fund code utilized to recognize revenue.
Form R-1 Citation (Year, Chapter): enter an abbreviated statutory citation of where funding is appropriated.
Form R-2 through R-4 Revenue Account Code: enter a valid six-digit revenue account code as available in the SHARE system.
Form R-1 Appropriation by Item: enter a short description for each distinct appropriation or revenue source 
Form R-2 through R-4 Description: enter a short description for each distinct revenue source.
Note: For agencies budgeting revenue received from another agency or fund on Form R-2, the detail of the origin (i.e. what agency, program and fund the transfer is coming from) must be detailed for each transfer received.
FY18 Actuals: includes the actual revenue received from that revenue source in FY18 as reconciled to SHARE reports as of June 30, 2018.  FY18 information was previously entered in the appropriation request process (see Figure 5-2 on previous page). You may update final audited amounts but it is not required.
FY19 OPBUD: includes revenues budgeted for FY19. This field will contain data submitted with the agency’s FY19 operating budget and should not be altered for the FY20 operating budget submission. Do not update this column.
Note: total revenues must equal total expenditures for the FY19 operating budgets.

FY20 OPBUD: The FY20 operating budget column should reflect amounts to be included in the agency’s FY20 operating budget by each distinct revenue source. When establishing the FY20 operating budget, amounts in this column should include recurring revenues in the General Appropriation Act (Section 4) and other legislation deemed recurring as designated by your Executive Analyst on OPBUD-2 forms (e.g. HB1 appropriations).
Note: total revenues must equal total expenditures for the FY20 operating budgets.

Amounts on the R-forms should be rounded to the nearest hundred. Revenues/sources detailed on the R-forms will populate amounts on the S-8 forms. For more information on how R-forms relate to the S-8 revenue categories, please see the FY20 Appropriation Request Instructions.

Information may be entered on the R-form in any order. The R-form will sort information in ascending order on the printed form.

[bookmark: _Toc289848851][bookmark: _Toc320523298][bookmark: _Toc320540418][bookmark: _Toc320610467][bookmark: _Toc384650028]Other Financing Uses Detail

The Other Financing Uses category (category code 500) is only used to budget non-reciprocal interfund/interagency amounts being transferred from one agency (or fund) for expenditure by another state agency or fund. For agencies that are required to transfer funds to another state agency under non-reciprocal arrangements or internally between funds, the agency is required to provide a detailed breakdown of each transfer including the destination of the transfer by agency, program and fund and the amount of the transfer.  The detail of amounts to be transferred is entered in the Other Financing Uses module of BRS. Data entered in this module will automatically populate information required for the S-8/S-9 form. 

 After selecting a detail level record in the “Select a Budget Code” module, click on the View/Update Other Financing Uses Detail option on the BRS main screen. Figure 7-1 will appear.


[image: ]
Figure 7-1
Based on the budget record selected, the Business Unit, P-Code, Department and Reporting category that appear will be automatically populated. If these fields are blank, the system will automatically populate this information once a new record is added. 

Records may be added by selecting the [image: ] button. Records may be deleted by selecting [image: ] button or by the clicking on the gray box to the left of the record and using the <delete> key on the keyboard. 

Account: Note that there are three possible accounts to choose from in the scroll down menu. Account 555100 is for non-reciprocal interagency transfers; account 555106 is for internal fund transfers, and account code 555200 is for non-reciprocal transfers to a component unit of the state.

Business Unit or Fund code: enter either “B” for a transfer to another agency or “F” for a transfer to another fund within the same agency.   From the drop down menu, select the agency, program and fund of the entity that is receiving the transfer. 
FY18 Actuals: include the actual amount transferred to an agency or fund in FY18.  The grand total of all amounts listed for FY18 must reconcile to SHARE reports as of June 30, 2018. FY18 information was previously entered in the appropriation request process.  Updates for final audited amounts are optional.
FY19 OPBUD: include by agency or fund, the amount budgeted in FY19 to be transferred to another agency or fund. The grand total of all amounts listed for the FY19 operating budget must reconcile to the FY19 Operating Budget submission approved amount for the other financing uses category. FY19 operating budget information was previously entered in the appropriation request process.  Do not update this column.
FY20 OPBUD:  The FY20 operating budget column should reflect amounts to be included in the agency’s FY20 operating budget by each distinct transfer. When establishing the FY20 operating budget, amounts in this column should include recurring total appropriations in the General Appropriation Act (Section 4) and other legislation deemed recurring as designated by your Executive Analyst on OPBUD-2 forms (e.g. HB1 appropriations).

[bookmark: _Toc227375852][bookmark: _Toc289848852][bookmark: _Toc320523299][bookmark: _Toc320540419][bookmark: _Toc320610468][bookmark: _Toc384650029]Entering OPBUD Data

The View/Update OPBUD Data module of BRS includes a module used to enter operating budget information to be used to generate the OPBUD-3 forms which in turn will be used to create entries to be uploaded to the SHARE system to create budget journal entries. The entry is similar to the SHARE system in which you will need to enter budget journal header information and then detailed budget lines. To enter information to generate the OPBUD forms, from the BRS main menu screen, click on the View/Update OPBUD Data Menu.  A screen similar to Figure 9-1 will appear.
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Figure 9-1


Create a new budget journal header by selecting the [image: ] button. Records may be deleted by selecting [image: ] button or by the clicking on the gray box to the left of the record and using the <delete> key on the keyboard. 
[bookmark: OLE_LINK13][bookmark: OLE_LINK14]The Business Unit previously selected in the “Select a Budget Code” module will appear. For each budget journal header provide a 10-digit budget journal identification number structured as follows:  3-digit Agency Code/2-digit Fiscal Year/ OP (for Operating Budget)/A (for appropriation) or R (for Revenue)/2-digit number (agency assigned), (e.g. 34120OPA01). For appropriations that begin in FY20, agencies should use a transaction date of 07/01/2019. Select the ledger group from the drop down menu, agencies should use APPROP_P for expenditure data and REVENUE for revenue data.  Select the entry type from the drop down menu.  





The OB3 should be used for all appropriations included in Section 4 of the General Appropriations Act. Enter the statutory citation for the appropriation.  The General Appropriations Act should be cited as “Laws 2019, 54rd Legislature, First Session, Chapter xx, Section 4”.  Enter the fiscal year in which the appropriation is effective. Select “R” to indicate a recurring appropriations contained in Section 4 of the GAA.  Enter the end date of the appropriation.
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Figure 9-2

A minimum of two Budget Journal Headers must be created in the BRS system, one for revenues and one for expenditures.  The first Budget Journal Header entry will establish the revenue budget using the REVENUE ledger group and the other will establish the appropriation (expenditure) budget using the APPROP_P ledger group. Individual Budget Journal Headers will also be required for OPBUD-3 forms.
Budget Journal Lines
To enter the detailed journal lines to distribute expenditure data to appropriated programs and categories, select the “View Journal Lines” button at the bottom of the window as shown in Figure 9-2.  This action will automatically open a new screen similar to Figure 9-3.
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Figure 9-3


The Business Unit and Transaction Date previously entered in the Budget Journal Header screen will appear. Based on the ledger group and entry type selected in the budget journal header, enter the budget detail information.  Once information is entered, the Budget Journal Header information will be displayed.  (See figure 9-4)  

Enter the five digit fund number being budgeted.  Under “Department,” enter the SHARE assigned P-Code or Z-Code being budgeted. In the “Account” field, for revenue enter the six-digit revenue code which supports the budgeted expenditure level, for appropriations enter the three-digit category code (e.g. 200, 300, 400 or 500) corresponding to the appropriation. 

The “Budget Reference” field refers to the appropriation period. Budget references beginning with a “1” refer to a program code (P-Code) (e.g. “120”) while those beginning with a “9” refer to a department code (Z-Code) (e.g. “920”).  The next two fields represent the fiscal year the appropriation begins in (e.g. “19” for FY19 or “20” for FY20). The Budget Reference Code for Section 4 (operating budget) appropriations is 120. A few agencies (DFA, AOC, PED) use Z codes for single line appropriations in Section 4. For Z Code appropriations, use budget reference code 920. 

The “Class Code” identifies the specific appropriation.  For appropriations contained in Section 4 of the GAA, agencies should use Class Code D0000. 

Enter the amount of the appropriation. Amounts should be in whole dollars. The source of funds should automatically be populated based on the account code selected.  If the agency has multiple uses of the same revenue code, you can update the Source of Funds field to include additional information to distinguish between amounts.
Note: multiple funds and department codes can be entered under one journal header.  The print function will print the OPBUD documents on multiple forms.
[image: ]     
              Figure 9-4
When you have completed entering budget lines, click on the “close window” button at the bottom of the screen.  You can now enter a new Budget Journal Header, or click on the “close window” button to exit the module.

[bookmark: _Toc384650030]PRINTING REPORTS IN BRS

In order to print the BRS generated reports click on the “Reports Menu” button on the main menu. There are five tabbed sections (see Figure 10-1) for different types of reports including: 

BRS Reports - for expenditure, revenue and FTE reports (S-8, S-9, S-13, P-1, E-4B, and OPBUD-3 forms)
Personnel Reports - for salary and benefit related reports (E-forms)
Revenue Reports - for printing revenue related reports (R-forms)
Expansion Reports - for printing expansion related reports (EB-forms)
BRS Special Reports - for use by the DFA and the LFC
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Figure 10-1

By default, the last budget code selected will be the budget code for which the current report will be generated. To change a code, select the appropriate budget code for which you wish to run the report from the “Select Budget Code” option on the main menu. A preview of the selected report will appear upon clicking on any of the report button options. Click on the printer icon at the top of the screen to print a hard copy of the report.

You may print a given report over a range of budget codes for expenditure, revenue and FTE related reports, such as the S-8 and S-9. Enter the first sequential budget code under the start section and the last sequential budget code under the end section of the “Range of Codes” box. Upon selecting the desired report, the selected range of reports will print in hard copy.

Print forms to be submitted to SBD and LFC

For a complete list of BRS generated forms refer to Appendix B.

From the BRS main screen, click “Reports Menu.”
BRS Reports
1. Once the reports screen appears, select BRS Reports Tab, click “S-8” button. This report is the Financial Summary that is required in the agency’s FY20 operating budget submission. (Revenues, Expenditures, FTE)
2. Once the S-8 report has finished compiling information, click on the printer icon to print the report.
3. Follow steps 2-3 to print the S-9 report. This report is the Account Code Expenditure Summary that is also required for the agency’s FY20 operating budget submission.
4. The S-8 and S-9 reports must be run both at the individual program code level and at the agency roll up level.
5. Select the “S-13 Detail” button to the right of the words “GSD Line Item” to print the Detail of GSD Rates report.  This is the report required for submission with the agency’s FY20 operating budget.  The S-13 Summary report is optional and is intended for State Budget Division use for compiling information regarding multiple agencies.
6. Select the “E-4B” button to print the Detail of Other Financing Uses report. The report must be run for each program code.  This is the report required for submission with the agency’s FY20 operating budget. 
7. Select the “OPBUD-3” button to print the agency OPBUD-3 documents for submission based on information included in the View/Update OPBUD data module.  The report will request the business unit and the range of department codes for which you wish to run the forms. 
Personnel Reports
1) Select the “Personnel Reports” tab and the following menu will appear (see Figure 10-2). The menu allows you to print reports for either base positions, expansion positions or both.  For the FY20 operating budget submission, from the drop down menu, select “Base”. 


[image: ] Figure 10-2
8. Click the “E-1” button.
9. Once the E-1 report has finished compiling information, click on the printer icon to print the report.
10. Follow step 11-12 to print out the E-1B, E-3 and E-3A reports. Note that the E-2 is not a required report. 
Revenue Reports
11. Select the “Revenue Reports” tab and the following menu will appear (see Figure 10-3).
[image: ]
Figure 10-3

12. Click on the button for the desired R-form you would like to print. You only need to print revenue reports which contain information for the agency. Do not print and send in blank forms.
13. Once the report has finished compiling information, click on the printer icon to print the report.
14. Follow steps 15-16 to print out the all revenue reports for which the agency has information. 

[bookmark: _Toc289848854][bookmark: _Toc320523301][bookmark: _Toc320540421][bookmark: _Toc320610470][bookmark: _Toc384650031]UTILITIES MENU

The BRS system provides various utility options to perform specialized functions. (From the main menu of BRS see Figure 2-1), select the option “Utilities Menu.” Most of the options within the utility menu may only be used by authorized employees of the State Budget Division.
View/Update Budget Codes
Agencies will not be allowed to change existing budget codes without DFA approval.  If you need to adjust existing budget codes, please contact your Executive Budget Analyst

Update Budget Code Field for all
This is only needed if budget codes have been changed

Extract Personnel Data for Excel
Selecting this option will create an Excel file containing the agency’s personnel data. The utility saves the file in the directory C:\BRS\ (optional).

Copy Request to Recommendation
Used only by DFA and LFC, this utility will copy the agency’s appropriation request to the DFA/LFC recommendation column.

Copy Operating Budget to Recommendation
Used only by DFA and LFC, this utility will copy the agency’s operating budget for the current fiscal year to the DFA/LFC recommendation. 






View/Update Spec Codes
This utility should only be used if directed by authorized SBD personnel. This utility can be used to alter a given classification’s title, range, or job/specification code. Refer to the State Personnel Office (SPO) web page to find the job title and the corresponding job code for classified employees or the applicable salary plan for other approved pay plans. The SPO classified listing can be accessed through the following link: 
http://www.spo.state.nm.us/Past_Classifications_and_Pay_Listings.aspx

In some instances a given classification may have been formally altered, but not reflected in the BRS specification table. Note: please notify SBD staff of any changes required so that the main table can be updated as well.

Personnel Updates
Generally, this utility should only be run if there is an across-the-board compensation increase for all state employees. 
 
To run the utility, select the gray button next “Personnel Updates” (see Figure 11-1). Figure 11-2 will appear. Select OK. Several windows similar to Figure 11-2 will appear. Click OK after each window appears until completed.
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Figure 11-2
[bookmark: _Toc384650032]TROUBLESHOOTING
[bookmark: _Toc384650033]Compiler Error Solution 
This error usually occurs when accessing the system immediately after installation of a new update to BRS. The error is caused when a user has a version of Microsoft products that differs from the version used at SBD. If you receive a compiler error, please follow the directions below: 

1. Close BRS, Microsoft Access and Visual Basic. Make sure the icon you use to start BRS is highlighted. 
2. Depress the <Shift> key while starting BRS. Continue to depress until the system opens the BRS database in MS Access. 
3. Click on the Forms button in the Objects column. This button is between the Queries button and Reports button (see Figure 12-1). 
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Figure 12-1
4. Select the “Visual Basic” option under Create on the menu bar (see Figure 12-2). This action will open Visual Basic. Figure 12-3 will appear. 
[image: ]     

[image: ] Figure 12-3
5. Select the references option under Tools on the menu bar (see Figure 12-4). This action will open a window that looks like figure similar to Figure 12-5, except the words “MISSING” in all caps will appear next to one or more references. 
[image: ]                                      Figure 12-4
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[bookmark: _GoBack]                                  Figure 12-5
6. Find the reference(s) listed as “MISSING”. Note the name of the reference(s) (i.e. Microsoft ADO, Microsoft Excel and Microsoft Word are the most common) and uncheck the box next to the reference(s). Select the OK button. This action will close the references window and return you to Figure 12-3.
7. Again, select the references option under Tools on the menu bar (see Figure 12-4). This action will again open a window that looks like figure similar to Figure 12-5 except the references noted earlier will not be selected. 
8. Scroll down through the list of available references in Figure 12-5 (they are listed in alphabetical order) and locate an available reference file with the same name you noted in step 6, but with a different version number. Place a checkmark next to each reference name deleted in step 6 by clicking on the box next to the reference. Select the OK button and completely exit Microsoft Access and Visual basic by selecting the “X” in the upper right hand corner of all open screens. The problem should be corrected. 


[bookmark: _Toc289848857][bookmark: _Toc320523304][bookmark: _Toc320540424][bookmark: _Toc320610473][bookmark: _Toc384650034]SUBMITTING ELECTRONIC DATA

As required in the Operating Budget Instructions, agencies must submit the operating budget both in hard copy and electronic format. The required electronic files to be submitted are the BRSDATA.MDB and PRSDATA.MDB data files from the folder where the BRS program files reside, usually in the directory C:\BRS\, unless the system is installed on a network.   Please submit these two electronic files through the DFA FTP site.   

Please inform your Executive Budget Analyst when you upload your files to the DFA FTP site so that he/she can confirm that the files have been received.  

To upload your data files use the DFA FTP site and log in just as you did for the download.  The screen has an “Upload” button for this function.


[bookmark: _Toc289848858][bookmark: _Toc320523305][bookmark: _Toc320540425][bookmark: _Toc320610474][bookmark: _Toc384650035][image: ]

Browse to the location where your data files are stored and choose BRSdata or PRSdata.
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Revisions

If you are submitting a revision to either brsdata.mdb or prsdata.mdb, include the revision number and agency number in the name of the attached file (i.e. brsdata-r1.378). This would indicate that the brsdata.mdb has been revised one time from the State Personnel Office.
[bookmark: _Toc384650036][bookmark: _Toc289848859][bookmark: _Toc320523306][bookmark: _Toc320540426][bookmark: _Toc320610475]Appendix A 
[bookmark: _Toc384650037][bookmark: _Toc193169552]BRS Generated Forms

[bookmark: _Toc193169553][bookmark: _Toc289848860][bookmark: _Toc320523307][bookmark: _Toc320540427][bookmark: _Toc320610476][bookmark: _Toc384650038]Financial Summary (S-8 Form)
The S-8 form is generated from revenue, expenditure and FTE data in the View/Update Data Using Excel module of BRS. If you are unfamiliar with BRS, refer to the FY20 Operating Budget Instructions and the BRS User Guide. 

There should be one S‑8 form for each program or budgeted activity and a summary S‑8 form with agency totals if there is more than one program. Budgeted revenues must equal budgeted expenditures for each program or budgeted activity.
[bookmark: _Toc193169554][bookmark: _Toc289848861][bookmark: _Toc320523308][bookmark: _Toc320540428][bookmark: _Toc320610477][bookmark: _Toc384650039]Account Code Expenditure Summary (S-9 Form)
The S-9 form is generated from expenditure data entered into BRS. S‑9 forms must be printed for each program or budget activity and at the agency summary level.
[bookmark: _Toc193169555][bookmark: _Toc289848862][bookmark: _Toc320523309][bookmark: _Toc320540429][bookmark: _Toc320610478][bookmark: _Toc384650040]Detail of GSD Line Items (S-13 Form)
The S-13 form is generated from expenditure data entered into BRS.  The form must be printed at the agency summary level.
[bookmark: _Toc289848863][bookmark: _Toc320523310][bookmark: _Toc320540430][bookmark: _Toc320610479][bookmark: _Toc384650041]Detail of Other Financing Uses (E-4B Form)
The E-4B form is generated from the data entered into BRS in the Detail of Other Financing Uses module, not the View/Update Excel module.  The form must be printed at the individual program level.
[bookmark: _Toc227375865][bookmark: _Toc289848864][bookmark: _Toc320523311][bookmark: _Toc320540431][bookmark: _Toc320610480][bookmark: _Toc384650042][bookmark: _Toc193169556][bookmark: _Toc162321530]Operating Budget Input Forms (OPBUD-3 and OPBUD-4 Form)
The OPBUD forms are used to detail appropriations to specific funds and categories for posting to the SHARE system.
[bookmark: _Toc289848865][bookmark: _Toc320523312][bookmark: _Toc320540432][bookmark: _Toc320610481][bookmark: _Toc384650043]Revenue Forms (R-1 through R-5 Forms)

R-Forms must be generated from the BRS system. Information included on the R-forms must reconcile to amounts on the S-8 and S-9 forms. The types of revenue/funding sources and the R-form that should be used for each are detailed below. To ensure proper use of revenue account codes, please consult the FCD website; http://www.nmdfa.state.nm.us/uploads/navigation/Chart_of_Accounts/Chart%20of%20Accounts.xls   or the SHARE website at http://nmdfa.state.nm.us/share_3.aspx
.
Information on forms R-1 through R-5 is generated from revenue information entered in the “View/Update R Forms” module in BRS. List all General Fund appropriations by item and citation. Enter the amount rounded to thousands. Revenues/sources detailed on forms R-1 through R-5 will automatically update revenue amounts on the S-8 forms. These forms will be generated at the program or budgeted activity level. See FY20 Operating Budget Instructions for more information regarding revenue entries.

[bookmark: _Toc168718496][bookmark: _Toc201036176][bookmark: _Toc201397903][bookmark: _Toc289848871][bookmark: _Toc320523318][bookmark: _Toc320540438][bookmark: _Toc320610487][bookmark: _Toc384650049]Detail of Personal Services (E-1)
The E-1 is produced from data entered into the personnel module of BRS and will project salary requirements for each positions through June 30, 2020 based on projected salaries as of June 30, 2019.

FTE totals and classification types (permanent, term and temporary) on the E-1 form should include the total of all budgeted positions, including deviations from the FTE levels contained in the General Appropriation Act that are fully justified and supported by FY20 appropriations. In addition, budgeted FTE on the E-1 form must reconcile to budgeted positions included on the agency’s most recent FY19 Organizational Listing Report.  Please refer to the section on “FTE Policy and Position Control” for more information on position control. 

[bookmark: _Toc193169558][bookmark: _Toc201036177][bookmark: _Toc201397904]Note that the total salary calculation will not necessarily equal the amount budgeted in the personal services and employee benefits category for FY19, because the appropriated amount may contain built-in vacancy saving rates. The information generated by the E-1 will assist the agency and the Executive Analyst in determining the amount of vacancy savings the agency will have to maintain in order to meet budgetary constraints. Additionally, this information will be used in the preparation of the FY20 appropriation request. Please refer to the section on “FTE Policy and Position Control” for additional information. 

Note: E-Forms must be included as part of the FY20 operating budget submission on May 1, 2019. 
[bookmark: _Toc289848872][bookmark: _Toc320523319][bookmark: _Toc320540439][bookmark: _Toc320610488][bookmark: _Toc384650050]Turnover Report (E-1B)
The E-1B report is produced from data entered in the personnel module and data entered in the View/Update Data Using Excel module. This report will provide information regarding both current and historic turnover rates for the agency. Agencies will be required to submit one form for each program. BRS will provide a report that calculates the FY20 Operating Budget turnover rates based on information provided for FY20 and the FY19 budgeted turnover rates based on appropriated amounts.  Update the BRS system vacancy report by entering the number of vacant positions in FY19 for each month through April 2019. This will help produce a report that reflects the FY19 average turnover rate as of the May 1, 2019 submission, the average year-to-date turnover rate for FY19 and FY18 average annual turnover rate.

Note: If no positions were vacant in a month, a zero must be entered in data entry screen in BRS for the E-1B report to run correctly.
[bookmark: _Toc168718497][bookmark: _Toc201036178][bookmark: _Toc201397905][bookmark: _Toc289848873][bookmark: _Toc320523320][bookmark: _Toc320540440][bookmark: _Toc320610489][bookmark: _Toc384650051]Calculation of Employee Benefits (E-3)
The E-3 report provides for calculation of various employee benefits account codes (Retirement-521200, FICA-521300 and Retiree Health Care-521700) based on the most recent salary data entered in the personnel module of BRS.

Individual employee coverage information should be updated in the appropriate fields in the personnel module of BRS to produce this form automatically. Complete an E‑3 for each program only. No agency summary form is required. 

In addition to Employee Benefits calculated on E-3 Report, operating budgets must include the following additional amounts:

· Premiums of the Risk Management Division of the General Services Department for Workers’ Compensation (521410), Unemployment Compensation (521500), Employee Liability (521600), Vehicle Insurance (542700), Transportation Pool (542800) and Property Insurance (543400). GSD Risk Management premiums can be found on the State Budget Division website. Workers Compensation and Employee Liability Rates have changed since you submitted your appropriation request so please refer to these schedules to update the appropriate budget line items on the operating budget. Any questions regarding the rates should be directed to the Risk Management Division.

· Premiums from the Department of Information Technology (DoIT) for ISD Services (545700), Radio communication (545810), and Telecommunications (546610) can also be found on the State Budget Division website.  Some rates may have changed since submission of the appropriation request so be sure that you update the appropriate budget line items on the operating budget as needed.

· There are two rates that you will have to calculate directly based on the number of FTE in your organization: 1) Calculate the Workers’ Compensation Employer Assessment Fee (521400) by multiplying $9.20 times the total number of FTE for each program; and 2) Calculate the DoIT HRMS Fee (545710) by multiplying $385 times the total number of FTE in the program.

The E-3A report provides a summary of an agency’s group health insurance costs. Estimated premiums are built into BRS and projected costs are calculated based on the information in the BRS personnel record. BRS has been revised to reflect current carriers and rates available. Please ensure that the personnel records contain the proper identification of the appropriate insurance carrier and a further identification of single, employee plus spouse, employee plus child or family coverage. Vacant positions should be projected at the lowest premium for single coverage.
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Figure 12-3

5. Select the references option under Tools on the menu bar (see Figure 12-4). This action will
open a windorw that looks like figure similar to Figure 12-5, except the words “MISSING” i all
caps will appear next to one or more references
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6. Find the reference(s) listed as “MISSING”. Note the name of the reference(s) (i.e. Microsoft
ADO, Microsoft Excel and Microsoft Word are the most common) and uncheck the box
nextto the reference(s). Select the OK button. This action will close the references window and
retum you to Figure 12-3.

7. Again, select the references option under Tools on the meny bar (see Figure 12-4). This action
will again open a windorw that looks like figure similar to Figure 12-5 except the references
‘noted earlier will not be selected.
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Option Compare Database

Public gsFund As String
Public gsBusUnit As String
Public gsPCode As String
Public gsDepartment As String
Public gsReporcCat As String
Public gsSummbet As String
Public gsBRSLocation As String
Public gslDescr As String
Public gsAdminPass As String
Bublic gsSecurity As String
Public gsRecAgency As String

Public gsUserName As String
Public gsFY As String
Public gsFYActuals As String
Public gsFYOper As String
Public gsRECiRate As Double

Q3

[Propertes - Autobxec x| Public gsRHC2Rate As Double
AutobxecModie < Public gsRaiseBC As Double
Aphabeti | Categorized Public gsJournallD As String
[T Autoec

Public gRaiseCalc As Double
Public gHoursinFY As Double

Public gsReportiame As String
Public gbFirstTime As Boolean
Public gbChangesMade As Boolean

Bublic strfilter As String

Bublic oExcel As Excel.Application

[Microsoft Office 15.0 Object Lbrary
Microsoft ActveX Data Objects 6.1 Library.
[ Microsoft ADO Ext. 6.0 for DDL and Security

AccessibiityCplAdmin 1.0 Type Library.

lacobat

[l acrobat Access 3.0 Type Library

[ Acrobat Ditler

[l acrobat Scan 1.0 Type Lbrary.

[ Acrohat WehCanfure 1.0 Tun ibrary

Qi Fs——— v

Microsoft Word 15.0 Object Lbrary.
Location:  C:\Program Fles\Wicrosoft Office\Office 15WSWORD.OLB
Language:  Standard

Public cnBRS As ADODS.Comnection
Bublic rsSelectBRS As ADODB.Recordset
Public rsSelectPERS As ADODS.Recordset
Bublic rsSelectVAC As ADODB.Recordset
Public rsExp As ADODS.Recordset
Bublic ConnectionInfo As String

Public strProgram As String

TStFIESum.Open strSQL, cnnlocal, adOpenKeyset, adLockPessimistic

Immediate.
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