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1. What is BFM?

Budget Formulation and Management is the new software tool that will be used by the State to prepare
budgets, track performance measures, and report on in-year budget-to-actuals. It includes a reporting
solution that allows users access to any data that has been entered in BFM in any format.

2. BFM Terminology

Budget Form: A budget form is how users enter budget data into BFM. A budget form may display both
historical and current budget data as well as require the user to enter data and text.

Form Instance: A form instance is the generic term for a particular budget form that users access to
enter budget information. Each form instance has an ID, called a Form Instance ID, which is a unique
numerical code that is assigned to each budget request. This ID is not generally referred to except for
Decision Packages since agencies may submit multiple Decision Packages and each will have a unique
Form Instance ID.

Stage: Stages are used in BFM to create workflow associated with forms. End users will enter data into
a budget form at a particular stage. Some departments may have additional internal review that
requires an additional stage for review and approval before it is submitted to the Budget Office.

Org/Organization: Org/Organization is a generic term referring to the organizational dimension which
may consists of Agency, Budget Unit, Funds Center, or Program.

PCF: Personnel Cost Forecasting is the BFM tool that calculates the base personnel budget based on HR
data and planning values loaded in the system.

Report: Reports are used to compile data in BFM in order to present budget information for decision-
making and analysis or to summarize data for various uses.

3. The Budget Equation — How to Build Your Budget

BFM is designed to allow different components of the budget to be added together to create a budget
request. Budget forms are used to get data into BFM; REPORTS are used to view the data.

3.1. Budget Forms
Following are the budget forms that will be used for budget preparation. Additional forms may be
added as needed.

Form Type Form Name
Program Narrative Form Program Narrative (2500)
Fund Balance Form Fund Balance Projection S-10 (2900)

Base Budget E-4 by DeptID (3300)
Base Budget E-4 by PCode (4300)
Contracts E-5 (3800)

Expansion Request (3200)

Appropriation Forms

BFM End User Training Guide 1
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Form Type Form Name
Revenue R1, R3, R4, R5 (3400)
Transfers Form R2 (2800)
Special, Supplemental & Deficiencies (3500)

Performance Measure Performance Measures (4000)

Forms Performance Measures Quarterly (4100)
Performance Measures Change Request (4400)

Position Related Forms Employee Allocation Updates (7100)

Vacancy Rate Form (3900)

3.2. Budget Form Stages/Workflow

Budget forms advance through the budget process using a concept called Stages. Stages are unique to
each budget form and the first three characters of a stage are the form to which they are assigned.

The chart below shows an example Stage workflow for a budget form.

Stage Description

Stage 1 Initial Entry
Stage 2 Manager Review
Stage 3 Agency Management Changes

Stage 4 Submit to DFA

Users are assigned different roles to facilitate this workflow. For example, a “Requestor” will have EDIT
access to ONLY stage 1 and can SUBMIT to stage 2, while the “Manager” will have access to EDIT stages
1 and 2 but can submit to stage 3. If security changes are required, contact the BFM Administrator.

Once you Submit your budget you will not have access any longer, but the approver has the authority to
Submit the request backwards in the process, so contact the appropriate reviewer if you need to make
changes post-submission (assuming the deadline has not passed).

4. How to Access BFM

BFM is accessed via internet browser. Chrome is the preferred browser and provides the best user
experience. Chrome was used to create the screenshots in this user guide. Current versions of other
major internet browsers are also supported.

e BFM Links: Your BFM Link is below. Save your link as a Favorite for easy access.

https://nm.bfm.cloud/bfmnm/default.aspx

e Reporting: Once you are logged into BFM, navigate to the Links dropdown menu, and click BFM
Reporting, to access reports.

BFM End User Training Guide 2
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e User Identification (ID) / Password: Your BFM Administrator will send your User ID and
Password. If you need your password reset, please contact your BFM Administrator.

e Timeout: Web-based applications have a built-in timeout function. A timeout function is
required so users do not leave idle windows open for excessive amounts of time, impacting
overall performances. The current timeout is set at 20 minutes. Be sure to save often as you
work. If you are idle for more than 20 minutes, you will have to log back in and any work you
did not save will be lost.

5. Logging In
5.1.1. Navigate to the BFM website.
5.1.2. Expand the Home menu at the top left of the screen and click on Login.

@ Budget Formulation and Manag: X -+

&« cC @& nm.bfm.cloud/bfmnm/default.aspx

Budget

Login

Logout

SHERPA

GOVERNMENT SOLUTIONS

State of New Mexico - Production

5.1.3. Enter your Userid and Password, then click Login.

Budget

Home -
Userid: (enduser ]
Password: [ ------ ]

The first time you log in you may be required to change your password if you receive this dialog box:

BFM End User Training Guide 3
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Message from webpage %

Your Password is expired. It was either Reset or has reached the
Expiration Interval

oK

5.1.4. Click Ok.

5.1.5. Set your new password and click Update.
e Users often will set the password to match their computer login.
e Follow all State guidelines for proper password complexity.

Application User - Expired Password - Please Reset %]

ENDUSER2

Confirm the current password (may have been
provided by your admin) and establish a new
password.

Current Password:* | ssssssss |

New Password:* [ssssssss |

Confirm New

Password:+ | *m2ee" |

S

If successful, you will see the home screen and the top level menu items to which you have access. If
your password needs to be reset, please contact your BFM Administrator to reset. If you believe you
need additional access, contact your BFM Administrator.

@ Budget Formulation and Manage X +

& C @& nm.bfm.cloud/bfmnm/default.aspx
Home - Budget Formulation - PCF - Links -

A
SHERPA

GOVERNMENT SOLUTIONS

State of New Mexico - Production

Positions Book Test

My Work List

Work Item Name Iz Due Status Comments jnstencs
Stage [»)

There are no records available.

| - Records: 0 - 0 of 0 - Pages: | 1<¢ || << | 1 - » [ I

Records per page: | 100 ¥

BFM End User Training Guide 4
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5.2. Changing Password
5.2.1. A user can change their password at any time. Expand the Home menu and click Update My
Account to access the Update My Password screen.

Budget

- Budget Formulation -

Login

Logout

SHERPA

GOVERNMENT SOLUTIONS

5.2.2. Enter the current password, and the desired new password into the correct fields. Follow all State
guidelines for password complexity. Click Update.

Update My Password

Current Password:*
New Password:*

Reenter New Password:*

You will remain logged into your current session. Your new password will take effect the next time you
logout of BFM.

6. Basic Navigation

Each user has different Security. The level of Security controls the menu items that appear in the
application.

BFM relies mostly on the mouse for navigation. Some users prefer navigation using keyboard shortcuts,
tabs/enter, and other shortcuts. At this time, only a few of the typical keyboard shortcuts work. We
encourage users to use mouse point-and-click for the majority of the navigation.

6.1. Menu Navigation
6.1.1. Hover over any top-level menu item to see the menu options. For example, the Budget
Formulation menu contains the Budget Forms available to the user.

BFM End User Training Guide 5
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Budget

- Performance Measures

Homew

4

State «

My W

Work It

Records

Program Marrative (2500)

Fund Balance Projection (2900) 5-10
FTE Counts by PCode (2100)

FTE Counts by DeptlD (3100}

Base Budget by Dept|D (3300) E-4
Base Budget by PCode (4300) E-4
Contracts by DeptlD (3800) E-5
Contracts by Pcode (4800) E-5
Expansion Request (3200)

Revenue R1, R3, R4, R5 (3400)
Transfers Form R2 (2800)

Special, Supplemental & Deficiencies (3500)
Vacancy Saving Application (3700)
Vacancy Rate Form (3900)

Agency Submit (9900)

6.1.2. Click any menu item to open.

6.2. Main Screen Description
All main screens (also called a “List Page”) follow a similar format. The Screen or Form Title will appear
on the top of the screen, followed by a search area, and finally a list of Records, with action options,

below.

BFM End User Training Guide
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Budget E

Home ~ Budget Formulation - PCF Links
Base Budget - E4 (3300) < page Title

Quick Search:

| Enter search criteria here... Show Advanced Filters ) === Search Function

Record Actions:
Form - ) Form Last Last ¥ .
o Description Stage PCode: o Update el Submit Actions
4878 P114-R - Senate Chief Clerk 3301 P114-R 0 7/7/2020 ut
4944 P536-R - Museums and Historic Sites 3301 P536-R 1544 2/4/2021 ralph.vincent ~

. , Record Action Area

4945 P537-R - Preservation 3301 P537-R o 7/7/2020 ul
4946 P539-R - Library Services 3301 P539-R 0 7/7/2020 u1
4947 P540-R - Program Support 3301 P540-R 0 7/7/2020 ut
5081 P761-R - Arts 3301 P761-R 0 7/7/2020 ut
Records per page: |50 (Al - Records: 6 - Page: 1

Records appear in a list in the Record Action area of the screen; each row in the table is an individual
record. Record is a generic term that refers to a piece of data that will vary based on the screen
content. On some screens, a record may be a distinct budget form instance; on other screens, a record
may be a detailed budget entry or line item. In the example below, each record shown in the list is a
Base Budget E4 form prepared for a separate P-Code.

In the bottom right corner of the Record Action list, the total number of records is displayed.
Base Budget - E4 (3300)

Quick Search:

| Enter search criteria here... Show Advanced Filters

Record Actions:
Add New |
Form == Form Last Last z
D Description Stage PCode: . Update User Actions
4867 POO1-R - Administration 3302 POOT-R 2 1/28/2021 caitlyn.wan Submit
4868 PO02-R - Public Health 3301 POD2-R 1527 2/19/2021 chuck.hulem@s Submit
4869 PO03-R - Epidemiology and Response 3301 POO3-R 3 11/2/2020 ralph.vincent Submit
4870 PO04-R - Labaratory Services 3301 PO04-R s 2/18/2021 ralphvincent Submit
PO05-R - Program Area 5 - Behav. . ar .

4871 Hith 3301 PO05-R 6 1/4/2021 ralph.vincent Submit
4872 PO0G-R - Fadilities Management 3301 PO06-R 3 11/2/2020 ralph.vincent Submit

PO07-R - Developmental Disabilities 3 - . . .
4873 Support 3301 POO7-R 1349 2/8/2021 nicole.romero Submit w

PO08-R - Health Certification - .

3 08-R 17/

4874 e 3301 PO0E-R o 7/7/2020 ut Submit
4875 P0O20-R - OWTD Operations Program 3301 PO20-R 0 7/7/2020 ul Submit

P100-R - Legislative Finance 5 T i 9 5 .
4876 e 3302 P100-R 113 2/11/2021 david.abbey Detail
4878 P114-R - Senate Chief Clerk 3301 P114-R 0 7/7/2020 ut
4879 P115-R - House Chief Clerk 3301 P115-R 0 7/7/2020 u1 .

Records per page: |50 | ¥ -| Records: 249 -fPage:

@
£

g
N
i

4877 P11i-R - Legislative Council Service 3301 P111-R 0 2/6/2021 david.abbey Sub

v
=
o

e

6.3. Page Through Records

6.3.1. Click on the on the double arrow " (next page) to advance to the next page of records or

|>>I|(

double arrow with an end line last page) to page through to the end of the available

records.
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Record Actions:

Egrm Description

4878 P114-R - Senate Chief Clerk

4944 P536-R - Museums and Historic Sites
4945 P537-R - Preservation

4946 P539-R - Library Services

4947 P540-R - Program Support

5081 P761-R - Arts

Records per page: |50 | ¥

Stage
3301
330
3301
330
3301

3301

Form
Rows

1544

Last
Update

7/7/2020
2/4/2021
7/7/2020
7/7/2020
7/7/2020

7/7/2020

Updated Aug 5, 2022

Last

User Submit Actions

ut Detail
ralph.vincent
"
"
"
"

M=

6.3.2. Records per page is displayed in the lower left-hand corner of the Record Action area. The default
setting is 50 records. With this setting, up to 50 records will be displayed, depending on how

many records are available.

6.3.3. To change the number of records displayed, click down arrows next to the Records per Page
number and select the number of records to display.

Base Budget - E4 (3300)

Quick Search:

Enter search criteria here...

Record Actions:
E[D)rm Description
4878 P114-R - Senate Chief Clerk
4944 P536-R - Museums and Historic Sites
4945 P537-R - Preservation
4946 P539-R - Library Services
4947 P540-R - Program Support
5081 P761-R - Arts
I Records per page: |50 | ¥ ]

6.4. Quick Search

Show Advanced Filters

PCode:
P114-R
P536-R
P537-R
P539-R
P540-R

P761-R

Form
Rows

1544

Last
Update

7/7/2020
2/4/2021
7/7/2020
7/7/2020
7/7/2020

7/7/2020

IL_Jas:tr Submit Actions

.
ralph.vincent
@
"
"
"

- Records: 6 - Page: 1

The Quick Search function allows users to narrow the list of records that appear in the Records Action
area, instead of paging through records. Quick Search will search for text or numbers that appear in the
Records Action non-data columns. For the example below, a user could search by Form ID, any text or
number from the Description, Stage, or PCode. A user could even search by the last updated or last user
who updated the form. Quick Search supports partial numbers or text. Quick Search does not search
amount fields (dollars) or content in the record header or detail.
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Base Budget - E4 (3300)

Quick Search:

| Enter search criteria here... Show Advanced Filters

Record Actions:

Egrm Description Stage PCode: :’E b;sdtate II.‘J?;:;' Submit Actions

4878 P114-R - Senate Chief Clerk 3301 P114-R 0 2/20/2021 enduser
4944 PS36-R - Museums and Historic Sites 3301 P536-R 1544 2/4/2021 ralph.vincent
4945 PS37-R - Preservation 3301 P537-R 0 7/7/2020 u1
4946 P539-R - Library Services 3301 P539-R 0 7/7/2020 ul
4947 P5340-R - Program Support 330 P540-R [ 7/7/2020 ul
5081 P761-R - Arts 3301 P761-R 0 7/7/2020 ul
Records per page: |50 | ¥ - Records: 6 - Page: 1

6.4.1. Type text or numbers in the Quick Search box. Once you stop typing for one second, you will see
‘Loading...” in the table area below. The search will be applied to all non-data columns. All
rows that contain the Quick Search text will be returned in the table. Do not press Enter or any
other buttons to execute the search. Just wait.

Example 1: Search by text
Search: "Serv"
Result: All records that include the text “serv” including Preservation and Library Services.

Base Budget - E4 (3300)

Quick Search:

| sery Show Advanced Filters

Record Actions:
Form S Form Last Last B =
D Description Stage PCode: B Update o Submit Actions

4945 P537-R - Preservation 3301 PS3T-R 0 7/7/2020 u1
4946 P539-R - Library Services 3301 P539-R 0 7/7/2020 u1

Records per page: |50 | ¥ - Records: 2 - Page: 1

Example 2: Search by number

Search: "536"

Result: Record that contains 536.
Base Budget - E4 (3300)

lQuick Search:

536 Show Advanced Filters

Record Actions:
Form — Form Last Last - =
D Description Stage PCode: Rows Update User Submit Actions
4944 P536-R - Museumns and Historic Sites 3301 P536-R 1544 2/4/2021 ralph.vincent
Racords per page: |50 | ¥ - Records: 1- Page: 1

6.5. Advanced Search Filters

Most BFM screens will have a Show Advanced Filters option. This allows searching on every column in
the Records Action list, or table.

BFM End User Training Guide 9
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6.5.1. Click Show Advanced Filters.

Base Budget - E4 (3300)

Quick Search:

‘ Enter search criteria here...

Show Advanced Filters

6.5.2. Afilter appears at the bottom of the table for every column.

Base Budget - E4 (3300)
Quick Search:

Show Quick Search

Updated Aug 5, 2022

Record Actions:
Form = Form Last Last E
D Description Stage PCode: Rows update User Submit
4878 P114-R - Senate Chief Clerk 3301 P114-R 0 2/20/2021 enduser
4944 P536-R - Museums and Historic Sites 3301 PS36-R 1544 2/4/2021 ralph.vincent
4945 P537-R - Preservation 3301 PS37-R 0 7/7/2020 u1
4946 P539-R - Library Services 3301 P533-R 0 7/7/2020 ul
4947 P540-R - Program Support 3301 P540-R 0 7/7/2020 u1
5081 P761-R - Arts 3301 P761-R 0 7/7/2020 ul Submit
| No Filt 3| | No Filter | ¥ | No R | No Filter | ¥ | No | | No Filter | % | No Filter |3

%

Records per page: |50 ¥

6.5.3. When searching text fields, the following options are available:

||INo Filter

| 3% No Filter
Contains
Equal To
Not Equal To
Starts With
Ends With

™

Apply Filter | | { Hide Filter | -

Actions

Header

Header

Header

Header

Header

Header

Records: 6 - Page: 1

6.5.4. When searching check boxes, equal to is the only option. Equal to 1 means the box is checked and
equal to 0 means the box is not checked.

[ Mo Filtded
| 3 No Filter
_ | #» Equal To

6.5.5. Click Apply Filter at the bottom when ready to search.

Record Actions:

;n;rm Description Stage PCode:
4878 P114-R - Senate Chief Clerk 33 P114-R
4944 P536-R - Museums and Historic Sites 3301 P536-R
4945 P537-R - Preservation 3301 P537-R
4846 P539-R - Library Services 3301 P539-R
4947 P540-R - Program Support 3301 P540-R
5081 P761-R - Arts 3301 P761-R

| No Fil} 3| | Contains | ¥ | No R3¢ | Mo Filter
| | |p33 | | J |

Records per page: |50

¥

| ¥
J

Form
Rows

1544

| No |3
| |

Last
Update

2/20/2021
2/4/2021
7/7/2020
7/7/2020
7/7/2020

7/7/2020

| No Filter | 3 |

Last

Submit
User
enduser

ralph.vincent
ul
ul
ul

ul

| No Filter |3

(o)

Actions

Apply Filter | |f Hide Filter | - Records: 6 - Page: 1

6.5.6. To remove the Advanced Filter and restore the Quick Search function, click Show Quick Search at

the top of the screen.

BFM End User Training Guide
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Base Budget - E4 (3300)

Show Quick Search

Record Actions:
Form - Form Last Last B z
D Description Stage PCode: Rows Update User Submit Actions
4878 P114-R - Senate Chief Clerk 3301 P114-R 0 2/20/2021 enduser
4944 P536-R - Museums and Historic Sites 3301 P535-R 1544 2/4/2021 ralph.vincent
4945 P537-R - Preservation 3301 P537-R 0 7/7/2020 u1
4046 P530-R - Library Services 3301 P539-R 0 7/7/2020 ul
4947 P540-R - Program Support 3301 P540-R 0 7/7/2020 u1
5081 P761-R - Arts 3301 P761-R 0 7/7/2020 ut
| No Fili 3% | | Contains | ¥ | Mo §3{ | No Filter ¥ | No 3| | No Filter | % | Mo Filter |3
| | | p53 | | | | | | | | | | |
Records per page: |50 (4] = Apply Filter Hide Filter - Records: 6 - Page: 1

7. Budget Forms Overview

All budget forms have the same basic components, which are outlined in the table below. Depending on
the information that needs to be provided by the Agencies during the budget process, the structure of
each form may be slightly different. Forms may not use all elements, and in some cases some elements
may be labeled differently for specific forms, as noted in the table. Detailed descriptions and click-by-
click instructions for each form element are provided in subsequent sections of this document.

Form Element Purpose Detailed Description
Shows all budget forms available based Section 8.1 Budget Form List Page
Form List on security profile; allows users to create

new budget forms where appropriate
Contains general information about the Section 8.2 Header Tab
form instance such as organizational unit

Header Tab
(i.e., Agency, PCode, and/or Department
ID) and form name
Contains detailed budget request Section 8.3 Detail Tab
including fund, account, amount, and
justification text; labeled as
Detail Tab )

Expenditures, Request, Revenues, or
Transfers, and Measure(s) on
corresponding forms
Export / Import BFM feature that allows for budget form  Section 8.4 Excel Export/Import
export to an Excel spreadsheet; users
can enter data into the spreadsheet then
import it back into the system to
populate the form

BFM End User Training Guide 11
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Form Element Purpose
Position Tab Contains detailed position and employee

data; allows system to project personnel
costs; tab is only available to end users
on the Expansion Request form

Attachments Tab  Allows for files (PDF, Word, and Excel) to
be uploaded as attachments on forms

Narrative Tab(s) Contains text fields to enter detailed
narrative descriptions, also called
Explanation Tab

8. Base Budget E-4

Updated Aug 5, 2022

Detailed Description
Section 10.3 Position Tab

Section Error! Reference source
not found. Attachments Tab
Section 10.8 Explanation Tab

BFM has two options for Base Budget E-4 forms: Base Budget by DeptID form 3300 and Base Budget by
PCode form 4300. Agencies will select one form, either by DeptID 3300 or by PCode 4300, for each

PCode to complete and submit for appropriations request.

Base Budget E-4 by Department ID, form 3300

The Base Budget by Department ID form will display data at the Department ID level, or level 4 in the
hierarchy explained below. Data from SHARE that exists below level 4 will roll up to level 4 in the form.

Level Name Name / Format
1 All ALL
5 Agenc 5 digit code
gency (50500)
P+3 digit code-R
3 Roll Up
(P536-R)
+3 dici
PCode P+3 digit code
(P536)
4 10 digit Department ID +
Department 5 digit Agency ID

(3000000000-50500)
10 digit Department ID +
5 5 digit Agency ID
(3010000000-50500)

=] |~} 50500 - Cultural Affairs Department Level 2
=}-[7) P536-R - Museums and Historic Sites  Level3
" P536 - Museums and Historic Sites Level4
=-[2) 3000000000-50500 - National Hispanic Cultural Cen Level4
Y 3001000000-50500 - NHCC Administration LevelS
] 3001005000-50500 - Finance
] 3001010000-50500 - Human Resources
] 3001015000-50500 - Physical Plant
A 3001020000-50500 - Facilitv Rentals

BFM End User Training Guide
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Base Budget E-4 by PCode, form 4300
The Base Budget by PCode will display data at the PCode Roll Up level 3.

8.1. Budget Form List Page
The follow sections provide detailed instructions for navigation and actions for the Base Budget form(s).
The functions and features outlined in these sections will be available in other budget forms as well.

Updated Aug 5, 2022

8.1.1. Select the appropriate Base Budget E-4 form (either Base Budget by Dept ID 3300 or Base Budget
by PCode 4300) from the Budget Formulation menu. This user guide shows screenshots for the
Base Budget by DeptlID (3300) form, but the instructions apply to both forms.

Home -

A

State of New

Program Marrative (2500)

Fund Balance Projection (2900) 5-10

Base Budget by DeptlD (3300) E-4

Base Budget by PCode (4300) E-4

Contracts (3800) E5

Frnansinon Renuest (3200

PCF

8.1.2. Select an available form from the main Budget form screen or "List Page." This page will return a
form for each agency or program based on your security. If there are no agencies or programs
assigned for your security role, this list will be blank. If you believe there is an error in the list
of agencies or programs available in your list, then contact the BFM Administrator to update

your security role.

Base Budget - E4 (3300)

Quick Search:

‘ Enter search criteria here...

Record Actions:
;l;rm Description Stage PCode:
4878 P114-R - Senate Chief Clerk 3301 Pi14-R
4944 P536-R - Mussums and Historic Sites 3301 P536-R
4945 P537-R - Preservation 3301 P537-R
4946 P538-R - Library Services 3301 P535-R
4947 P540-R - Program Support 3301 P540-R
5081 P761-R - Arts 330 P761-R
Records per page: | 50 | ¥

Most budget forms contain two Action options

Form
Rows

1544

o o o

Last
Update

2/20/2021
2/4/2021
7/7/2020
7/7/2020
7/7/2020

7/7/2020

Last
User

enduser
ralph.vincent
ul

ul

ul

ul

Header will open a tab that contains general and narrative data
Detail will open a tab that contains budget data

BFM End User Training Guide
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Updated Aug 5, 2022

8.1.3. To edit a form, users can click the Header or Detail buttons on the right side of the list.

Form

D Description Stage PCode:
4878 P114-R - Senate Chief Clerk 3301 P114-R
4944 P536-R - Museums and Historic Sites 3301 P536-R
4945 P537-R - Preservation 3301 P537-R

8.2. Header Tab

Form Last Last
Rows Update User

1] 2/20/2021 enduser Header
1544 2/4/2021 ralph.vincent Submit I Header I
0 7/7/2020 ul Submit Header Dietail

Submit Actions

The Header tab contains general data for the form instance. From the Header tab, you can navigate to
other form tabs including Expenditure (or Detail) and Attachments.

Budget Form Header

[ Comment History | [Comment] [Submit] [Close]

Instance ID Form Definition

4044 3300

Stage Code:*
3301

Initial Entry

Definition Name

Name PCode

Base Budget - E4 (3300) P536-R - Mussums and Historic Sit P536-R

PCode:
P536-R

Museums and Historic Sites

Header

Expenditures

Name: P536-R - Museums and Historic Sites

Notes:

Save

e rd

Attachments

Tip: Depending on computer screen size and resolution, sometimes budget forms may not appear
centered on your screen. If you need to reposition the budget form, move the cursor to the blue bar at
the top of the screen. The cursor symbol will change to a cross; then click and drag the form to the

desired position.

BFM End User Training Guide
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o L e —

Budget Form Header
[Comment History] [Commemtj [Submi‘[] [Close]

Instance ID Form Definition Definition Name Name PCode

6727 3300 Base Budget by DeptID - E4 (2300) P536-R - Museums and Historic Sit P536-R

The Header tab data includes the PCode, Agency or Program Name, the Stage Code or workflow step,
and a Notes field. To add Notes to the form, enter text into the field and click Save.

Budget Form Header
[Cammenl Histury] [Comment]

Instance ID Form Definition Definition Name Name PCode
4944 3300 Base Budget - E4 (3300) P536-R - Museums and Historic Sit P536-R
Stage Code:* PCode:
| 3301 | ps36-R
Initial Entry Museums and Historic Sites

Header Expenm‘tu/ Attachments

Name: (P536-R - Museums and Historic Sites

Notes:

8.2.1. Comments
Click Comment History in the upper left corner to view any existing comments for the record.

Budget Form Header
[Comment Historyj [Comment] [Submit] [Closej

The Budget Form Comments screen will display all comments for the record. These comments are view
only and cannot be edited. Click Close to return to the Header tab.

Budget Form Comments

Comment Type Comment Text Comment Date User
1 test 2/21/2021 11:46:01 AM enduser
1 Example Comment 2/21/2021 11:43:03 AM enduser
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To add a comment to the form, from the Budget Form Header tab, click Comment.

Budget Form Header
[CommentHistory [Comment] [Submit] [Close]

On the Budget Form Comments screen, select General the Comment Type* drop down. Enter comment

text into the field. Click Add Comment to save. These comments will appear in the Comment History.
Comments cannot be edited or deleted by end users.

Budget Form Comments

Add a Comment %]
Comment Type:* \
Select a Comment Type ... "| Add Comment | | Cancel

Comment:

Click Submit will advance the form to the next step in the form workflow. This will be covered

8.3. Detail Tab

The Detail or Expenditures tab contains detailed budget request. Navigate to the Detail tab by clicking
the Detail button on the budget form main screen.

Form — Form Last Last - =

D Description Stage PCode: Rows Update User Submit Actions

4878 P114-R - Senate Chief Clerk 3301 P114-R 4] 2/20/2021 enduser
4944 P536-R - Museums and Historic Sites 3301 P536-R 1544 2/4/2021 ralph.vincent
4945 P537-R - Preservation 3301 P537-R a 7/7/2020 ul Submit Header Detail

A user can also navigate to the budget data details by clicking the Expenditures tab from the Budget
Form Header tab. Note: The system executes a query once you click the tab which may take a few
seconds for the screen to open. There is no hourglass.

BFM End User Training Guide
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Budget Form Header
[Comment History] [Comment] [Submit:] [Close]

Instance ID Form Definition Definition Name Name PCode
4944 3300 Base Budget - E4 (3300) P536-R - Museums and Historic Sit P536-R
Stage Code:* PCode:
{ 3301 ( P536-R
Initial Entry Museums and Historic Sites

Name: " P536-R - Museums and Historic Sites )

[

The budget form will load and the budget lines will be displayed.

Budget Form Lines

6727 | 3300 P536-R - Museums and Historic Sites | Base Budget by DeptiD (330 520000 $1,000 520000

Quick Search:

Enter search criteria here. .

petons.
Add New

835 ay P536 19300 520000 Payroll 20,172,100 50 e
836 =N P536 19300 C400 540000 Other Expenses o 5,166900 5,869,984 o %0 o o o o o e
837 og Ps36 19400 400 | 540000 | Other Expenses L) 505700 583,438 0| 0 0 0| 0 0| V4
838 oyl PS36 25600 400 | 540000 | Other Expenses. [] 26,800, 26,800 0 30 0 0 0 0 0 7
839 o F536 53000 | | C400| 540000 | Other Expenses 0 0 687,713 0 ) 0 o 0 o 0 7/
840 =N P536 61200 €400 | 540000 Other Expenses o 1,000 1,000 0 30 0 o 0 o 0 e
841 ay P536 89900 C400 | 540000 OCther Expenses o 43700 123,700 o 30 o o o o o 4
1 (=N 3000000000-50500 19301 €200 520100 Exempt Perm Positions P/T& 50,181 o o o $1,235,880 o o o o o Id
2 os 3000000000-50500 | | 19301 €200 | 520200 | Term Positions 74344 0 [] 0 $31,230 0 0 0 0 0| Ve
50 ox 3000000000-50500 | | 19305 €200 | 520200 | Term Positions 231,708 0 [] 0 $338,872 0 0 0 0 0 Y4
3 os 3000000000-50500 | | 19301 C200 | 520300 | Classified Perm Positions F/T 1,130,055 0| [] 0| $150,632 0| 0 0| 0 0| V4
4 o 3000000000-50500 19301 €200 | 520500 Temporary Positions F/T & P 2,268 0 o 0 30 0 o 0 o 0 e
51 o 3000000000-50500 19305 €200 | 520500 Temporary Positions F/T & P 55232 0 o 0 $28,121 0 o 0 o 0 e
5 (X 3000000000-50500 19301 €200 520600 Paid Unused Sick Leave 3379 o o o 30 o o o o o 4
13 oy 3000000000-50500 19301 €200 520700 Overtime & Other Premium 11,509 o o o %0 o o o o o 7.
Recorasperpage: (50 [¥) - Records: 1 - 50 of 841 - Pages: | 1< || « | 1 [af[ w1

The top table shows a read-only summary of the budget request by Category. The columns are
described below.

Budget Form Lines

[CIDSE] [Expurt] [\mpurt] [Refresh]

6727 3300 P336-R - Museums and Historic Sites Base Budget by DeptlD (330 $20,000 $1,000 $20,000

ID Read Only. Form Instance ID
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Field (Column Name) | Description

Form Read Only. Form number

PCode Read Only. PCode and Program Name

Form Name Read Only. Form Name

Personnel Read Only. Total for C200 Personal Service & Employee Benefits

Contractual Read Only. Total for C300 Contractual Services (from Contracts E5 3800
form)

Other Read Only. Total for C400 Other

Other Uses Read Only. Total for C500 Other Financing Uses

Total Request Read Only. Total request amount

The second table contains the budget request data. Some columns contain read-only data; this data is
either system data, imported from another source such as the financial system, or are calculated based
on other values in the form. Columns with an asterisk (*) are data entry columns, where users enter the
budget request data. The table below describes the columns for the Base Budget E4 by Department ID
Form 3300.

2019-20 2019-20 PCF Proj 2020-21 2020-21 2020-21 2020-21 2020-21
Row Department Fund  Cat Account AccountName 201819 Adopted Revised ~ 2019-20  Less Applied GF 0sF ISF/IAT FF Total
Actuals Budget Budget Opbud®  VacSavings  Request®  Request”  Request®  Request” Request Justification*

20172100 21541700 0 0
(] 5166900 5869364 0 0 (] o o 0 0
505700 583438 0 $0
(] 26800 26800 (] 0 (] 0 0 0 (]
687713 0 $0
(] 1,000 1,000 (] %0 (] 0 o 0 (]
43700 123,700 0 0
50,161 (] 0 (] $1,235,880 (] 0 o 0 [}
74388 [] 0 [} §31.230
231,708 0 0 o 5338572 0 0 o 0 o
1,130,055 0 0 0 150,632

2288 0 0 ° S 0 0 o 0 0

3579 0 0 ° E 0 0 o 0 °

- Recoros: 1-500f 841 - Pages: | 14¢ || <« | 1 |l

Field (Column Name) | Description

Row Read Only. Number indicating row count.

Audit Trail Magnifying Glass button. Opens a window to display the audit trail records
for the selected row.

Department Read Only. Contains PCode Number.

Department Name Read Only. This column is minimized, use double arrows to expand to see.

Fund Read Only. Budget line for Fund

Fund Name Read Only. This column is minimized, use double arrows to expand to see.

Cat Read Only. Budget line for Category code

Account Read Only. Budget line for Account

Account Name Read Only. Budget line for Account Name

20XX-XX Actuals Read Only. Budget line for previous year Actuals data from SHARE

20XX-XX Adopted Read Only. Budget line for current year Adopted Budget data from SHARE

Budget
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Screen: Base Budget by Dept ID E4 3300 Budget Form Lines

Field (Column Name) | Description

20XX-XX Revised Read Only. Budget line for current year Revised Budget data from SHARE

Budget

20XX-XX OpBud* Data Entry Column. Enter current year Operating Budget at the Dept ID /
PCode level

Note: During the first year of using BFM, users must enter this amount. In
future years, this will be pre-populated based on previous year’s form data.

PCF Proj Less Vac Read Only. Budget line for Personnel Cost Forecasting (PCF) amount less the
Savings Vacancy Savings calculated in Form 3700

20XX-XX GF Data Entry Column. Enter General Fund request

Request*

20XX-XX OSF Data Entry Column. Enter Other State Funds request

Request*

20XX-XX ISF/IAT Data Entry Column. Enter Internal Service Funds / Interagency Transfer
Request* request

20XX-XX FF Request* | Data Entry Column. Enter Federal Funds request

20XX-XX Total Read Only. Sum of data entry requests columns.

Request

Justification* Entry Column. Enter text justification

Pencil (edit) Icon Edit icon. When clicked, the Line Detail screen will display to allow budget

request entries. Double-clicking a row performs the same action.

Chart of Account Dimension Names

To reduce clutter on the data entry screen, some columns will be minimized to hide Chart of Account
dimension names. These columns can be expanded to reveal the Chart of Account dimension names if
needed. In the screenshot below, the blank spaces in the budget grid can be pulled to the right to reveal
the names of the dimensions.

Row :r::'t Department {—rund Cat  Account Accouni
- - pl114 \_7'3: 0 \3 0| 520000 Payro
3 . pl114 19300 C200| 520000 Payrol
2 . pll14d Q0000 C200| 520000 Payrc

o pll14 0 C200| 520000 Payrol
5 S P114 61200 C400| 540000 Other Exp
i -~ P114 61200 C400 546610 DOIT Tele

The screenshot below shows the Department Name and Fund Name columns expanded.
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Au‘.ﬁt Department
Trail

1851 P536

1855 ~ P536

1852 .~ P536

185¢ ~ P536

1854 .~ P536

1853 ~ P336

1857 LS P53A

Department Name

Museums and Historic Sit
Museums and Historic Sit
Museums and Historic Sit
Museums and Historic Sit
Museums and Historic Sit
Museums and Historic Sit

Museums and Hictaric S

8.4. Excel Export/Import

Fund

9500

_____

;;;;;

Fund Name
Office Of Cultural Affairs
DCA ENTERPRISE FUND

Office Of Cultural Affairs

Bartlett Trust Fund

DCA Museum Collections Fund

15% St Mus Adm Fees/Fac Rental

Farm& Ranch Renistratinn Plate

c4

c4

c4

c4

c4

c4

Updated Aug 5, 2022

BFM provides the ability for users to export and import budget forms via an Excel spreadsheet. This can
streamline the budget data entry process, as formulas and other Excel tools can be leveraged to
populate the budget form. In general, a user will export the budget form from BFM, make changes in
Excel, and then import the spreadsheet back into BFM.

Important Note: The spreadsheet imported into BFM must follow the same format as the BFM export
spreadsheet, that is the columns must match the same columns as on the BFM budget form. Below are
the most reliable methodologies for creating an Import File:

e Click Export in the budget form, then make your entries directly into the pre-formatted
spreadsheet and Import.
e Click Export in the budget form. Make entries in other spreadsheets. Copy the values into the
Export template once you are ready to Import.
o Click Export in the budget form. Use formulas to link those cells to the more elaborate source

spreadsheets and upload the properly formatted file when ready.

The instructions below show a click-by-click guide for how to export, update, and import the

spreadsheet.

8.4.1. Go to Budget Formulation / Select the budget form.

8.4.2. Select the form instance you wish to update.

8.4.3. Click Detail (or navigate from the Header)

BFM End User Training Guide
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Base Budget by DeptID - E4 (3300)

Quick Search:

| Enter search criteria here.. Show Advanced Filters

Record Actions:
Form S Form Last Last E E
D Description Stage PCode: Rows Update User Submit Actions
6727 P536-R - Museums and Historic Sites 3301 P536-R 3 3/11/2021 enduser Submit Header
6728 P537-R - Preservation 3301 P537-R 0 3/10/2021 shane.rippentrc
Records per page: |50 || - Records: 2 - Page: 1

8.4.4. At the top of the page, click Export. If you do not see an Export button, that form may not allow
for Imports.

Budget Form Lines

D Form PCode: Form Name Personnel Contractual Other Other Uses Total Request
6465 3300 P536-R - Museums and Historic Sites Base Budget - E4 (3300, 0 $20,000 $0 30 $0

At this step, users may have different interactions depending on their settings for downloads. You may
be prompted to Open or Save your file, or a default action has been selected in the past. The following
example will follow choosing Open.

8.4.5. Click Open.

4 W 3001000000-50500 | | 19301 €200 | 520300 Classified Perm Positio
6 ~ Temporary Positions .
5 N 3001000000-50500 | | 19301 €200 | 520600 Paid Unused Sick Leavt
7 ~ Open Gther Prer
Dt [ e Always open files of this type

Show in folder

Cancel

FormExport_3300_..xlsx = W

8.4.6. An Excel spreadsheet will open. There will be a yellow ‘Protected View’ ribbon at the top of the
spreadsheet. Click the Enable Editing button.

Note: you can eliminate this Enable Editing button from coming back by going to Excel:
File/Options/Trust Center/Trust Center Settings/Protected View/uncheck everything.
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FormEsport 1300 6465 20210308 (1) - Protected View =

A megonireqor@sherpagoncom 11

Fle  Home inseri Draw  Pagelayout  formulas  Data  Revew

) PROTECTED VIEW  Be carefui—files from thr tain viruses, Unless you need to edd, it's

Depary
A [} c o 3 F [ H ] K L M =

1 [p=psrtment Ipepartment Name Fund  FundName cat Account  Account Name 2018-19 Actusls 201520 Adopted Budget  2015-20 Revised Budget | 2019- 200pbud  2020-21 PCF Projection  2020-21 GF Request™  2020-21

2 P53 Museums and Historic Sites 19300 Office Of Cultural Affairs €200 520000 Payroll [ o 0 [}

3 |ps3s Museums and Historic Sites 19300 Office Of Cultural Affairs 400 5A0000  Other Expenses [ 5,166,500 5,863,964 a 0 [

4 psis Museums and Historic Sites 19800 15%StMusAdm Fees/FacRental C400 540000  OtherExpenses [) 505,700 83,438 0 ° [}

5 |psas Museums and Historic Sites 29600 DCAMuseumCollectionsFund  C400 540000  Other Expanses [ 26,600 26,600 0 0 [}

6 P536 Museums and Historic Sites 53000  DCA ENTERPRISE FUND C400  SAD000  Other Expenses 0 0 687,713 o 0 0

7 |ps3s Museums and Historic Sites 1200 Bartlett Trust Fund C400  5a0000  Other Expenses [ 1,000 1,000 a 0 [

8 P56 Museums and Historic Sites 89900 Farm&Ranch Registration Plate  C400 540000  Other Expenses [ 43,700 123,700 0 0 [}

You will not be able to make changes in the spreadsheet unless you enable the spreadsheet to accept
edits.

8.4.7. Next, it is best to Save As the spreadsheet. The original spreadsheet is saved as read only since it
comes from the internet. Click File on the ribbon.
8.4.8. Then click Save As.

8.4.9. Choose a location to save the Excel worksheet where you can easily find it later. Keep the location
simple since you will have to be able to find it again when you import. In the example below, a
folder was created on the Desktop for BFM Exports.

8.4.10. Click in the ‘File name:’ text box and name the Excel worksheet. Note that depending on your
version of Excel this window may appear differently.

8.4.11. Clickin the ‘Save as type:’ menu and choose Excel Workbook (*.xlsx)

8.4.12. Click Save

I3 Save As X
« = > ThisPC > Desktop > BFM Exparts v O O Search BFM Exports
Organize = New folder = - o
- Name Date modified Type
3t Quick access L
[ Desktop No items match your search. 7

¥ Downloads
|5 Documents
&=/ Pictures

10 Project Mana:
v <

/ ?

File name: | FormExport_3300_4944_20210222 -~ v
Save as type: Excel Workbook ~
Authors: megan Tags: Add atag

[]Save Thumbnail

 Hide olders ook~ conce

8.5. Update Spreadsheet with Budget Values

The spreadsheet is exported in plain text, with no formatting applied. The screenshot below shows the
header row with text-wrapping so that all columns could fit in the screenshot for this document. When
a user opens the spreadsheet, s/he can apply the same formatting for ease of use, if desired.
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1 | Department

p536
ps36
p536
ps36
6 |ps36
7 |eszs
8 |ps36

Wb w N

9 |3000000000-5C National Hisp219301 Office OF Cult1 C200 520100 Exempt Perm 50,161 0 0
10 (3000000000-5€ National HisnZ19301 Office OF Cultt €200 520200 Term Position 74,384 0 0

B c D 3 F G H 1 J K L M N o P e} R

2019-20 2013-20 PCF Proj Less 2020-21
Department Account 2018-19 Adopted Revised 2019-20 | Applied Vac | 2020-21GF | 2020-210SF |  ISF/IAT 2020-21 FF  [2020-21 Total
Name Fund Fund Name cat Account Name Actuals Budget Budget Opbud*® savings Request® | Request® | Request™ | Request™ Request |Justification™
Museums and 19300 Office Of Cult:C200 520000 Payroll 0 20,172,100 21,841,700,
Museums and 19200 Office OF Cult:C400 540000 Other Expense 0 5166900 5,869,954
Museums and 19400 15% St Mus Ac C400 540000 Other Expense 0 505,700 583,438,
[
0
[

Museums and 25600 DCA Museum  C400 "540000 Other Expense 26,200 26,800,
0 687,713

Museums and 53000 DCA ENTERPRI C400 540000 Other Expense
Museums and’51200 Bartlett Trust § C400 "540000 Other Expens( 1,000 1,000

Museums and 89500 Farm&Ranch R C400 "540000 Other Expense [ 43,700 123,700

csosos

0
1,235,830
31,230

coocolsocoo
cooolgocoo
cooosocos
cooolcocoo
cooolcoocoo
coocosscoo

8.5.1. Get to know your spreadsheet.

8.5.2

The spreadsheet above shows three rows of data. This is data that already exists on the form
that was exported for this example. Depending on the state of your form, your spreadsheet
may or may not have data.

The columns of data consist of display columns and data entry columns, just like on the BFM
form screen. Data entry columns are marked with an asterisk (*) next to the column heading
and are outlined in green in the screenshot above. Data entered in these columns will be
uploaded to the system during import.

Display columns, such as the Actuals (column H) and the Adopted, Revised, and OpBud (columns
I-K), are populated by data from other sources. These columns cannot be updated, just as on
the BFM form screen, and if data is entered it will be ighored when imported.

Columns with codes can be updated through the import. In the screenshot above, code
columns include Department (column A), Fund (column C), and Account (column F). Name
columns, such as Department Name (column B), Fund Name (column D) and Account Name
(column G) exist to help users but will NOT be considered on Import. If you change textin a
name column on an existing row, the change will be ignored on import.

If you add a new row you do NOT have to include names in the name columns. When the
spreadsheet is imported, the system will auto-populate the name fields based on the codes
entered in the spreadsheet.

If you change the text in an existing code column in the spreadsheet, BFM will import the
change as a new row. The existing row will remain on the form, and a new row will be added
with the new code and corresponding data added in the spreadsheet.

If you create a duplicate of an existing budget line, only the single existing row will update as the
system will aggregate the information during the import process.

The number of columns and the order of columns cannot change. The BFM importer expects
the exact file format that was exported. Do not add additional columns to the right or
insert/delete columns (or if you do — put it back in this format prior to trying to import).

. Make changes in your spreadsheet. Below are example changes:

To change the request amounts in an existing row. Enter values into the data entry columns (M,
N, O, P in the example). When the file is imported, BFM will load the new values.

To delete data on the form, do not delete the row, instead zero out the data by enteringa 0 in
the cell. On import, the row will not be deleted, but the row will be zeroed out in the system.
To add justification text, type in the columns that have text. If text exists on the export, type
over the text in the cell. When the spreadsheet is imported, the previous text will be saved in
the audit trail.
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e Toadd a new row, insert a row in Excel. Populate the Chart of Accounts dimension codes, enter
the requested amount in columns and text in Justification. Remember, you do not need to
enter the Name columns (B, D, and G), as these will be auto populated by the system based on
the codes entered.

A B c D 3 F G H 1 ] K L M N o P Q R
PCF Proj Less
Department 2019-20 Adopted 2013-20 Revised 2013-20 Applied Vac 2020-21GF 2020-21 OSF 2020-21ISF/IAT 2020-21 FF 2020-21Total

Opbud* Savings Reguest* _Reguest* Reguest® Reguest* Reguest Justification*®

Expect increase in fuel costs

Department Name Fund Fund Name Cat_Account AccountName 201819 Actuals Budget Budget

LS

8.5.3. Save your spreadsheet.

8.6. Import Spreadsheet

Before importing, remember the number of columns and the order of columns must be the same as the
spreadsheet exported from BFM. If you have made any change to the layout of the exported
spreadsheet, reformat the spreadsheet to match the original layout before attempting to import.

8.6.1. Navigate to the correct budget form that you wish to import. From the Detail (Expenditure) tab
on the budget form screen, click Import.

Budget Form Lines

[Export] [Import] [Refresh]

1D Form PCode: Form Name Personnel Contractual Other Other Uses Total Request
6727 3300 P536-R - Museums and Historic Sites Base Budget by DeptiD (330 $0 §20,000 30 30 $20,000
Quick Search:

T ———— ]

Actions:
Add New
Audit 2019-20 2019-20 PCF Proj 2020-21 2020-2¢
Trail Department Fund Cat  Account  Account Name 2018-19 Adopted Revised 2019 - 20 Less Applied GF 0OSF
Actuals Budget Budget Opbud* Vac 5avings Request* Request
835 .~ P536 19300 C200 Payro 0 20,172,100 21,841,700 0 $0 0
e P536 19300 SE5 0 5,166,300 0 50 0

o
[

8.6.2. Click Browse and find your file.
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Budget Form Import

[ Cl osﬂ [".’a idation Results]

Browse

Load Selected File

Hint: click on Date Modified heading and the file you just saved will go to the top. If a file is open, it will

have a second entry with a ~ prefix; do not select that file. You do NOT have to close the file to upload
it.

& Open X
&« v » ThisPC » Desktop » BFM Exports v | O 2 Search BFM Exports
Organize « MNew folder =z » [H 0
i MName Date modified Type Size
7 Quick access
!@ FormExport_3300_6727_20210311 3/11/2021 9:35 PM Microsoft Excel W... 67 KB
[ Desktop * . . —
!@ FormExport_3300_6465_20210308 3/8/2021 %31 PM Microsoft EBxcel W... 52 KB
¥ Downloads ¢ £33 FormExport_3300_4944 20210222 2/23/2021 1:28 PM Microsoft Excel W... 142 KB
Documents New 3/11/2021 9:35 PM File folder
[&] Pictures -
& 30 Designs and |
60 Training "
File name: | FormExport_3300_6727_20210311 v| All Files “

| | Open | I Cancel

8.6.3. Click Load Selected File. If you see "fakepath" in the file name, this is just a browser security
feature.
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Budget Form Import

[C cse] ['-.-"al'u:la:ic-n %esults]

Browse

‘ C\akepath\FormExport_3300 6727 20210311 xlsx

Load Selected File

Updated Aug 5, 2022

8.6.4. If the font returns in black it was successful. If there are errors the screen will have text returned
in a red font. Review 8.7 Import Notes and 8.8 Import Errors for assistance in resolving errors.

8.6.5. Click Close in the upper left if you are successful.

Budget Form Import

[:C cse] [:'\."al'cla:ic:-n ?esults:]

Browse

C:\fakepath\FormExport_3300 6727 20210311 xlsx

Load Selected File

Upload Completed:

1 - Records Read

0 - Severe Ermrors

0 - Warning Errors

1 - Records Uploaded

Department Fund |Cat |Account

2019 - 20 Opbud*

2020-21 GF Request

Justification®

3000000000-50500(19301|C400|542500

778

1000

Expect increase in fuel costs
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Once you close the upload screen, you will see a Loading... message. The results will load shortly. The
screenshot below shows the new row added to the spreadsheet in the example above. Note how the
system auto-populated the Account Name field based on the Account code entered.

2019-20 2019-20 PCF Proj 2020-21 2020-21 2020-21 2020-21 2020-21
Fund  Cat Account AccountName /‘ 2018-19 Adopted Revised 2019-20  Less Applied GF 0SF ISF/IAT FF Total
Actuals Budget Budget Opbud®  VacSavings ~ Request”  Request®  Request®  Request® Request Justification”

Transp - Fuel & O] 1,000 o 0 0 1,000 Expect increase in fue! costs

ransp - Fuel &0

ransp - Fuel &0

123
3

9
E

ransp - Fuel &0 1204

8.7. Import Notes

Leading Zeros

For some Line Sequence codes, leading zeros can be dropped by Excel. If your Line Sequence is 0002,
the spreadsheet will show just 2 in many cases. This is ok. The import will add leading zeros back to the
value so you can make your entries using just the 2 value.

Incomplete Files

You can load just one row or a series of rows and it will not harm existing rows. For example, you
uploaded a 400 row spreadsheet three days ago, but someone may have made changes in BFM. You
can Export/ Import or simply create an import file with the 3 rows that changed and import the smaller
spreadsheet. It will apply the deltas to those new rows and leave all other rows remain untouched.

8.8. Import Errors
The below spreadsheet has invalid Department, Fund, and Account codes.

A B C D E F G H
1 |Department Department I Fund Fund Name Cat Account  Account Name 2018
2 536 19300 520000
3 |p536 520000
4 |p536 19300
5 |ps36 Museums anc19300  Office Of Cultural A C200 '520000  Payroll
6 |P536 Museums an[’53000 DCA ENTERPRISE FLC400 '5400[]0 Other Expenses
7 |P536 Museums anc 19300 Office Of Cultural A C400 "s40000 Other Expenses
8 |P536 Museums anc 61200 Bartlett Trust Fund C400 "s40000 Other Expenses
9 |P536 Museums anc 25600 DCA Museum Colle C400 "S40000 Other Expenses
1N |DR2A MMucanme :\nr"l aAnmn 150 € Muie Adm Ea ANN 'ﬁ/lﬁﬂﬂﬁ Mthar Evnancac

When you attempt to import a file that has any invalid codes or data, you will see an Upload Failed in
red font with associated notes.
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Budget Form Import

Browse

‘ C:\fakepath'errors-worksheet.xlsx

Load Selected File

Upload Failed:

Troubleshooting Suggestion:

« Validation Issued Warnings or Emrors - review the Validation Log
Upload Status:

» 1860 - Records Read

» 4 - Severe Ermors

« 0 -Waming Errors

= 0 - Records Uploaded
NOTE:

» 1860 records were imported from the Excel file selected but NO RECORDS WERE UPLOADED. Validation encounted Severe errors with one or more data
elements.

8.8.1. Click on Validation Results button in the upper left.

Budget Form Import

[:C osej ["-.fa idation Resultsj

Browse

C-\fakepath\errors-worksheest xlsx

[ Load Selected File ]

Upload Failed:

Troubleshooting Suggestion:

8.8.2. Review the upload validation message details. Note that you may have multiple errors on one
row since it failed multiple validations. In this example, Row 1 had an invalid PCode
(Organization) value; Row 2 had an invalid Fund code; and Row 3 had an invalid Account.
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Upload Validation Message Details

Upload Row Column Name Column Value Severity Error
1 O ganiation 535 Cevere The Ql'ganlzatlon entered is not valid for your security
profile.
s =t exis h nd tz Metive
2 Fund 123456 Severe '[Iu Fund must exist on the Fund table and be Active and
Postable.
e Meco 1 n cooun ctive
3 Account 5200 Severe The ;:cc,unt must exist on the Account table and be Acti
and Postable.
e A O s =n wvali 3] T hi
3 Account 5200 Severe The Account code is not valid due to the filter for this
budget form.
Records per page: |25 | ¥ - Records: 4 - Page: « |1

8.8.3. Return to the spreadsheet and make your corrections.

Invalid chart of accounts entries
Resolution: correct the entries or contact your BFM Administrator to have the chart of accounts added
to BFM.

Blank rows at the end of the spreadsheet
Highlight the rows and choose Clear All. Clear all is in the Home ribbon in the upper right-hand corner,
under the Clear option.

D~ [ errors-worksheet ~ O Search A megankregor@sherpagov.com M B

File Home Insert Draw Page layout Formulas Data Review View Help 3 Sha
ol == =" Autosum ~
B Cattr i KK ==E o | e Gene B Ry BERE v O &
[ Copy ~ . Fill
Paste = Conditional Formatas  Cell Insert Delete Format Sort& Find& | Analyze
B I U+ HEv &S A & o B 0 .00 y:
~ < Format Painter =i - ldetgeiateney $ %9 BB Formatting * Table~ Styles > - v v & Clear ~ erv Select~ | Data
_ Clipboard & Font [ Alignment _ [ Number [ Styles Cells & ClearAll inalysis
3 |ps36 123456 520000 B> Clear Eormats El
4 [p536 | 19300 5200 5
5 [PS36 Museums an¢19300  Office Of Cultural AC200 520000 Payrall 0 20,172,100 21,841,700 0 Clear Contents
6 |PS36 Museums am:sauuu DCA ENTERPRISE Fl C400 :540000 Other Expenses 0 0 687,713 0 Clear Comments and Notes
7 |Ps3e Museums an¢19300  Office Of Cultural A C400 540000  Other Expenses 0 5166900 5,869,964 20,000
8 |ps36 Museums and61200  Bartlett Trust Fund C400 "540000  Other Expenses 0 1,000 1,000 0 Clear Hyperlinks 21
9 |ps36 Museums an¢25600  DCA Museum Colle: C400 540000  Other Expenses 0 26,800 26,800 0 -
10 |Ps36 Museums an¢19400  15% St Mus Adm Fe C400 540000  Other Expenses 0 505,700 583,438 0
11 1P536 Museums anr':zqqnn Farm&Ranch Regist 400 'ﬁﬂﬂﬂﬂﬂ Other Fxnenses 0 43.700 123.700 0 0

Values in a column not part of the upload, such as in column W
Highlight the cells and choose Clear All.

8.8.4. Re-import corrected file.

8.9. In-Line Editing — Existing Budget Entries
Budget request can be entered directly onto the screen, without using the Export/Import function
described above.

8.9.1. Select a row to edit by either double clicking the row or clicking the Pencil icon on the right-hand

side of the row.
8.9.2. Enter budget values or justification text into the text boxes that appear in the data entry columns,
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denoted with an asterisk (*). Click the blue X in the last column to cancel data entry.

2020-21 2020-21 2020-21 2020-21 2020-21
GF OSF ISF/1AT FF Total
1 R = Ry t* Ry t* Request™ Request Justification®
0 0 0 0
0 |matching Fed funds
funding request example
200 | [ 200 | | 200 | | 200 0

8.9.3. Click Save All in the bottom right-hand corner.
Note: Once data has been entered into the row, the entered text will be red until the data is saved.

Important: The entries on the visible screen must be saved before moving on to another page. If the

Save All button is not clicked before the advance the page is clicked, the changes on this page will
NOT be saved.
2-20 2020-21 2020-21 2020-21 2020-21 2020-21 2020-21
tail PCF GF OSF ISF/IAT FF Total
lget Projection Request*® Request™ Request™ Request® Request Justification™
00 |matching Fed funds
0 0 200 200 200 200 0 funding request example
0 0 0 0 0 0 0

- Records: 1 - 50 of 1857 - Pages: T ||l

Once the data is saved, the Total Request column will be calculated by adding all request columns.
Note: BFM will automatically perform natural rounding for all entered values to the nearest 100.

21 2020-21 2020-21 2020-21 2020-21 2020-21
i GF OSF ISF/IAT FF Total

tion Request® Request™ Request™ Request™ Request Justification®

0,000 10,000 |matching Fed funds

200 20 200 200 800 Qfunding request example

8.10. Audit Trail
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Audit Trail stores the amount and text changes with the corresponding user and date timestamp.
8.10.1. Click on Magnifying Glass icon on a budget line.

Budget Form Lines

[Close] [Export] [Import] [Refresh]

D Form PCode: Form Name Con
4878 3300 P114-R - Senate Chief Clerk Base Budget - E4 (3300) $8,000
Quick Search:
[(Enter search criteria here... ]
Actions:
Audit
Trail Department Fund Cat  Account  Account Name 2018-19
Actuals
4 ~ pll4 61200 C200| 520000 Payrol 1}
3 S pli4 19300 C200| 520000 Payroll a
2 A\ pll4 00000 C200| 520000 Payrol 1}
1 ~ pli4 0 C200| 520000 Payroll 1]
P114 61200 C400| 546610 DOIT Telecommunications 0

Records per page: |50 | %

The Budget Form Expense Line History window opens with complete audit of all budget line changes.

Audit Trail

Quick Search:

Record Actions:

Record Stage Posting
Type Code Code
User Entry 330 SFIAT
User Entry 330 OSF
User Entry 3301 clnt_txt3
User Entry 330 clnt_txt3

Records per page: |25 [ ¥

Below is a table with Audit Fields and Descriptions:

Fiscal

Year Period Last User [ Updated
2021 0 End User Testi|  2/24/2021 10:55:21 AM
2021 0 End User Testi| 2/24/2021 10:48:25 AM
2021 0 End User Testi| 2/24/2021 10:55:21 AM
2021 0 End User Testi| 2/24/2021 10:48:25 AM

Amount
2.000.00
20,000.00

0.00

0.00

Amount Justification / Comments

Form uploaded value by user resulting in this
newly added value

More needed

Example Text

- Records:4 - Page: 1< || <« | 1 | » [ |

Field Description
Record Type The source of the data.
Stage Code The stage to where the amount by which you changed the data is posted.

Posting Code

The posting code used in SHARE. Most entries save to BUDGET; cInt_txt2,

cInt_txt3 are the text entries.

Fiscal Year The fiscal year.

Period The fiscal period, it will generally be 0 to indicate we are not budgeting by
month.

Last User The user who saved the change.

Updated The time and data stamp of the change.
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Amount The amount by which you changed the data is posted. The sum of these
amounts should reflect what is seen on the Details page.

Amount Justification/ | For Posting Codes = cInt_txt3, this displays line text. For all other entries, this
Comments displays the audit text.

8.10.2. Click Close button to return to list of budget lines.
8.11. Add New Budget Entry

8.11.1. From the Form Details (Expenditure) tab, click Add New.

Budget Form Lines

[Close] [Export] [Import] [Refresh]

4878 3300 P114-R - Senate Chief Clerk Base Budget - E4 (3300) $8,000

Quick Search:

[ Enter search criteria here... }

e

4 pi14 61200 €200 520000 Payroll

3 -‘\. pi14 19300 €200 520000 Payroll il
2 oL pl14 00000 €200 520000 Payroll il
1 oL p114 0 €200 520000 Payroll i
5 o P14 61200 C400 546610 DOIT Telecommunications q

Records per page: |50 E

8.11.2. Click the magnifying glass to search for the codes to be added.
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Budget Form Entry - Add New Line

Page Actions:

Close
Form ID Form Definition
4878 3300

Department ld Fund Account
| ~ -

Justification: ‘

2020-21 GF Request™: 0 Audit
Text:

2020.21 OSF Request*: Audit
Text:

Audit

2020-21 ISF/IAT Request™: 0 Text:
Audit

2020-21 FF Request™: 0 Text:

8.11.3. Click Select on any of the codes in the list. Note, you can also type in the code or name in the
Quick Search, wait for one second, and then select from the filtered list.

Lookup

Quick Search:

| :

Select Code Name

0100000000-11400 Senats

[ (Select) | 0200000000-11400 Operations
P114 Senate Chief Clerk

Records: 1 - 3 of 3 - Pages: 1

8.11.4. Repeat for all Chart of Account dimensions in the budget form.

8.11.5. Enter an amount in the request field(s). Note: BFM will automatically perform natural
rounding for all entered values to the nearest 100.

8.11.6. Click Save.
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Budget Form Entry - Add New Line

Updated Aug 5, 2022

Page Actions:
Form ID Form Definition
4878 3300
Department Fund Account
- — — "
P114 ~El | g1200 ~E | 540000 %
Senate Chief Clerk
Justification:
example requesd
2020-21 GF Request*: 10000 Audit
Text:
2020-21 OSF Request: [ ( Audit
Text:
2020-21 ISF/IAT Re: *: Audit
- / quest®: 0 Text:
Audit
2020-21 FF Request™: 1] Text:
The new row will appear on your budget form.
. 2019-20 2019-20 2019- 20 2020-21 2020-21 2020-21 2020-21 2020-21 2020-21
Row  [“Of Department Fund  Cat Account AccountName 2018-19  Adopted Revised Detail PCF GF osF ISF/IAT FF Total
Actuals. Budget Budget Budget Projection  Request* Request* Request* Request* Request Justification*
4 . P4 61200 | | C200| 520000 | Payro 0 0 0 0 0 0 0 0 0| mtest
3 ~ pl14 19300 €200 520000 Payrol 0 0 0 0 0 0 0 0 0| mk test
2 ~ pli4 00000 €200 520000 Payrol 0 0 0 0 0 0 0 4,000 4000| mktest2
1 3 P4 0 €200 520000 | Payrol 0 0 0 0 0 0 4,000 0 4000 mitest2
I 5 ~ 114 61200 C400 540000 Other Expenses 0 0 0 0 10,000 0 0 0 10,000| example request
6 ~ P114 61200 C400 ' 546610 DOIT Telecommunications. 1] 1] 1] 1] 1] ZD(E) Z(EJ 0 ZZ(E) More needed

8.11.7. To closing a Budget Form instance, click Close to return to the “List Page”, the main screen for

the budget form.

Budget Form Lines

(Refresh)

D Form PCode:
4878 3300 P114-R - Senate Chief Clerk
Quick Search:
["Enter search eriteria here... -
Actions:
Audit
Trail Department Fund
4 ~ pli4 61200
3 ~ pl14 19300
2 ~ pli4 00000
1 A pli4 0

Cc200
C200
200
c200

Form Name Personn

Base Budget - £4 (3300)

Account  Account Name 201
Act

520000

520000 Payrol

520000 Payrol

520000 Payroll
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8.12. Delete Existing Budget Entry

In order for the audit trail to be easy to follow, deleting rows is currently not allowed. Just type a zero

(0) in any field you wish to 'delete’' to zero out the data and delete any text and Save All.

8.12.1. Double Click Row

8.12.2. Enter 0 to zero out the amount field.

8.12.3. Click Save All.

8.12.4. Alternatively, if a whole form needs to be zeroed out, Import/Export functionality can be
used. A form can be exported, all rows set to 0, and then imported.

8.13. Attachments Tab

Attachments can be added to Budget Forms.
8.13.1. From the main budget form screen, or “List Page,” click Header.

Budget

Home e Budget Formulation — PCF — Links —

Base Budget - E4 (3300)

Quick Search:

| Enter search criteria here.. Show Advanced Filters

Record Actions:
;«;rm Description Stage PCode: ;?]::; bapiltale ULi:etr Submit Actions
4878 P114-R - Senate Chief Clerk 2201 P114-R 13 2/24/2021 enduser
4944 P536-R - Museums and Historic Sites 3301 P536-R 1561 2/22/2021 enduser ]
4845 P537-R - Preservation 3301 pSI7-R 0 7/7/2020 ul |

. I — R R _ T = [ I's N T

8.13.2. Once on the Header tab, locate the Attachments tab and click to open.

Budget Form Header

[Comment History] [Comment] [Submit]

Instance ID Form Definition Definition Name Name PCode
4878 3300 Base Budget - E4 (3300) P114-R - Senate Chief Clerk P114-R
Stage Code:* PCode:
| 3301 | p114R
Initial Entry Senate Chief Clerk
Header Expenditures Attachments

Name: P114-R - Senate Chief Clerk

Notes:

Save
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Budget Header — Attachments tab

The Attachments tab contains the documents attached to the form. There are pre-defined file types
that are acceptable for uploads. If a file you want to upload is not a valid file type, contact your BFM
Administrator to request additional file types to be added.

Instance ID Form Definition Definition Name Name Agency Decision Unit
2498 3100 4.3/ 12.0 Supplements & Line Items (3100) CSC Carryover Request 140 12.0%
Stage Code:* Agency: Decision Unit:
| 3101 140 12.0x
Stage 1 State Controller Line ltem
Header Detail Positions Request Narrative IT Narrative Attachments

8.13.3. Click the Attachments tab.

8.13.4. Click the Upload File(s) button

8.13.5. Click Browse For Files to open Folder Structure. If you get an Active X warning, please contact
your system administrator. You will not be able to upload a file until a change is made to your
Internet Explorer.

8.13.6. Select the file to attach. Currently Word, Excel, and PDF are supported file types.

8.13.7. Click Upload button. You will get a confirmation when your file uploads.

|
Budget Form Document Attachments

Browse for files, Select files up to 50mb in size, and click Upload...

[ No Files Selected | Browse For Files

Upload File(s)

View File(s)

8.13.8. Click on View Files to see attachments that are on this form.

Budget Form Document Attachments

[[»} File Name Description Modify Data

location: .././fileimptemp/Example-attachment-

Deleta
word.docx

Up\oad FHE(S) 70 Example-attachment-word.docx ver: (20210224T185654)

View File(s) \

8.14. Submit Budget Form

Submission allows users to move a form instance to a different stage. A user can have access to submit
a form instance to a stage even without the security rights to edit the form at the submission stage.
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Budget

Home - Budget Formulation - PCF - Links -
Base Budget - E4 (3300)

Quick Search:

‘ Enter search criteria here... Show Advanced Filters

Record Actions:
Form R . Form Last Last E 7
n Description Stage PCode: . Update User Submit Actions
4878 P114-R - Senate Chief Clerk 3301 PI14-R 19 2/24/2021  enduser
4944 P536-R - Museums and Historic Sites 3301 P536-R 1561 2/22/2021 enduser
4945 P537-R - Preservation 3301 PS3T-R 0 7/7/2020 ut Detail

8.14.1. Select your budget form definition.

8.14.2. For the instance you wish to submit, click the Submit button on the main budget form screen
or “List Page”.

8.14.3. On the Submit Budget Form screen, Select a Stage from the dropdown menu. Based on
individual security settings, this dropdown will display which stages you have access to submit
to. If you do not see a Stage Code, this means you do not have security to submit. Note:
depending on your security permissions, you may be able to submit a form to a prior stage,
that is send it back to the previous stage.

Submit Budget Form

Select a Stage:* \
3302 - Manager Review hd | Submit

Generate Email: Emails all users having access to the submitted stage and org

Add Workgroups ) | Clear
( groups) (Clear]

Workgroups: [

Emails:

8.14.4. Generate Email (Checkbox) — If this is checked upon submit, a notification will be generated to
the individual(s) who have stage and organization access at the submitted stage.

8.14.5. Workgroups — This can be used to select individual users to be notified that a budget form was
submitted to the selected stage. This option ignores stage and organization security. Click Add
Workgroups and use the list to select the users who should receive an email notification. Click
Add Emails for Selected Groups. The Workgroup and Emails will appear in the corresponding
fields on the Submit Budget Form screen.
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Select Workgroups to Email

Hold down Ctrl while selecting to select multiple items for addition.

| [Add Emails For Selected Groups]
Ui earch:

‘ Enter search criteria here...

Code &2 Name 2 Description &2 Users 8

alison.nichols Alison Nichols

andrew.miner Andrew Miner 1

8.14.6. Click Submit.

Once submitted, the budget request will no longer be visible on the Budget Forms List Page if the user
does not have security rights to edit at the new stage. If the form needs to be edited, contact the BFM
Administrator to request the form be reverted to the appropriate stage.

8.15. Reports

Data from the Base Budget E-4 3300 form can be viewed in the S-8 Financial Summary and S-9 Account
Code Summary. See Section 21 BFM Reporting for instructions on how to access reports.

9. Contracts E-5

The Contracts E-5 form will be used to submit appropriation requests for contractual services and
provide a detailed listing of contractual agreements by contract purpose.

Similar to the Base Budget E-4 forms, BFM has two Contracts E-5 forms available: Contracts by DeptID
form 3800 and Contracts by PCode form 4800. Agencies will select one form, either by DeptID 3800 or
by PCode 4800, for each PCode to complete and submit for appropriations request.

The following instructions show screenshots for the Contracts by Dept ID 3800 form, but these
instructions apply to both Contracts forms.

9.1. Create New Contracts Form

9.1.1. Navigate to the Contracts form by hovering over the Budget Formulation menu and select the
appropriate Contracts E-5 form from the dropdown menu.
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Budget

Homew - Performance Measures »

Program Marrative (2500)
Fund Balance Projection (2900) 5-10
E ; I | FTE Counts by PCode (2100)

1 FTE Counts by DeptlD (3100)
GOVERI
Base Budget by DeptlD (3300) E-4

State « Base Budget by PCode (4300) E-4

Contracts by DeptlD (3500) E-5

Contracts by Pcode (4800) E-5

Expansion Request (3200}

Rewvenue R1, R3, R4, R5 (3400)

9.1.2. Click Add New to begin a new form. Alternatively, click Detail for an existing form to edit and
proceed to step 9.1.5.

Contract - E5 (3800)

‘Quick Search:

Enter search criteria here... Show Advanced Filters

Form — Form Last Last = o

- Description Stage PCode: o — o Submit Actions

5175 Mussums and Wistoric Sites Contracts 3801 P336-2 5 2/27/2021 =nduser I |
Records per page: |50 3 - Recards: 1- Page: 1

9.1.3. Select Stage Code 3801 - Initial Entry from the dropdown. Enter the PCode and Name of the
Contract form. Click Save.

Create a new Budget Form - 3800

Close

Stage:* |3801 - Initial Entry -

Pcode: | PS36-R St |

Museums and Historic Sites

Name:* | Contracts Form|

Save ||| Cancel
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9.1.4. The budget form header will load. Click Contracts to load the Details screen.

Budget Form Header

Instance ID Form Definition Definition Name Name PCode
6466 3800 Contract - E5 (3800) Contracts Form P536-R
Stage Code:® PCode:
2201 | P33R
Initial Entry Museums and Historic Sites
Header I Contracts Attachments
Name: Contracts Form
Notes:

Save

9.1.5. The budget form will load.

Budget Form Lines

(Epor) (impor)

=] Form. PCode: Form Name Total Request

‘Add New)) (Copy )
Audit 2018-19 2018-20 2018-19 2019-20 2020-21 2020-21 2020-21 2020-21 2020-21
Row Trail Department Fund Account  Account Name  # Contract Account Account ‘Contract Contract GF OSF ISF/IAT Total
Purpose Actuals Request™  Requestt  Requestt  Request Justification®

~ P536 0 0 0 ] 0 0 0 0

n 6 1000 0 0 0 0 0

< ;k 0 o

a wo | aew 50 . 0 0 o

Y 'r 5 ' 0 0

] 1000 12000 0 0 o 0

~ 00 000 0 o 0 0

< 1000 18000 % o 0 0 o

. 1000 20m0 $0 0 0 0

N 1000 5 % . o 0 0

) 1000 1 ” . 0

~ 1000 19830 0 0 0

~ 00 0 %0 o 0

x 100 50 . 0 0 o

< 000 . o o

- Reconds: 1-50 !

The top table shows a read-only summary of form. The columns are described below.
1

Budget Form Lines

[Close] [Expor‘t] [Impor‘tj [Refresh]

ID Form PCode: Form Name Total Request

6175 3800 P536-R - Museums and Historic Sites Contract - E5 (3800) &0
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Description

ID

Read Only. Form Instance ID

Form Read Only. Form number
PCode Read Only. PCode and Program Name
Form Name Read Only. Form Name

Total Request

Read Only. Total request amount for form

The second table contains the budget request data. Some columns contain read-only data; this data is

either system data, imported from another source such as the financial system, or are calculated based
on other values in the form. Columns with an asterisk (*) are data entry columns, where users enter the
budget request data. The table below describes the columns for the Contracts E-5 form.

Audit 2018-19 2019-20 2018-19 2019-20 2020-21 2020-21 2020-21 2020-21 2020-21
Row Trail Department Fund Account  Account Name # Contract Account Account Contract ‘Contract GF OSF ISF/IAT FF Total
Purpose Actuals Budget Actuals* Budget* Request® Request* Roquest* Request® Request
~ 000 §6.2 0 0 0 [ 0
~ o 00
~ 1000 8000
~ o

Field (Column Name)

Records: 1 - 50 of 50 - Pages

Description

Row

Read Only. Number indicating row count.

Audit Trail Magnifying Glass button. Opens a window to display the audit trail records
for the selected row.
Department Read Only. Contains PCode Number.

Department Name

Read Only. This column is minimized, use double arrows to expand.

Fund

Read Only. Budget line for Fund

Fund Name Read Only. This column is minimized, use double arrows to expand.
Account Read Only. Budget line for Account

Account Name Read Only. Budget line for Account Name

# Read Only. Line item number for each new contract added.

Contract Purpose*

Data Entry Column. Enter description of contract purpose

20XX-XX Account
Actuals

Read Only. Budget line for previous year Account Actuals data from SHARE

20XX-XX Account
Budget

Read Only. Budget line for current year Account Budget data from SHARE

20XX-XX Contract
Actuals *

Data Entry Column. Enter previous year Contract Actuals data by contract

20XX-XX Contract
Budget*

Data Entry Column. Enter current year Contract Budget by contract
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20XX-XX GF Data Entry Column. Enter General Fund request by contract

Request*

20XX-XX OSF Data Entry Column. Enter Other State Funds request by contract
Request*

20XX-XX ISF/IAT Data Entry Column. Enter Internal Service Funds / Interagency Transfer
Request* request by contract

20XX-XX FF Request*

Data Entry Column. Enter Federal Funds request by contract

20XX-XX Total
Request

Read Only. Sum of data entry requests columns

Justification*

Entry Column. Enter text justification

Pencil (edit) Icon

Edit icon. When clicked, the Line Detail screen will display to allow budget
request entries. Double-clicking a row performs the same action.

9.1.6. Enter data into the budget form following the instructions from Section 8.4 Excel Export/Import or

Section 8.11 Add New Budget Entry.

To complete this budget form, enter a new line for each contract by clicking Add New. This can also be

accomplished through the Excel Export/Import spreadsheet.
- Enter the Department, Fund, and Account Numbers
- Enter a new line number in Contract #, for example 1001, 1002, 1003, etc.

- Enter the Justification

- Enter a description of the Contract Purpose

- Enter the previous fiscal year’s Contract Actuals amount by contract
- Enter the current Contract Budget amount by contract

- Enter the Budget request by funding source for each contract

Budget Form Entry - Add New Line

Page Actions:

Form 1D Form Definition

Contract #

Line 1001

Justification:

2018-19 Contract Actuals™: (13859

2019.20 Contract Budget™: | 2000

2020-21 GF Request™: (20000

9.1.7.Click Save. The new line item will appear in the list.

Contract Purpose: ([ o e

Account

Audit
Text:

Audit
Text:

Audit
Text:

BFM End User Training Guide

:

42



State of New Mexico Updated Aug 5, 2022

201819 2019.20 2018-19 2019.20 2020.21 2020-21 2020.21 2020-21 202021
Contract

Row [ 0°  Department Fund  Account AccountMame # Contract Account Account Contract GF osF ISF/IAT FF Total
Purpose Actuals Budgat Actuals® Budget'  Request’  Request’  Request®  Request®  Request Justification”

-

9.1.8. Once all contracts have been added to the form, submit Budget form following instructions from
8.14 Submit Budget Form.

9.2. Reports

9.2.1. Data from the Contracts E5 3800 form can be viewed in the S-8 Financial Summary and S-9
Account Code Summary. See Section 21 BFM Reporting for instructions on how to access
reports.

10. Expansion Request
Expansion requests are designed to expand the scope or scale of an agency’s service delivery system.
These requests are for recurring expenditures. If you are requesting new FTE for your agency, you will
utilize the Expansion Request form.

10.1. Create New Expansion Request
10.1.1. Navigate to the Expansion Request form by hovering over the Budget Formulation menu and
selecting Expansion Request (3200) from the dropdown menu.

Home « - Per

Program Narrative (2500)
Fund Balance Projection (2900) 5-10
S I I I FTE Counts by PCode (2100)

FTE Counts by DeptlD (3100)
GOVERNMEN

Base Budget by DeptlD (3300) E-4
State Of N Base Budget by PCode (4300) E-4

Contracts by DeptlD (3800) E-5

Contracts by Pcode (4800) E-5

; Revenue R1, R3, R4, RS (3400)
Posit

— Transfers Form R2 (2800) —

10.1.2. Click Add New to begin a new Expansion Request or select the form instance to edit and click
Header to open the budget form.
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Expansion Request (3200)

Quick Search:

‘ Enter search criteria here... Show Advanced Filters

orm T Form Last Last = z

D Description Stage PCode-R s Update User Submit Actions

5650 Test 3201 P536-R 12 2/25/2001 shane.rippentrc
5666 Test - NM 3201 P536-R 18 2/18/2021 ralph.vincent
Records per page: |50 | % - Records: 2 - Page: i

10.1.3. On the Create a new Budget Form 3200 screen, select Stage Code 3201 - Initial Entry from the
dropdown. Enter the PCode and Name of the Expansion Request. Click Save.

Create a new Budget Form - 3200

Close

Stage:™ | 3201 - Initial Entry v
.
Pode: [ p537.R \ka
Preservation

Name:* | Example Expansion Request

10.2. Header Tab

10.2.1. The new Expansion Request form will open to the Header tab. Complete the Header fields
including a Description and Rank. Check boxes next to Analyst Recommended, Include in Gov
Budget, and LFC Approved, if necessary. Click Save.

Budget Form Header
(Comment History] (Comment] (Submit] (Close]

Instance ID Form Definition Definition Name Name PCode
6192 3200 Expansion Request (3200) Example Expansion Request P537-R
Stage Code:* PCode
[ 3201 PS37-R
Initial Entry Preservation

Request Position Tab Explanation Analyst's Comments Attachments

Expansion Name: Example Expansion Request II

Enter description of Expansion Request here. Rank: 1

Analyst
Recommended: —

Brief Description: Include in Gov =
Budget: —

LFC Approved: D
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Notice the additional tabs on the Expansion Request form including Request which

10.3. Position Tab

The Position Tab appears on the Expansion Request budget form and can be used for different purposes.
On this tab, new positions can be requested, existing positions can be reclassed, and Group/Temp
positions can be requested.

10.3.1. Navigate from the Header tab; locate the Position Tab and click to open.

Budget Form Header
[ Comment History | [Comment] [Submitj [Close]

Instance ID Form Definition Definition Name Name PCode
5191 3200 Expansion Request (3200) Example Expansion Request P536-R
Stage Code:* PCode
3201 P536-R
Initial Entry Museums and Historic Sites
Header Request Position Tab Explanation Analyst's Comments Attachments

10.4. Position Tab Overview

Form Positions +
Page Actions:
[New Position] [Emp\oyee Changes] [Calcu\ate] [Refresh] [Conﬁguration)

Enter search criteria here...

Position Code Home Orgn Job Class Employee Code Name Count FTE Approval Salary Benefits Total Actions

— e R e - : 3
7660 | 71137 Form Position 1 1.00 True $51,948.00 $19,244.00 §71,192.00

NEWP-364710 o1 71136 Form Position 1 1.00 True $46,405.00 $17.731.00

NEWP-451286 01

NEWP-862730

o1

Calculate +— If no changes or additional allocations are needed, click the calculate button to calculate
the salary and benefit amounts. The totals will feed over to the Details (Request) tab. Note: Calculating
can take 45 seconds or longer. If you select “Calculate” again, the system restarts the calculation from
the beginning, so only select “Calculate” once.
Data Fields/columns on the Position Tab Summary Overview Screen:

1. Position Code — A unique number generated by the system for each position request.

2. Home Orgn — The Home Organization or Department of the requested position.

3. Job Class — The job class and title selected in the initial request set-up.

4. Employee Code — Employee is the system generated number for the position request. Z in the
number signifies a vacant position.
Name — Name of the Position, if it is a new position, Form Position will appear.
Count — Number of positions requested for this FTE.

o wu

BFM End User Training Guide 45



State of New Mexico Updated Aug 5, 2022

9.

10.
11.

FTE - Full Time Equivalent refers to the specific job class or position that is being requested, 1.0
is full-time, .5 is part-time.

Approval — True will appear in this field if the position has been approved and the salary,
benefits and totals columns will reflect what has been requested. Once unapproved the field
will reflect False and the salary, benefits and totals will appear as zero.

Salary — The salary requested for the position.

Benefits — These are the calculated benefits for the position requested.

Total — Total cost of the position(s) requested.

Record Action Buttons (light yellow buttons)

1.

Close — Will close the screen and go back to a screen where all the tabs will appear to make the
next selection.

New Position — This will start the process of requesting a new position and all the appropriate
codes.

Calculate — When initially entering a position or changing some data in an existing position
request, calculate will update the numbers in the request. This may take a few seconds to
provide the update. Pressing the “Calculate” button will calculate the salary and benefit
amounts and push them over to the detail tab.

Note: Calculating can take 45 seconds or longer. If you select “Calculate” again, the system restarts
the calculation from the beginning, so only select “Calculate” once.

4.

Status — Shows the history of the Projection calculation, including the status, date, and runtime
of each time the Calculate button is clicked by any user.

Refresh — As with other screens, this will refresh any data changes to the position request.

Edit — This provides a method to update the position request. More information below.
Unapprove — This provides the option to unapprove a position request. When the “Unapprove”
button is visible on the position line item, this indicates the position has been approved and the
salary and benefit amounts will show on this screen. Selecting this button will unapprove the
position and a box will come up to ensure the action to un-approve the position is desired.
Once selected, the button will change to Approve and the salary and benefits will go to zero.
Approve — When the approved button is visible, there will be no costs for the position
populated. This indicates the position request has NOT been approved. Costs will only show if
the position has been approved.

Note: A position can be approved or unapproved at any time. If not approved, the dollars will not
transfer over to the Detail Tab.

9.

Results — Opens the Projected Employee Results screen, which provides the complete
breakdown of benefit costs and salary for the line item position request. The Results screen
shown below will only display for “approved” positions.

Note: The Total reflected on the Projected Employee Results screen, highlighted with a red box below,

will feed to the PCF Total in the Detail (Request) Tab. To review the detail of the position request, return
to the Position Tab for a breakdown.
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Projected

Record Actions:

Employee Results

2021 Mi Medicare $673.00
2021 NMB-ADMINA Administrative Fee Empl +A $12.00
2021 NMB-BASICP Basic Life/AD&D 75K Empl $82.00
2021 NMB-DELTA1 Delta Dental After Tax Empl $280.00
2021 NMB-LOVEAT BCBS After-Tax (HMO) Empl $4.649.00
2021 NMB-VISNA1 EyeMed After Tax Empl $52.00
2021 OASDI Social Security $2,877.00
2021 RETHC PERA Retiree Health Care $928.00
2021 SPLAN3 State Plan 3 $8.000.00
2021 XTRA1 Exempt Perm Positions P/T $178.00
2021 Total Benefits $17.731.00
2021 Total Saﬁr\f $46.405.00
2021 Total $64,136.00
Records per page: | 100 1] -~ Records: 13 - Page: | 14 1

10.5. New Position Wizard

On the Position Tab click New Positions to open the New Position Wizard.

Form Positions

Page Actio

NS,

[Closej

[ New Position]

[ Employee Changes]

| Enter search criteria here...

Follow each step to completion. If you click Cancel or Back in many cases the position will be cleared

out and you will have to start over.
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New Position Wizard

Position Tab
Step

Description

Step 1
e Select the Job Class
o Click Advance to Finish

T
Position Wizard - Add a New Position

Close

Step1of 7

% f
Job Class: |AOC90‘IDJB |

Administrative Assistant 1

Advance to Finish || Cancel
{

Step 2

e Ensure all fields designated
with an asterisk (*) are
completed.

o |f Salary Override is
checked, then the amount
in the Override Salary field
will be used in the PCF
calculations.

o If requesting multiple
positions for the same job
class, change the
Authorized Count to a
different integer value,
such as 5

o Enter desired Authorized
FTE to the position being
request. An FTE from 0 to
1 can be entered.

o Filled FTE for a new
position will be 0

Combined Wizard Steps 2 - 7
Position Code:® Job Class:*

NEWP-226969 AOC3010JB
Administrative Assistant 1

Position Name:* ( Administrative Assistant 1 DeptiD-"  “poag S |
Pasition Status:* | R - Regular - Museums and Historic Sites
. Fund: (735500 Vo
Salary Object:* | 520100 - Exempt Perm Positi v
DCA Museum Collections Fund
Account: (Tooing |
Exempt Perm Positions PIT&FIT
Step=” (75 Nkl Justification:
Mid-point

Salary Override:* [
Override Salary* 50,00

Authorized
Count:*

Authorized FTE* (100

Filled FTE* (0,00

o Note — The Lookup Salary
Table button displays the
salary amount of the chosen
Step.

[ Lookup Salary Tablej
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Position Tab New Position Wizard

Salary Table Amounts

Close

AOC FF 2

07/01/2020 12/31/2100 $36,462.40

Records per page: |25 &l - Records: 1- Page: |46 || << | 1 | % | 2

Salary by Start Date

36816.16 -

34816.16-

32816.16-

Step 4
o Click Finish and the CrR I e s hoy
position is created and Position Code:* Job Class:*
. { NEWP-226969 ' [ ADC9010/B
appears on the Position Administrative Assistant 1

Tab of the form. Or click T

Cancel to delete the ,
Position Name:*  ( Administrative Assistant 1 DeptiD:* o3z ) . H

position request. PR Museums and Historic Sites
Fund: - ("55600 IR
Salary Object:* | 520100 - Exempt Perm Positi v
DCA Museum Collections Fund
-

Account: (7550100 R * |
Exempt Perm Positions PITSF/T

VacantOptions

Stept (3 a R * | Justification:

Mid-point

Lookup Salary Table

Salary Override:* [

Override Salary:* $0.00

Authorized
Count:*

Authorized FTE* (100

Filled FTE* (0,00
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10.6. Employee Changes

The Position Tab may also contain an Employee Changes Button. This button is used to add and make
changes to existing employee. Potential changes may include but are not limited to funding allocations,
salary and benefit modifications, FTP adjustments, position reclasses.

Form Positions
Page Actions:
[Close] [New Position] [Employee Changes]

‘ Enter search criteria here...

0 U diJ DI0 2 d : -
Step Description
Step 1 Employee Maintenance
e Select an Employee from o e
the ||St The ||St Of Enter search criteria here.
empIOVees is filtered Position PN‘:":"" g‘:s Employee Name Union ;°g""1° :_'["E""”’“ Z'::"::”“ Status Actions
based on the Agency on 00004415 A/OIl CLSSX500( CN 40010000 | 1.000000 1 Original
the form header. 00004436 EXEC SEC& ADM ASST-A CLSSR6011 cC 44010050 | 1.000000 1 Original
00004437 BUS OPS SPEC-A CLSSC119¢ NN 40020000 | 1.000000 1 Original
00004439 CONSTRUCTION - PROJEC  CLSSX3011 NN 40030000 | 1.000000 1 Original
00004440 PUB RELATION SPEC-A CLSSJ3031 Y 40020000 | 1.000000 1 Original
00004442 MUSEUM TECH &CONSV-  CLSSI40131 Y 44030050 | 1.000000 1 Original
00004446 A/oll CLSSX500( CN 43010000 | 1.000000 1 Original
00004448 ART DIRECTOR-B CLSsJ1011 NN 40010000 | 1.000000 1 Original
00004449 CUST SRV REP-A CLSSR4051 Y 42010000 | 1.000000 1 Original
00004450 CUST SRV REP-B CLSSR4051 Y 43060000 | 1.000000 1 Original
00004453 ACCTNT & AUDITCR-O CLSSC2017 (a7 42010000 | 1.000000 1 Original
00004455 OFFICE CLRK CLSSR9061 NN 40010000 | 1.000000 1 Original
00004457 CUST SRV REP-B ‘CLSSR4051 Y 44020100 | 1.000000 1 Qriginal
00004458 SECURITY GUARD-O CLSSM902 Y 46050000 | 1.000000 1 Qriginal
00004459 CUSTOMER SERVICE REP ¢ | CLSSR4051 NN 44020100 | 1.000000 1 Original
Records per page: |50 L) - Records: 371 - Page: |16 | ¢ 1 |a] b
Step 2
o After an employee is Employee Code:™ Last Name: First Name: MI:
selected, a new popup
. . Form ID:
appears which contains 5191
the Employees data
e On the Employee Tab, the Employee Salary Other
Job Class, Default Home Job Class™® 7 55x30000 . 8 Position:* (00004415
Org, Employee Status, Aol Aol
Position, Bargaining Unit, _Home - 74601000000-50500 (%] Bargaining Unit ( CN
. Organization: Museum Resources Administratio
and Active and Vacant )
Employee Active:
R-R v
checkboxes can be Status:* 0
e Vacant: [
modified.
Justification:
e On the Salary Tab,
Employee FTE, Salary
Percentage, Benefit
Percentage and Employee
Count can be modified.
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U U J D10 2E a : -
Step Description
o If the Salary Override box is Employes Salary Other
checked, then the Salary Table: CL55 Salary Override: [
Override Salary amount e C;Zs Override Salary: (§8958906
will be used in the PCF Grado 35 Il - — -
Calculations. If not, then = Mip“— = Employee FTE. (TH0000——
the salary amount on the eree 22 (73500000
salary table will be used. Step Incresse (e O —
o After completing the RIS
changes click Add to Form frpioses Count:
Employee Code:* Last Name: First Name: MI:
Form ID:
6191
Employee Salary Other
Step 3
: .
¢ Clk Close on the Employee Maintenance
Employee Maintenance u
Screen and you will be
redirected to the Position
Tab Quick Search:
Enter search criteria here...
Step 4 = e 1 —T = |
* The Position Tab will = e —
refresh will contain two —- e
positions. The negative
position is a reversing
entry to back out the
existing position. The
positive or form position
contains the new position
along with any
adjustments made on the
Salary and Employee tab.
Step 5 .
e In order to view the Form Positions
results, click the Calculate Page Actions:
button. The results may take [Close] [New Position] [Employee Changes] [Calculate] [Status] [Refresh]

up a minute to be displayed
and the Refresh button can
be used to check if the
results are ready.

e Only click the Calculate
button once. Clicking
Calculate multiple times may
delay the process and the
results.
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Position Tab Employee Changes

Step Description
Step 6 Count FTP  Approval Salary Benefits Total Actions
. o
When the projection is -1 -1.00 | True (§72.425.60) (540,504.33) ($112.929.93)
completed, the results will 1w e sroiom|  smamar|  ssozams

be displayed in the Position
Tab grid.

o Unapprove — There is no
Delete button, so this is used
to cancel a change made to a
position

o Results — This button will
display a breakdown of the
PCF results by Salary
amount, benefit type, and
benefit amount.

o Edit — This button directs
the user to the Salary and
Employee tabs where
additional changes can be
made.

10.7. Detail or Request Tab

The Detail Tab, also labeled Request, shows the detailed costs of the Expansion Request.

Budget Form Lines

(Bxport) (import)

D Form PCode-R Form Name GF Sources OSFSources  ISF/IAT Sources FF Sources Total Expenses  Total Revenue Net
56! 200 P681-R - State Racing Commission xpansion Request (3200) $477,50¢ $ $223.000 $20.40 $363.500 400 $10K
Quick Search:
[ Enter search riteria here...
Actions:
(Add New ) (Copy ) (Screen Configuration ) (Action Configuration ) (Val G )
fow AN et fund T T e w
Ttet Sources”  Sources  Sources®  Sources® Cormmonts/Noter
~ 19200 0 0 192,200 o
3 ~ 200 1,900 ¢ 0 C 1,90
4 ~ 9200 100 i 5 0 0 400 0400
5 ~ 0100000C 46900 200 Personal vices & 521200 Retirement Contributions 923 ) 0 00 0 5.800
6 ~ 0100000000-46900 19200 Personal Services & 521300 FICA 7.524 14,400 0 0 0 14,400
7 ~ 0100000000-46300 19, 540000 0 0.000 0 0 0

Records per page: (50 |4 Records: 1- 7 of 7 - Pages

The top table shows a read-only summary of the Expansion Request. The columns are described below.

Field (Column Name)

Description

ID

Read Only. Form Instance ID

Form Read Only. Form number
PCode Read Only. PCode and Program Name
Form Name Read Only. Form Name
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Field (Column Name) | Description

GF Sources Read Only. Total Request of General Fund

OSF Sources Read Only. Total Request of Other State Funds

ISF/IAT Sources Read Only. Total Request of Internal Services Fund or Inter Agency Transfers
FF Sources Read Only. Total Request of Federal Funding

Total Expenses Read Only. Total Expenses entered in request form

Total Revenue Read Only. Total Revenues entered in request form

Net

Read Only.
Must equal

Difference between Total Expenses and Total Revenue columns.
zero.

The second table contains the Expansion Request budget data. Some columns contain read-only data;
this data is either system data, imported from another source such as the financial system, or are
calculated based on other values in the form. Columns with an asterisk (*) are data entry columns,
where users enter the budget request data. The table below describes the columns for the Expansion

Request 3200 Form.

Audit

2020-2021 2020-21 2020-21 2020-21 2020-21 2020-21

Row Trail Department Fund Account Type Account Account Name pm;c;i,,,. sw‘i:s . s‘:'s‘;‘ ;::2‘:* so:,:s* n:::.:lg Comments / Notes™
1 ~ 0100000000-46500 19200 Other Revenues 425902 Other Services 0 171,200 0 0 0 171,200

2 ~ 0100000000-46900 19200 Other Revenues 433902 Other 0 0 0 192,200 0 192,200

3 ~ 0100000000-46900 19200 Personal Services & 520100 Exempt Perm Positions | 98,731 191,900 0 0 0 191,900

a4 ~ 0100000000-46900 19200 Personal Services & 521100 Group Insurance Premit 10,148 0 0 0 20,400 20,400

5 N 0100000000-46900 19200 Personal Services & 521200 Retirement Contributior 18,923 0| 0 36,800 0 36,800

6 ~ 0100000000-46500 19200 Personal Services & 521300 FICA 7.524 14,400 0 0 0 14,400

7 ~ 0100000000-46500 19200 Other 540000 Other Expenses 0 100,000 0 0 0 100,000

Field (Column Name) | Description

Row Read Only. Number indicating row count.

Audit Trail Magnifying Glass button. Opens a window to display the audit trail records
for the selected row.

Department Read Only. Contains PCode Number.

Department Name Read Only. This column is minimized, use double arrows to expand to see.

Fund

Read Only.

Budget line for Fund

Fund Name Read Only. This column is minimized, use double arrows to expand to see.
Cat Read Only. Budget line for Category code

Account Read Only. Budget line for Account

Account Name Read Only. Budget line for Account Name

20XX-XX PCF Read Only. Budget line for requests made on Position Tab

Projection

20XX-XX GF Sources* | Data Entry Column. Enter General Fund request

20XX-XX OSF Data Entry Column. Enter Other State Funds request

Sources*

20XX-XX ISF/IAT Data Entry Column. Enter Internal Service Funds / Interagency Transfer
Sources* request

20XX-XX FF Sources*

Data Entry Column. Enter Federal Funds request
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Description

20XX-XX Total
Request

Read Only. Sum of data entry requests columns.

Comments/Notes* Entry Column. Enter text justification

Pencil (edit) Icon Edit icon. When clicked, the Line Detail screen will display to allow

request entries. Double-clicking a row performs the same action.

budget

10.7.1. Enter data into the Expansion Request form following the instructions from Section

Export/Import or Section 8.11 Add New Budget Entry.

8.4 Excel

Note: PCF Projections will be calculated to the dollar, but the system will apply natural rounding to the

nearest hundred dollars for budget requests.

2020-2021 2020-21 2020-21 2020-21 2020-21 2020-21
Department Fund A t Type A A t Name PCF GF OSF ISF/IAT FF Total
S— < < -
0100000000-46900 19200 Other Revenues 425902 Other Services 0 171,200 0 0 0 171,200
0100000000-46900 19200 Other Revenues 433902 Other 0 0 0 192,200 0 192,200
0100000000-46900 19200 Personal Services &| 520100 Exempt Perm Positions | 98,731 / 191.900 ] 0 0 191,900
0100000000-46900 19200 Personal Services & 521100 Group Insurance Premit 10,148 0 0 0 20,400 20,400
0100000000-46900 19200 Personal Services & 521200 Retirement Contributior 18,923 0 ] 36,800 0 36,800
0100000000-46900 15200 Personal Services & 521300 FICA 7.524 14,400 ] 0 0 14,400
0100000000-46900 19200 Other 540000 Other Expenses 0 100,000 0 0 0 100,000
Request must include expenses and revenues which must balance. The top table will show the Total
Expenses and Total Revenues as the form is updated. The Net column will display the difference
between the Total Expenses and Total Revenues and should equal zero.
Budget Form Lines
1D Form PCode-R Form Name GF Sources OSF Sources ISF/IAT Sources FF Sources Total Expenses Total Revenue Net
5653 3200 P681-R - State Racing Commission Expansion Request (3200) $477.600 $0 $229,000 $20,400 $363,500 $363.500 30
Quick Search:
[ Enter search criteria here. ]
Actions:
[Add Newj [Screen Conﬂguration] (Action Conﬂgurationj [Validation Configuration]
Row  Audit Fong AccountType  Account Accounth P TE Y e w
» rtment une ount ount ount Name otal
Trail o e Projection Sources* Sources* Sources* Sources* Request Comments / Notes™
1 -~ 0100000000-46900 19200 Other Revenues 425902 Other Services 0| 171,300 0 0 0 171,300
2 ~ 0100000000-46900 19200 Other Revenues 433902 Other 0 0 0 192,200 0 192,200
3 ~ 0100000000-46900 19200 Personal Services & 520100 Exempt Perm Positions P/T&LF/ 98,731 191,900 0 0 0 191,900
4 ~ 0100000000-46900 19200 Personal Services & 521100 Group Insurance Premium 10,148 0 0 0 20,400 20,400
5 ~ 0100000000-46500 15200 Personal Services & 521200 Retirement Contributions 18,923 0| 0 36.800 0 36,800
6 ~ 0100000000-46900 19200 Personal Services & 521300 FICA 7,524 14,400 0 0 0 14,400
7 ~ 0100000000-46900 19200 Other 540000 Other Expenses 0| 100,000 0 0 0 100,000
10.8. Explanation Tab
The Explanation Tab consists of fields to provide detailed narrative on the budget form.
10.8.1. Navigate to the Header tab, then locate and click Explanation to open.
10.8.2. Enter justification text in the appropriate fields. Click Save to update the form.
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Header

Problem being
addressed:

Performance
Improvements:

Consequences of
not funding:

Assumptions and
Methodology:

Performance
Measure

Position Tab _ Analyst's Comments Attachments

Requested expansion FTE and services are necessary to address the &
deinstrtuticnalization of NM's children and youth through the use of
trauma-responsive social and emaotional therapies and supports and
suppeorting community-based service development. Expansion

effarts are necessary to meet the community behavioral health -

FTE expansion will support the development of behavioral health -
quality improvement supports, tracking and analysis of outcomes
further supports CYFD BHS' ability to ensure high quality

programming that is effective and positively impacts the behavioral
needs of children, youth and their families. Specifically, BHS wall -

MNew Mexico's children’s behavioral health system will continue to -
experience disruptions and gaps in the service continuum. Children

and youth experiencing complex trauma, multi-system involvement,
and high behavicral health needs will experience placement
disruptions, placement in higher levels of care to include in-state and w

Requested increases are based upon projected numbers served by &
each program initiative. CYFD BHS received guarterly reports from

each of the three Managed Care Crganizations (MCOs) on the

number of New Mexico children and youth in cut-of-home

behavioral health placements. CYFD EHS analyzes these reports and -

The following Performance Measure has been proposed to the LFC for
SFY21: "Percent of youth receiving services who are able to be
maintained in the least restrictive setting”

10.9. Analyst Comments Tab

The form includes an Analyst Comments Tab for Budget Analysts to make remarks on the Expansion

Request.

10.9.1. Navigate to the Header tab, then locate and click Analyst Comments to open.
10.9.2. Enter text into the field, as needed, and click Save to update the form.

Header

Analyst
Comments:

Request Position Tab Explanation _ Attachments

-

description 7

Save

10.10. Attachments Tab
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Attachments can be added to the form following the instructions outlined in Section 8.13 Attachments
Tab.

10.11.Submit Expansion Request

Once the Expansion Request form is complete. Submit the form following the instructions in Section
8.14 Submit Budget Form.

10.12.Report

10.12.1. Data from the Expansion Request 3200 form can be viewed in the Expansion Request EB-1, EB-
2, EB-3 Reports. See Section 21 BFM Reporting for instructions on how to access reports.

11. Revenue R-1, R-3, R-4, R-5

The legacy Revenue forms R-1, R-3, R-4, and R-5 are combined into a single Revenue Form 3400 in BFM.

11.1.1. Navigate to the Revenue form by hovering over the Budget Formulation menu and clicking
Revenue R1, R3, R4, R5 (3400).

Home ~ - Perfo

Program Narrative (2500)
Fund Balance Projection (2900) 5-10
A
S H E FTE Counts by PCode (2100)

FTE Counts by DeptlD (3100)
GOVERNMEN

Base Budget by DeptID (3300) E-4
State Of N' Base Budget by PCode (4300) E-4
Contracts by DeptlID (3800) E-5
Contracts by Pcode (4800) E-5

Expansion Request (3200)

Revenue R1, R3, R4, R5 (3400) I

Transfers Form R2 (2800)

MV Wo rk Crnarial Connlamantal & Naficrianciac M20OAM

11.1.2. Select an available form from the main Revenue form screen or "List Page." This page will
return a form for each agency or program based on your security. If there are no agencies or
programs assigned for your security role, this list will be blank. If you believe there is an error
in the list of agencies or programs available in your list, then contact the BFM Administrator to
update your security role.

11.1.3. To edit the form, click Detail. The Header tab contains some general information about the
form, but data will be entered on the Detail screen.
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Revenue R1, R3, R4, R5 (3400)

Quick Search:

| Enter search criteria here...

Show Advanced Filters

Record Actions:
;l;rrn Description Stage Agency m Il_li)sdta te bzitr Submit Actions
5253 11400 - Senate Chief Clerk 3401 11400 a 9/21/2020 ul Submit Header I I
5335 50500 - Cultural Affairs Department 3401 50500 51 2/15/2021 chuck.hulem@s Submit Header Detail
Records per page: |50 | ¥ - Records: 2 - Page: 1
The Revenue form will load.
Budget Form Lines
[Close] [Export] [Impoﬁ] [Refresh]
D Form Agency Form Name Total Revenue
5335 3400 50500 - Cultural Affairs Department Revenue R1, R3, R4, RS (3401 $41,156,300
Quick Search:
' Enter search criteria here... ]
Actions:
Audit 2019-20 2020-21
Trail PCode Fund Revenue Type Account Account Name 2018-189 Adopted Base Budget
Actuals Budget Requests™ Justification™
20 ~ P536 19300 General Fund Transfers | 499105 General Fd. Appropriation 20,572,200 $21,858,700 21,858,700 | flat budget -
40 ~ P537 19300 General Fund Transfers | 499105 General Fd. Appropriation 1,402,600 $707.300 707.400
60 ~ P761 19300 General Fund Transfers | 499105 General Fd. Appropriation 1,321,900 $1,332,300 1,332,300 | flat budget
55 \ P540 19300 General Fund Transfers | 499105 | General Fd. Appropriation 3,370,500 $4,122,000 4,000,000 ;‘uegsotﬁ Lej:;;p“’g ram
50 ~ P539 19300 General Fund Transfers | 499105 General Fd. Appropriation 3,073,200 $3,642,600 3,700,000 | increase for more library grants
17 ~ P536 19300 Federal Revenues 451904 Federal Direct - Capital 82,571 $0 0
39 ~ P537 19300 Federal Revenues 451504 Federal Direct - Capital 122,922 $0 ]
44 ~ P539 19300 QOther Revenues 422902 Other Fees 100 30 0
33 ~ P537 19300 Other Revenues 422902 Other Fees 190,127 $341,900 341,900
42 ~ P537 53000 Other Revenues 422902 Other Fees 208,613 30 0
2 ~ P536 19300 QOther Revenues 422902 Other Fees 49,856 564,000 64,000 | test
45 ~ P539 19300 Other Revenues 424302 Printing & Reproduction 736 $0 0
3 - P336 19300 Other Revenues 424302 Printing & Reproduction 31.833 $28.800 28,800 | 2nd test
4 ~ P536 19300 Other Revenues 424502 Use Of Property 0 $0 o
34 ~ P537 19300 Other Revenues 424502 Other Intra State Services 17,068 $11.500 11,500 e
Records per page: |50 ¥ - Records: 1-500f 61 - Pages: 14¢ | < 1 |%]|»)

The top table shows a read-only summary of the budget revenue request. The columns are described

below.
|

Budget Form Lines

[Close] [Export] [Impor‘t] [Refresh]

ID

5335

Form Agency

3400
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Field (Column Name) | Description

ID Read Only. Form Instance ID

Form Read Only. Form number

Agency Read Only. Agency Code and Name

Form Name Read Only. Form Name

Total Revenue Read Only. Total revenue entered into form

The second table contains the budget revenue data. Some columns contain read-only data; this data is
either system data, imported from another source such as the financial system, or are calculated based
on other values in the form. Columns with an asterisk (*) are data entry columns, where users enter the
budget request data. The table below describes the columns for the Revenue R1, R3, R4, R5 3400 Form.

Row :_"‘;‘i’l“ PCode Fund Revenue Type Account  Account Name 2018-19 i:li:: Bazs:Z:a;:;et
Actuals Budget Requests* Justification*
20 N P536 19300 General Fund Transfers | 499105 | General Fd. Appropriation 20572,200 | $21,858,700 21,858,700 | flat budget
40 Y p537 19300 General Fund Transfers | 499105 | General Fd. Appropriation 1,402,600 $707,300 707,400
60 . et 19300 | | General Fund Transfers | 499105 | General . Appropristion | 1321900 | $1332300 132,300 | flat budget
55 | esao 19900 | | Genera Fund Tramsfers | 499105 | GeneralFd. Appropriatin. 3370500 | 54122000 4000000 | 7250 0 redce program
50 | s 19300 | | General Fund Trancfers | 499105 | General Fd Appropriation 3073200 | S3602600 | 3700000 | increace for more fbrary grants
Field (Column Name) | Description
Row Read Only. Number indicating row count.
Audit Trail Magnifying Glass button. Opens a window to display the audit trail records
for the selected row.
PCode Read Only. Contains PCode Number.
PCode Name Read Only. This column is minimized, use double arrows to expand to see.
Fund Read Only. Budget line for Fund
Fund Name Read Only. This column is minimized, use double arrows to expand to see.
Revenue Type Read Only. Budget line for Revenue Type, will populate based on Account
Account Read Only. Budget line for Account
Account Name Read Only. Budget line for Account Name
20XX-XX Actuals Read Only. Budget line for previous year Actuals data from SHARE
20XX-XX Adopted Read Only. Budget line for current year Adopted Budget data from SHARE
Budget
20XX-XX Base Budget | Data Entry Column. Enter base budget revenue request
Requests *
Justification* Entry Column. Enter text justification
Pencil (edit) Icon Edit icon. When clicked, the Line Detail screen will display to allow budget
request entries. Double-clicking a row performs the same action.

11.1.4. Edit an existing budget line or click Add New. This can also be accomplished through the Excel
Export/Import spreadsheet. Detailed instructions are found in Section 8.4 Excel Export/Import
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and Section 8.11 Add New Budget Entry.

- Enter the PCode; click the Magnifying Glass to select from a filtered list of PCodes based on your
security

- Enter the Fund code; click the Magnifying Glass to see a list of all funds

- Enter the Account number; click the Magnifying Glass to select from a list filtered to Revenue
and Equity accounts. The Revenue Type column will be automatically populated in the form
based on the selected Account

- Enter the Justification

- Enter the Base Budget Request

Budget Form Entry - Add New Line

Page Actions:
Form ID Form Definition
5335 3400
PCode Fund Account Cancel
p537 bl | 00000 bad 422902 ad
Preservation Not Used Other Fees
Justification: X X
example new revenue request
2020-21 Base Budget Requests*: 15000 Audit

Text:
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Click Save. The new revenue request will appear in the form.

Budget Form Lines

[Export] [Import) (Refresh)

D Form Agency Form Name Total Revenue
5335 3400 50500 - Cultural Affairs Department Revenue R1, R3, R4, RS (3401 $41,171.300
Quick Search:
f Enter search criteria here... 1
Actions:
Add New
Audit 2019-20 2020-21
Trail PCode ! Fund Revenue Type Account Account Name 2018-19 Adopted Base Budget
Actuals Budget
20 ~ P536 19300 General Fund Transfers | 499105 General Fd. Appropriation 20,572,200 $21,858,700 21,858,700 | flat budget
56 N P540 19300 General Fund Transfers | 499105  General Fd. Appropriation 3.370,500 54,122,000 4,000,000 | Need to reduce program
support budget
51 ~ P539 19300 General Fund Transfers | 499105 General Fd. Appropriation 3.073,200 $3,642,600 3.700.000 | increase for more library grants
11 ~ P37 19300 General Fund Transfers | 499105 General Fd. Appropriation 1,402,600 $707.300 707,400
61 ~ P761 19300 General Fund Transfers | 499105 General Fd. Appropriation 1,321,900 §1,332,300 1,332,300 | flat budget
17 ~ P536 19300 Federal Revenues 451904 Federal Direct - Capital 82,571 50 0
40 ~ P537 19300 Federal Revenues 451804 Federal Direct - Capital 122,922 30 0
43 - P537 53000 Other Revenues 422902 Other Fees 208,613 30 0
e —
| 33 ~ P537 00000 QOther Revenues 4223802 Other Fees 0 $0 15.000 | example new revenue request J
—
45 ~ P339 19300 Other Revenues 422902 Other Fees 100 30 0

11.1.5. Once all revenue requests have been added to the form, submit the Revenue form following
instructions from 8.14 Submit Budget Form.

11.2. Report

11.2.1. Data from the Revenue R-1, R-3, R-4, R-5 2800 form can be viewed in the S-8 Financial
Summary and S-9 Account Code Summary. See Section 21 BFM Reporting for instructions on
how to access reports.

12. Transfers R-2

Non-General Fund transfers are entered into the Transfers Form R-2, numbered 3400 in BFM>

12.1.1. Navigate to the Revenue form by hovering over the Budget Formulation menu and clicking
Transfers Form R2 (3400).

Home - - Pert

Program Narrative (2500)
Fund Balance Projection (2900) 5-10

GOVERNMEN
Base Budget by DeptlD (3300) E-4

State of Ni Base Budget by PCode (4300) E-4
Contracts by DeptID (3800) E-5
Contracts by Pcode (4800) E-5
Expansion Request (3200)
. Revenue R1, R3, R4, R5 (3400)
Posi
—

My wor Special, Supplemental & Deficiencies (3500)

Work Item Vacancy Saving Application (3700)
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12.2. Add New Transfers Form

12.2.1. Click Add New on the Transfers main screen, or “List Page”.

Transfers - R2 (2800)
Quick Search:
| Enter search criteria here... Show Advanced Filters
Add New
g — Form Last Last = .
D Description Stage Agency e Update User Submit Actions
6176 Cultural Affairs Dept 2801 50500 0 2/14/2021 enduser
Records per page: |50 | ¥ - Records: 1 - Page: i

12.2.2. Select Stage 2801 — Initial Entry. Enter Agency code or use the Magnifying Glass to select from
a filtered list based on user security. Enter Name for the proposed Transfer.
12.2.3. Click Save.

Create a new Budget Form - 2800

Close

Stage:* | 2801 - Initial Entry v

Agency: [ 55500 \ kd

Cultural Affairs Department

Name:* | Example Transfers Form

Cancel

12.2.4. The Transfers form Header tab will open. Click the Transfers tab to navigate to the Details or
data entry tab.
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Budget Form Header
[CommentHistory] (Comment] (Submit]

Instance ID Form Definition Definition Name Name Agency:
6193 2800 Transfers - R2 (2800) Example Transfers Form 50500
Stage Code:* Agency:
2801 50500
Initial Entry Cultural Affairs Department
Header Transfers Attachments
Name: Example Transfers Form
Notes:
Save

12.2.5. The Transfers form will load. The form will be blank for a new form.

Budget Form Lines

ID  Form Agency Form Name Total Actual Total Adopted  Total Proposed

6193 2800 50500 - Cultural Affairs Department Transfers - R2 (2800)
Quick Search:
((Enter search criteria here. =)
Actions:

Add New

At 2018-19 2019-20 2020-21
Row S Providing Dept Providing Fund Providing Account  Providing Account N3 Receiving Dapt  Receiving Fund ~Receiving Acco Recelving Account i Actual  Adopted Budget  Proposed
Transfers® Transfer*  Budget Transfer' Justification®

Records perpage: (S0 |/ - Records: 0-0of 0 - Pages: | 166 | «¢ | 1| » | >

The top table shows a read-only summary of the proposed Transfers. The screenshot below shows an
example form that is populated. The columns are described below.

D Form Agency Form Name Total Actual Total Adopted Total Proposed

5381 2800 21600 - Supreme Court Transfers - R2 (2800) $500,000 $600,000 $1,700,000

Field (Column Name) | Description

ID Read Only. Form Instance ID

Form Read Only. Form number

Agency Read Only. Agency Code and Name

Form Name Read Only. Form Name

Total Actual Read Only. Total Actual Transfers for previous fiscal year entered on form

Total Adopted Read Only. Total Adopted Budget Transfers for current fiscal year entered on
form

Total Proposed Read Only. Total Proposed Transfers entered on form
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The second table contains the proposed transfer budget data. Again, the example screenshot below
shows a form populated with data. Some columns contain read-only data; this data is either system
data, imported from another source such as the financial system, or are calculated based on other
values in the form. Columns with an asterisk (*) are data entry columns, where users enter the budget
request data. The table below describes the columns for the Transfers R-2 form.

Row  °C%  Providing Dept Providing Fund Providing Account  Providing Account Name  Receiving Dept  Receiving Func Receiving Account  Receiving Account N Actual  Adopted Budge  Proposed
Transfers® Transfer  Budget Tr

Justification®

Screen: Transfers R-2 2800 Budget Form Lines

Field (Column Name) | Description

Row Read Only. Number indicating row count.

Audit Trail Magnifying Glass button. Opens a window to display the audit trail records
for the selected row.

Providing Dept Read Only. PCode Number of the Department providing the transfer

Providing Fund Read Only. Fund providing the transfer

Providing Account Read Only. Account providing the transfer

Providing Account Read Only. Name of account providing the transfer

Name

Receiving Dept Read Only. PCode Number of the Department receiving the transfer

Receiving Fund Read Only. Fund receiving the transfer

Receiving Account Read Only. Account receiving the transfer

Receiving Account Read Only. Name of account receiving the transfer

Name

20XX-XX Actual Data Entry Column. Enter previous fiscal year’s Actual Transfers amount.

Transfers*

20XX-XX Adopted Data Entry Column. Enter current fiscal year’s Adopted Budget Transfer

Budget Transfer* amounts

20XX-XX Proposed Data Entry Column. Enter Proposed Budget Transfers amounts

Budget Transfers*

Justification* Entry Column. Enter text justification

Pencil (edit) Icon Edit icon. When clicked, the Line Detail screen will display to allow budget
request entries. Double-clicking a row performs the same action.

12.2.6. Click Add New. This can also be accomplished through the Excel Export/Import spreadsheet.
Detailed instructions are found in Section 8.4 Excel Export/Import and Section 8.11 Add New

Budget Entry.

- Enter the Providing PCode; click the Magnifying Glass to select from a filtered list of PCodes
based on the Agency selected during form creation
- Enter the Providing Fund code; click the Magnifying Glass to see a list of all funds
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- Enter the Providing Account; click the Magnifying Glass to select from a list filtered to available

Accounts for transfers

- Enter the Receiving PCode; click the Magnifying Glass to select from list of PCodes
- Enter the Receiving Fund code; click the Magnifying Glass to see a list of all funds
- Enter the Receiving Account; click the Magnifying Glass to select from a list filtered to available

Accounts for transfers
- Enter the Justification
- Enter the Base Budget Request
- Enter previous fiscal year’s Actual Transfers
- Enter current fiscal year’s Adopted Budgeted Transfers
- Enter Proposed Budget Transfers

Budget Form Entry - Add New Line

Page Actions:

Close

Form ID Form Definition

6193 2800

Providing PCode Providing Fund Providing Account

Cancel

P536 - 00300 _

Museums and Hi Contribution Fun Other Services -

Receiving PCode Receiving Fund Receiving Account

P0O1 o 00304 - 499905 o

Administration Contribution Fun Other Financing

Justification: Example text here

2018-19 Actual Transfers*: 15000 Audit
Text:

201920 Adopted Budget . Audit
Transfer*: e Text:

Audit

2020-21 Proposed Budget 0 ext

Transfer*:

Click Save. The new revenue request will appear in the form.

Budget Form Lines

D Form Agency Form Name Total Actual Total Adopted

Transfers - R2 (2800) 515000 $14,900 515000

Total Proposed

2800 50500 - Cultural Affairs Department

Quick Search:

[ Enter search criteria here.

Actions:

Add New
Audit 2018-19
Row " Providing Dept Providing Fund ~Providing Account ~Providing Account Na ~Receiving Dept  Receiving Fund ~Receiving Acco  Receiving Account Ni _ Actual
Transfers®

~ PS36 00300 535309 Gther Services - Interage{ PO0T 00304 499905

Records per page: (50 |¥]
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Other Financing Sources 515,000

2019-20 2020-21
Adopted Budget  Proposed
Transfer*  Budget Transfer* Justification®
$14.900 $15,000| Example text here
© Records: 1-10f1-Pages: 1

64



State of New Mexico Updated Aug 5, 2022

12.2.7. Once all transfers have been added to the form, submit the Transfers form following
instructions from 8.14 Submit Budget Form.

12.3. Reports

12.3.1. Data from the Transfers R-2 Form 2800 form can be viewed in the S-8 Financial Summary and S-
9 Account Code Summary. See Section 21 BFM Reporting for instructions on how to access
reports.

13. Special, Supplemental & Deficiencies

Special nonrecurring, deficiency and supplemental appropriation requests are captured in the Special,
Supplemental & Deficiencies form 3500. Requests in this form is intended for nonrecurring
appropriations to meet specific identified needs. Prepare a separate form for each request.

13.1.1. Navigate to the Specials form by hovering over the Budget Formulation menu and clicking
Special, Supplemental & Deficiencies (3500).

Home « - Pe

Program Narrative (2500)
Fund Balance Projection (2900) 5-10
A
S H E FTE Counts by PCode (2100)
FTE Counts by DeptlD (3100)
GOVERNMEN
Base Budget by DeptID (3300) E-4
State Of N Base Budget by PCode {4300) E-4
Contracts by DeptlD (3800) E-5
Contracts by Pcode (4800) E-5
Expansion Request (3200)
Revenue R1, R3, R4, R5 (3400)
Transfers Form R2 (2800)
MY Workl Special, Supplemental & Deficiencies (3500)

Vmmamms oo Ammlisntinm (17000

13.2. Add New

13.2.1. Click Add New on the form main screen or “List Page.” Note: prepare a separate form for each
request.

Special, Supplemental & Deficiencies Request (3500)

‘ Enter search criteria here... Show Advanced Filters

R Form Last Last
Description Stage Agency e Update User Submit Actions
5637 SR Test 3501 11400 30 1fe/200 [
Records per page: |50 ¥ - Records: 1- Page: 1

13.2.2. Select Stage 3501 — Initial Entry. Enter Agency code or use the Magnifying Glass to select from
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a filtered list based on user security. Enter Name for the request.

13.2.3. Click Save.

Create a new Budget Form - 3500

Close

Stage:* | 3501 - nitial Entry v

Agency: | <nsgo

Cultural Affairs Department

Name:* | Supplemental Request

[ (s2ve)|

13.3. Header Tab

13.3.1. The form Header tab will open. Complete the fields and click Save before navigating to

another tab.

Budget Form Header
[Comment History] [Comment] [Submitj

[Close]

Instance ID Form Definition Definition Name
5104 3500 §pecia . Supplemental & Deficiencies Request
(3500)
Stage Code:" P-Code
3501 50500
Initial Entry Cultural Affairs Department

Header

Request Explanation

Expansion Name:

Supplemental Request

Request Type

Rank:

Brief description Related to

of the request recurring

expense:

Related to capital

request:

Related to

proposed

Language legislation:
requested for
inclusion in

Agency Contact:

General geney

Appropriations

Act: Contact Phone:
Justification
(Attach
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13.4. Request (Details) Tab
13.4.1. From the Header tab, click the Request tab.

Stage Code:* P-Code
| 3501 | 50500
Initial Entry Cultural Affairs Department
Header Request Explanation Attachments
Expansion Name: | Supplemental Request

| Request Type | A |

13.4.2. The budget data entry form will load. When a new form is created, it will be blank as shown
below.

Budget Form Lines

[C\ose] [Expon] [Impor’[] [Refresh]

ID Form Agency Form Name Total FTE Total Expenses Total Revenue

6202 3500 50500 - Cultural Affairs Department Special, Supplemental & Del 0.00 30 30
Quick Search:
LEn(er search criteria here... J
Actions:

Add New

Row it PCode Account Account Name FTE

Trail Comments / Notes

Request® Request®

There are no records available.

Records per page: |50 = - Records: 0 - 0 of 0 - Pages: | |4 T »

The top table shows a read-only summary of the form. The screenshot below shows an example form
that is populated. The columns are described below.

ID Form Agency Form Name Total FTE Total Expenses Total Revenue

5637 3500 11400 - Senate Chief Clerk Special, Supplemental & Del 13.00 $45,000 50

Field (Column Name) | Description

ID Read Only. Form Instance ID

Form Read Only. Form number

Agency Read Only. Agency Code and Name

Form Name Read Only. Form Name

Total FTE Read Only. Total Full Time Equivalent requested in form
Total Expenses Read Only. Total Expenses requested in form

Total Revenue Read Only. Total Revenue entered in form
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The second table contains the Special, Supplemental & Deficiencies request data. Again, the example
screenshot below shows a form populated with data. Some columns contain read-only data; this data is
either system data, imported from another source such as the financial system, or are calculated based

on other values in the form. Columns with an asterisk (*) are data entry columns, where users enter the
budget request data. The table below describes the columns for the form.

Actions:
Audit
Row : PCode Account Account Name FTE
Trail Request* Request* Comments / Notes
~ 4 2 Personal Services & Employee $30,000| import
2 . 14 40 Oth .00 $15,000
~ 4 FTE-PM Permanent 2 mpor
4 - 14 FTE-TM Term 0.00 $0 import
~ 4 FTE-TP Temporary 11.00 $0| import
Records per page: | 50 | ¥ Records: 50f5 ge: 1
Screen: Special, Supplemental & Deficiencies (3500) Budget Form Lines

Field (Column Name)

Description

Row

Read Only. Number indicating row count.

Audit Trail Magnifying Glass button. Opens a window to display the audit trail records
for the selected row.

PCode Read Only. Contains PCode Number.

PCode Name Read Only. This column is minimized, use double arrows to expand.

Account Read Only. Budget line for Account

Account Name

Read Only. Budget line for Account Name

FTE Request*

Data Entry Column. Enter number of Full Time Equivalent requested

Request*

Data Entry Column. Enter Requested amount

Comments / Notes *

Data Entry Column. Enter Comments or Notes related to budget line

Pencil (edit) Icon

Edit icon. When clicked, the Line Detail screen will display to allow budget
request entries. Double-clicking a row performs the same action.

13.4.3.

Click Add New.

This can also be accomplished through the Excel Export/Import spreadsheet.

Detailed instructions are found in Section 8.4 Excel Export/Import and Section 8.11 Add New

Budget Entry.

- Enter the PCode; click the Magnifying Glass to select from a filtered list of PCodes based on the
Agency selected during form creation

- Enter the Comments / Notes, if needed

- Enter amount in FTE Request

- Enter Request amount
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Budget Form Entry - Add New Line

Page Actions:
Close
Form 1D Form Definition
6194 3500
PCode: Account:
LR LN [E]
Library Services General Fund Transfe

Comments / Notes

FTE Request: 25 Audit
Text:

Audit

Request: 75000 =
ext:

Click Save. The new request will appear in the form.

Budget Form Lines

[Close] [Expor‘t] [Impor‘t] [F‘\efresh]

[»] Form Agency Form Name Total FTE Total Expenses Total Revenue

6194 3500 50500 - Cultural Affairs Department Special, Supplemental & Del 0.00 $0 $75,000

Quick Search:

[ Enter search criteria here... ]

Actions;

Row PCode Account Account Name FTE Comm /N

I 1 L P539 111 General Fund Transfers 2.50 $75,000 ' I

Records per page: |50 Ral Records: 1 -1 of 1 - Pages: | 144 1 »l

13.5. Explanation Tab

Detailed explanations for the request are entered on the Explanation tab.
13.5.1. Navigate to the Header tab, click Explanation to open.

13.5.2. Complete required fields. Click Save to update form.

BFM End User Training Guide 69



State of New Mexico

Updated Aug 5, 2022

Budget Form Header

[Comment History] [CUmmentJ [SubmitJ

Instance ID Form Definition Definition Name

5154 3500

Special, Supplemental & Deficiencies Request
(3500)

Stage Code:* P-Code
| 3501 | 50500
Initial Entry Cultural Affairs Department
Header Request Explanation
Explain how §
will be spend:

Brief description
of problem
agency is
addressing:

How will agency

13.6. Attachments Tab

Mame

Supplemental Request

Attachments

Agency

50500

13.6.1. Attachments can be added to the form following the instructions outlined in Section 8.13

Attachments Tab.

13.7. Submit

13.7.1. Once all transfers have been added to the form, submit the Transfers form following

instructions from 8.14 Submit Budget Form.

14. Program Narrative
Detailed descriptions of Programs are updated from the Program Narrative (2500) form. Existing

narrative text from previous budget cycles will appear in the form. Users can edit text when needed

following these instructions.

14.1.1. Select the Program Narrative (2500) form from the Budget Formulation menu.

Home —

I Program Marrative (2500) I

Fund Balance Projection (2900) 5-10

E ; I I I ::[ Base Budget (3300) £-4
(3800) E5

Contracts
GOVERNMENT §

Expansion Request (3200)
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14.1.2. Select an available form from the main Budget form screen or "List Page" and click Header.
This page will return a form for each agency or program based on your security. If there are no
agencies or programs assigned for your security role, this list will be blank. If you believe there
is an error in the list of agencies or programs available in your list, then contact the BFM
Administrator to update your security role.

Program Narrative

Quick Search:

‘ Enter search criteria here... Show Advanced Filters

Record Actions:

Form Form Last Last

n Description Stage Agency: i Update User Submit Actions
5661 Museums and Historic Sites? 2501 P536 0 2/12/2021 chuck.hulem@s
Records per page: |50 | ¥ - Records: 1 - Page: 1

The Header tab will load. Review or Enter text into the fields. Click Save to update the Program
narrative.

Budget Form Header
[Comment Histury] [Commemj [Submil]

Instance ID Form Definition Definition Name Name Agency:

5661 2500 Program Narrative Museums and Historic Sites? P536

| 2501

Initial Entry

Header Attachments

The Museums and Monuments Program develops and enhances the quality of
the state’s museums and monuments, The program provides high-quality
Program Mission: | exhibits, performances and programs that showcase the arts, history and

science of New Mexico and cultural traditions worldwide. They include diverse
and changing exhibitions, performing arts events, films and other -

Primary Services
Provided/Beneficiaries,
Current Service Level:

Major Issues,
Accomplishments,
Changes in Base
Request:

Base Budget Increase
Justification:

14.1.3. Attachments can be added to the form following the instructions outlined in Section 8.13
Attachments Tab.

14.1.4. Once Program Narrative is updated, submit the form following instructions from 8.14 Submit
Budget Form.
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15. Fund Balance Projection

The Fund Balance Projection form To reflect the adjusted fund balance amount available at the end of
prior fiscal year, as well as projected fund balances at the end of the current fiscal year, and the
appropriation request for next fiscal year.

15.1.1. Select the Fund Balance Projection (2900) S-10 form from the Budget Formulation menu.

Home — =

Program Marrative (2500)

Fund Balance Projection (2900) 5-10

15.1.2. Click Add New. Alternatively, click Header for an existing form and skip to Section 15.2.1 to
continue to the Header tab.

S-10 Fund Balance Projection

Quick Search:

‘ Enter search criteria here... Show Advanced Filters

Record Actions:

Add New

fg"“ Description Stage Agency Fund ;::v"; b“p;tale b‘;f:r Submit Actions
5673 Office of Cultural Affairs 2001 50500 19300 0 2/12/2021 enduser |
Records per page: |50 k-3 - Records: 1 - Page: 1

15.1.3. On the Create a new Budget Form 3200 screen, select Stage Code 2901 — Initial Entry from the

dropdown. Enter the Agency and Fund and Name of the Fund Balance Projection. Click Save.
-~ |

Create a new Budget Form - 2900

Stage:* | 2901 - Initial Entry v
Agenay: [ 44400 ~hd
Senate Chief Clerk
Func: (0020 x|
Senate
Name:* | Fund Balance Projection Exampld

15.2. Header Tab
15.2.1. Enter the Legal Authority on and click Save to update the form.
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Budget Form Header
[Comment History] [Comment] [Submit]

Instance ID Form Definition Definition Name Name
6195 2900 5-10 Fund Balance Projection Fund Balance Projection Example
S Code:* Fund
2901 11400 20030
Initial Entry Senate Chief Clerk Senate

S e pea Atacmerts
\ Name: (" Fund Balance Projection Example )l Save

Legal Auth. [

15.3. Detail Tab
15.3.1. Locate Detail and click to open the tab.

T | pea stachmers

Name: ( Fund Balance Projection Example ) Save

Legal Auth. [

The Fund Balance Projection form will load.

Budget Form Lines

[Close] [Export] [Import] [Refresh]

6195 2000 11400 - Senate Chief Clerk 20030 - Senate §-10 Fund Balance Projectiol
‘Quick Search:
[ Enter search criteria here... J

Actions:

There are no records available.

‘ Records per page: |50 [ - Records:0-00f 0 - Pages: | 14 | « | 1 \3\\&\‘

The top table shows a read-only summary of the form. The columns are described in the table below.

6195 2900 11400 - Senate Chief Clerk 20030 - Senate 5-10 Fund Balance Projectiol
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Field (Column Name) | Description

ID Read Only. Form Instance ID

Form Read Only. Form number

Agency Read Only. Agency Code and Name
Fund Read Only. Fund Code and Name
Form Name Read Only. Name of Form

The second table contains the Special, Supplemental & Deficiencies request data. Again, the example
screenshot below shows a form populated with data. Some columns contain read-only data; this data is
either system data, imported from another source such as the financial system, or are calculated based
on other values in the form. Columns with an asterisk (*) are data entry columns, where users enter the
budget request data. The table below describes the columns for the form.

Audit 2020-21
Row Trail Account Account Name Fund Balance
Projection® Justification*
1 ., S10_7_BY_REV Budgeted Revenues 25,000
Recards per page: |50 [ ¥ - Records: 1 - 10f 1-Pages: | 14 || € | 1
Field (Column Name) | Description
Row Read Only. Number indicating row count.
Audit Trail Magnifying Glass button. Opens a window to display the audit trail records
for the selected row.
Account Read Only. Contains PCode Number.
Account Name Read Only. Budget line for Account Name
20XX-XX Fund Data Entry Column. Enter Fund Balance Projection for the end of the current
Balance Projection* fiscal year
Justification * Data Entry Column. Enter Justification text
Pencil (edit) Icon Edit icon. When clicked, the Line Detail screen will display to allow budget
request entries. Double-clicking a row performs the same action.

15.3.2. Click Add New. This can also be accomplished through the Excel Export/Import spreadsheet.
Detailed instructions are found in Section 8.4 Excel Export/Import and Section 8.11 Add New

Budget Entry.

- The Agency and Fund will be pre-populated with the Agency and Fund selected at form creation.

- Enter the Account code; click the Magnifying Glass to select from a list filtered to S-10 Report
Account Codes

- Enter the Justification

- Enter the Fund Balance Projection for the end of the current fiscal year
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Budget Form Entry - Add New Line
Page Actions:
Form ID Form Definition
619 2000
Agency Fund Account
11400 - 20030 — S10_7_BY_REV o
Senate Chief Clerk Senate Budgeted Revenues
Justification:
2020-21 Fund Balance Projection®: (25000 ) Audit
Text:

15.3.3. Click Save. The Fund Balance Projection form will load with new data.

Budget Form Lines

[Close] [Expor‘t] [Impor‘t] [F‘\efresh]

[[=] Form Agency Fund Form Name
2900 11400 - Senate Chief Clerk 20030 - Senate 5-10 Fund Balance Projectio
Quick Search:
| Enter search criteria here...
Actions:
Add New
2020-21
Audit
Teail Account Account Name Fund Balance
Projection® Justification*
- 510_7_BY_REV Budgeted Revenues 25,000
Records per page: |50 (Rl - Records: 1-10of1-Pages: 1

Updated Aug 5, 2022

15.3.4. Once Fund Balance Projection is updated, submit the form following instructions from 8.14

Submit Budget Form.

15.4. Report

15.4.1. Data from the Fund Balance Projection form can be viewed in the S-10 Fund Balance Projection
Report. See Section 21 BFM Reporting for instructions on how to access reports.

16. FTE Counts

The FTE Counts form displays the Full Time Equivalents calculated by the BFM Personnel Cost
Forecasting (PCF) tool, including filled and vacant positions. The FTE Counts form provides Agencies the
ability to request the number of FTEs to include in the budget. Please note: Position requests will be

submitted via the expansion request module.
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Similar to the Base Budget E-4 and Contracts E-5 forms, the FTE Counts has two forms available: FTE
Counts by DeptlID form 2100 and FTE Counts by PCode form 3100. Agencies will select one form, either
by DeptID 2100 or by PCode 3100, for each PCode to complete and submit for appropriations request.

The following instructions show screenshots for the FTE Count by Dept ID 2100 form, but these
instructions apply to both FTE Counts forms.

16.1. Create New Form
16.1.1. Navigate to the FTE Counts form by hovering over the Budget Formulation menu and select
the appropriate FTE Counts form from the dropdown menu.

Budget

Home - - Perfo

Program Narrative (2500)
Fund Balance Projection (2900) 5-10

FTE Counts by PCode (2100)

FTE Counts by DeptlD (3100)

GO\ LRNMLP

Base Budget by DeptlD (3300) E-4
State Of N« Base Budget by PCode (4300) E

Contracts by DeptlD (3800) E-5

 p— ‘ =

16.1.2. Click Add New to begin a new form. Alternatively, click Detail for an existing form to edit and
proceed to step 16.1.5.

Contract - E5 (3800)

‘Quick Search:

| Enter search criteria hera.., Show Advanced Filters
Bacord Actiops:
Add New
Form . Form  Last Lest :
o Description Stage PCode: o— - = Submit Actions
5175 Mussums and Historic Sites Contracts 3801 Ps36-R 5 2/27/2021 anduser (Heacer) | (Detal) @
Records per page: [50 | %) - Records: 1- Pags:

16.1.3. Select Stage Code 3101 - Initial Entry from the dropdown. Enter the PCode and Name of the
form. Click Save.
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Create a new Budget Form - 3100

_ [Close] [Screen Conﬂgurationj [Action Conﬁguration]

|
Stage:* [3101 - Initial Entry v
Peode: | ps30.R o *

1 Library Services

Name:* | P539-R Library Services

Save || Cancel

16.1.4. The budget form header will load. Click FTE Counts to load the Details screen.

Budget Form Header
[Comment History] [Comment] [Submit] [Configuration] [Close]

Instance ID Form Definition Definition Name Name PCot
7784 3100 FTE Counts by DeptID P539-R Ubrary Services ps3c
Stage Code:* PCode:
3101 P539-R
Initial Entry Library Services
Header 1 FTE Counts Attachments

Name: P539-R Library Services

16.1.5. The budget form will load.
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Budget Form Lines

[C\ose] [Export] (\mpor‘tj [Refresh)

D Form PCode: Form Name Total PCF FTE Total Opbud FTE Total FTE Request
7784 3100 P539-R - Library Services FTE Counts by DeptlD 45.00 0.00 0.00
Quick Search:

r Enter search criteria here... ]

Actions:

[Add Newj (Zero Out][Screen Configuration] [Action Conﬂgurationj [Validation Configurationj

Audit 2020-2021 2019-20

2020-21

Row Trail Department Fund Account  Account Name !’CF_ Opbud FTE _ _
Projection Request* Justification™

1 .~ 6000000000-50500 19301 810 Permanent 32.00 0.00 0.00

2 M 6000000000-50500 19302 810 Permanent 3.00 0.00 0.00

3 .~ 6000000000-50500 19302 820 Term 10.00 0.00 0.00

Records per page: | 50 [¥| - Records: 1 - 3 of 3 - Pages: 1

The top table shows a read-only summary of the form. The columns are described below.

Budget Form Lines

[Close] [Export] [Impor‘t] [Refresh]

ID Form PCode: Form Name Total PCF FTE Total Opbud FTE Total FTE Request

7784 3100 P539-R - Library Services FTE Counts by DeptlD 45,00 0.00 0.00

Field (Column Name) | Description

ID Read Only. Form Instance ID

Form Read Only. Form number

PCode Read Only. PCode and Program Name
Form Name Read Only. Form Name

Total PCF FTE
Total OpBud FTE
Total FTE Request

Read Only. Total FTEs calculated in PCF Projection
Read Only. Total FTEs included in current year OpBud
Read Only. Total FTE requested on form

The second table contains the FTE Counts request data. Some columns contain read-only data; this data
is either system data, imported from another source such as the financial system, or are calculated
based on other values in the form. Columns with an asterisk (*) are data entry columns, where users
enter the budget request data.
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Audit

2020-2021 2020-21

2019-20

Row = Department Fund Account  Account Name PCF FTE
uell Projection Zebud Request® Justification*
. 9301 810 Permanent 32.00 0.00 0.00
2 o 9302 810 Permanent 3.00 0.00 0.00
3 o 9302 820 Term 10.00 0.00 0.00
Records per page: | 50 Rl - Records: 1 - 3 of 3 - Pages: 1
Screen: FTE Counts by DeptID 3100 Budget Form Lines

Field (Column Name)

Description

Row

Read Only. Number indicating row count.

Audit Trail Magnifying Glass button. Opens a window to display the audit trail records
for the selected row.

Department Read Only. Contains 10 digit DeptID Number + Agency Code.

Department Name Read Only. This column is minimized, use double arrows to expand.

Fund

Read Only. Budget line for Fund

Fund Name Read Only. This column is minimized, use double arrows to expand.
Account Read Only. Budget line for Account
Account Name Read Only. Budget line for Account Name

20XX-20XX PCF
Projection

Read Only. FTE Count calculated by PCF Projection

20XX-20XX OpBud*

Data Entry Column. Enter current year OpBud FTE Count.
Note: During the first year of using BFM, users must enter this amount. In
future years, this will be pre-populated based on previous year’s form data.

20XX-XX FTE
Request*

Data Entry Column. Enter requested FTE Count for budget.

Justification*

Entry Column. Enter text justification

Pencil (edit) Icon

Edit icon. When clicked, the Line Detail screen will display to allow budget
request entries. Double-clicking a row performs the same action.

16.1.6.

Enter data into the budget form following the instructions from Section 8.4 Excel Export/Import

or Section 8.11 Add New Budget Entry.

To complete this budget form, enter a new line for each contract by clicking Add New. This can also be

accomplished through the Excel Export/Import spreadsheet.
- Enter the Department, Fund, and Account Numbers
- Enter the Justification

- Enter the current OpBud FTE Count (in the first year of using the system, in subsequent years

this will be auto-populated based on previous year’s form data)

- Enter the FTE Request (You will enter the OPBUD FTE count here, your request to increase FTE

should be entered in the expansion form).
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Budget Form Entry - Add New Line
Page Actions:
(Closej [Screen Conﬂgurationj [Action Conﬂgurationj

Form ID Form Definition

7784 3100

Department Fund Account -
Jepartment —_— . Account - Cancel

6000000000-50500 ~ had |19300 N had 810 N ad

State Library Division Office Of Cultural Aff Permanent

Justification:

2019-20 Opbud: (21 ) Audit
Text:
2020-21 FTE Request™: | 32 ) Audit
Text:

16.1.7. Click Save. The new line item will appear in the list. The Total OpBud FTE and Total FTE
Request amounts will be updated in the top table on the form screen.

Budget Form Lines

(Export] (Import] [Refresh] /

1D Form PCode: Form Name Total PCF FTE Total Opbud FTE Total FTE Request
7784 3100 P539-R - Library Services FTE Counts by DeptlD 45.00 31.00 32.00
Quick Search:

[ Enter search criteria here... |

Actions:
(Add Newj [Zero Out] ( Screen Configuration] [Action Conﬂguration] [Va\idation Configuration]
. 2020-2021 2020-21
Row ‘_:::i’llt Department Fund Account  Account Name PCF Zg g :;ilo FTE
Projection P Request™ Justification®
1 - 6000000000-50500 19300 810 Permanent 0.00 31.00 32.00
= BOUO00000- 20500 =0T =10 PETTaTEnT avy oo oo

3 M~ 6000000000-50500 19302 810 Permanent 3.00 0.00 0.00

4 - 6000000000-50500 19302 820 Term 10.00 0.00 0.00

Records per page: | 50 [ - Records: 1 -40f4 - Pages: ¢ 1

16.1.8. Once all FTE Counts have been added to the form, submit Budget form following instructions
from 8.14 Submit Budget Form.

16.2. Report

16.2.1. Data from the FTE Counts forms can be viewed as reports. The FTE Count Requests By DeptID
and FTE Count Requests by PCode reports can be accessed in 3.2 Personnel folder.

See Section 21 BFM Reporting for detailed instructions on how to access reports.

BFM End User Training Guide 80



State of New Mexico Updated Aug 5, 2022

17. Vacancy Savings Application
The Vacancy Savings Application (3700) form allows users to enter a vacancy savings percentage to
adjust PCF Projection calculated by BFM.

17.1.1. Navigate to the form by hovering over the Budget Formulation menu and clicking Vacancy
Savings Application (3700).

Budget

Home « - Performar

Program Marrative (2500)

Fund Balance Projection (2900) 5-10

! ; I I I FTE Counts by PCode (2100)
) - FTE Counts by DeptlD (3100}
GOVERNMEN
Base Budget by DeptlD (3300) E-4

State Of Nl Base Budget by PCode (4300) E-4

Contracts by DeptlD (3800) E-5

]
Contracts by Pcode (4800) E-5
Expansion Request (3200)
. Revenue R1, R3, R4, RS (3400)
Posit Tes
Transfers Form R2 (2800) E——

My work Special, Supplemental & Deficiencies (3500)

Work ltem Vacancy Saving Application (3700)

Vacancy Rate Form (3900)

Records per pac
Agency Submit (9900)

17.1.2. Click Add New. Alternatively, click Detail for an existing form and skip to Section 17.1.5 to
continue to the Header tab.

Budget

Home « Budget Formulation - Performance Measures - PCF « Links «

Vacancy Rate Application

Quick Search:

‘ Enter search criteria here... Show Advanced Filters

Recard Actions
[Add New] ICreate Budget Forms)
—

Form . Form Last Last N -
D Description Stage Agency R Update T Submit Actions

6190 Supreme Count 3701 21600 132 3/10/2021 chuck.hulem@s

Records per page: |50 ¥ - Records: 1 - Page: 1
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17.1.3. For Stage, select 3701 — Initial Entry from the dropdown menu. Enter the appropriate Agency
code or use the Magnifying Glass to select from a filtered list. Enter a Name for the form. Click
Save to create the form.

|
Create a new Budget Form - 3700

Close

Stage:= [ 3701 - Initial Entry v

Agency: [ 5n50p N *

Cultural Affairs Department

Name:* | Cultural Affairs Department Vacancy Savings

Cancel

17.1.4. The Header tab will open. Click the Request tab to navigate to the Details screen.

Budget Form Header
[Comment History] [Commemt] [Submit] [Close]

Instance ID Form Definition Definition Name Name Agency
7783 3700 Vacancy Rate Application Cultural Affairs Department Vacanc 50500
Stage Code:* P-Code
3701 50500
Initial Entry Cultural Affairs Department
Header Request Explanation Attachments

17.1.5. The Vacancy Savings Application form will load.
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._______________________________________________________________________________________|
Budget Form Lines

[C\ose] [Export] [Impoﬁ] [Refresh]

1D Form Agency Form Name Total SZEB Vacancy Savings Net SQEB
7783 3700 50500 - Cultural Affairs Department Vacancy Rate Application $34,962,021 $0 $34,962,021
Quick Search:

[ Enter search criteria here... W

Actions:

[Add NewJ[CopyJ[Zero Out] [Calc Vac Saving]
. Vacancy
Row ?rl:iillt PCode s;‘::':’ Comments / Notes

There are no records available.

Records per page: | 50 ¥ - Records: 0 - 0 of O - Pages: 1 »

The top table shows a read-only summary of the form. The columns are described in the table below.

(o] Form Agency Form Name Total S&EB Vacancy Savings Net S&EB

7783 3700 50500 - Cultural Affairs Department Wacancy Rate Application $34,962,021 $0 $34,962,021

Field (Column Name) | Description

ID Read Only. Form Instance ID

Form Read Only. Form number

Agency Read Only. Agency Code and Name

Form Name Read Only. Name of Form

Total S&EB Total S&EB calculated in the PCF projection

Vacancy Savings Calculated based on Vacancy Savings Rate entered on form
Net S&EB Total S&EB less Vacancy Savings

The second table contains the Special, Supplemental & Deficiencies request data. Again, the example
screenshot below shows a form populated with data. Some columns contain read-only data; this data is
either system data, imported from another source such as the financial system, or are calculated based
on other values in the form. Columns with an asterisk (*) are data entry columns, where users enter the
budget request data. The table below describes the columns for the form.
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ACTIoNs:

[Add New][Copy][Zero Out] [Calc Vac Saving]

; Vacancy
Row :rua‘i::lt PCode Savings Comments / Notes
Rate
1 b P216 10.00| thisis a test
Records per page: | 50 | ¥ - Records: 1 -1 of 1- Pages: | 1€ 1
Field (Column Name) | Description
Row Read Only. Number indicating row count.
Audit Trail Magnifying Glass button. Opens a window to display the audit trail records
for the selected row.
PCode Read Only. PCode
PCode Name Read Only. This column is minimized, use double arrows to expand to see.
Vacancy Savings Data Entry Column. Enter the Vacancy Savings percentage.
Rate*
Comments / Notes* Data Entry Column. Enter Comments.
Pencil (edit) Icon Edit icon. When clicked, the Line Detail screen will display to allow budget
request entries. Double-clicking a row performs the same action.

17.1.6. Click Add New.

Budget Form Lines

[Close] [Export] [\mpor‘t] [Refresh]

ID Form Agency Form Name Total S&EB Vacancy Savings Net S&ZEB
7783 3700 50500 - Cultural Affairs Department Vacancy Rate Application $34,962,021 $0 $34.962,021
Quick Search:

[ Enter search criteria here...

[Add New] Copyj[Zero Out] [Calc Vac Saving]

Vacancy
PCode Savings
Rate

Audit

Trail Comments / Notes

Thera ara nn rernrds availahla

17.1.7. Complete the Budget Form.
Note: this can also be accomplished through the Excel Export/Import spreadsheet. Detailed instructions
are found in Section 8.4 Excel Export/Import and Section 8.11 Add New Budget Entry.

- Enter the PCode; click the Magnifying Glass to select from a filtered list of PCodes based on the
Agency selected during form creation

- Enter the Comments / Notes, if needed

- Enter percentage amount in Vacancy Savings Rate
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Click Save.

Budget Form Entry - Add New Line

Page Actions:
Close
Form ID Form Definition
7783 3700
PCode:

P536 QAE (cancel

Museums and Histori

Comments / Notes
Example

Vacancy Savings Rate: 7.5 Audit
Text:

17.1.8. The line item will appear on the form. Click Calc Vac Savings.
.|

Budget Form Lines

[C\ose] [Export] [Import] [Refresh]

ID Form Agency Form Name Total S&EB Vacancy Savings Net S&EB
7783 3700 50500 - Cultural Affairs Department Vacancy Rate Application $34,962,021 $0 $34,962,021
Quick Search:
[ Enter search criteria here... W
Actions:
[Add New][Copy][Zero Out] [Calc Vac Saving]
. Vacancy
Audit PCod Savi
Trail € e / Comments / Notes
Rate
1 ~ P536 7.50

Records per page: |50 | % - PRecords: 1-10f1-Pages: €€ |« 1 | » 2l

17.1.9. Click Run.
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Confirm to Run Calc Vac Saving

Run the Calc Vac Saving Process

Run | | Cancel

17.1.10. When the calculation is completed, the Vacancy Savings amount will appear in the table at the
top of the screen, and the Net S&EB will be calculated.

Budget Form Lines

[Close] [Export] [\mpor‘t] [Refresh]

1D Form Agency Form Name Total S&EB Vacancy Savings Net S&EB
7783 3700 50500 - Cultural Affairs Department Vacancy Rate Application $34,962,021 ($1,756,078) $33,205,943
Quick Search:
| Enter search criteria here... |
Actions:
[Add New][Copy][Zero Out] [Calc Vac Saving]
- Vacancy
Audit .
Trail PCode Savings Comments / Notes
Rate
1 - P536 7.50
Records per page: | 50 | ¥ - Records:1-1o0f1-Pages: I <1
18. Vacancy Rate Form

The Vacancy Rate Form (3900) provides a way to enter monthly vacancy rate.

18.1.1. Navigate to the form by hovering over the Budget Formulation menu and clicking Vacancy
Rate Form (3900).
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» L
Home - Performanc
T Program Narrative (2500)
Fund Balance Projection (2900) 5-10
R —
S H E FTE Counts by PCode (2100)
FTE Counts by DeptlD (3100)
GOVERNMEN
Base Budget by DeptlD (3300) E-4
State of Nt . _ ... .0 pcocepaones
Contracts by DeptlD (3800) E-5
Contracts by Pcode (4800) E-5
Expansion Request (3200)
) Revenue R1, R3, R4, R5 (3400)
Posit Test
Transfers Form R2 (2800} —
3 My Work Special, Supplemental & Deficiencies (3500)
Work Item Vacancy Saving Application (3700) ;
I Vacancy Rate Form (3900) I

Updated Aug 5, 2022

18.1.2. Select an available form from the main Vacancy Rate form screen or "List Page." This page will
return a form for each agency based on your security. If there are no agencies assigned for
your security role, this list will be blank. If you believe there is an error in the list available to
you, then contact the BFM Administrator to update your security role.

18.1.3. To edit, click Detail.

Vacancy Rate Form (3900)

Quick Search:

Show Advanced Filters

‘ Enter search criteria hare...

Record Actions:

Form S Form Last Last . _
D Description Stage Agency i Update User Submit Actions
5178 Senate Chief Clerk 3901 11400 0 2/14/2021 enduser
5177 Cultural Affairs Department 3001 50500 0 2/14/2021 enduser
Records per page: |50 | - Records: 2 - Page: 1
The Vacancy form will load.
Budget Form Lines
Export) (Import) (Refresh)
D Form Agency Form Name
Qe sewen
[CEnter seareh erters here-
acons:
((add new) (copy
2020 2020 2020 2020 2020 2021 2021 2021 2021 2021 2021 2021 2021
Row Mt pcog Account  Strting  September  Ocober  Movember  December sy  Febusry March Aprl May Juna sy Mgt
FTE" FTE Vacancy” FTE Vacancy” FTE Vacancy” FTE Vacancy” FTE Vacancy”  FTE Vacancy™ ncy”  FTE Vacancy® ey ncy” FTE Vacancy®  FTE Vacancy” Justification®
There are na recards available
Records perpage: [0 |8 ecords 0 of - Pages
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The top table shows a read-only summary of the form.

Field (Column Name)

Description

ID

Read Only. Form Instance ID

Form Read Only. Form number
Agency Read Only. Agency Code and Name
Form Name Read Only. Form Name

The second table contains the form data. Some columns contain read-only data; this data is either
system data, imported from another source such as the financial system, or are calculated based on
other values in the form. Columns with an asterisk (*) are data entry columns, where users enter the

budget request data.

Field (Column Name)

Description

Row

Read Only. Number indicating row count.

August FTE Vacancy*

Audit Trail Magnifying Glass button. Opens a window to display the audit trail records
for the selected row.

PCode Read Only. Contains PCode Number.

PCode Name Read Only. This column is minimized, use double arrows to expand to see.

Account Read Only. Budget line for Account

20XX Starting FTE* Data Entry Column. Authorized FTE count for beginning of year.

20XX September — Data Entry Columns. Enter FTE Vacancy count for each month.

Justification*

Entry Column. Enter text justification

Pencil (edit) Icon

Edit icon. When clicked, the Line Detail screen will display to allow budget
request entries. Double-clicking a row performs the same action.

18.1.4.

Edit an existing budget line or click Add New. This can also be accomplished through the Excel

Export/Import spreadsheet. Detailed instructions are found in Section 8.4 Excel Export/Import
and Section 8.11 Add New Budget Entry.

- Enter the PCode; click the Magnifying Glass to select from a filtered list of PCodes based on
Agency form selected

- Enter the Account ; click the Magnifying Glass to select Authorized FTE or Vacancy FTE

- Enter the Justification

BFM End User Training Guide

88



State of New Mexico Updated Aug 5, 2022

Budget Form Entry - Add New Line

Page Actions:

Cloze

Form ID Form Definition

6177 3300

PCode: Account: .Cancel

P536 ~kd | AuThHFTE ~ kd

Museums and Histori Authorized FTE

Justification:

2020 Starting FTE*: 379 ) Audit
Text:

18.1.5. Click Save. The new vacancy rate form will appear in the list.

Budget Form Lines

(Close) (Export) (import) ((Refresh

D Form Agency Form Name.

2020 2020 2020 2020 2020 201 2021 2071 2021 2021 2021 2021 2021
Account Starting September October November March June

FTE* FTE FTE FTE FTE! FTE FTE FTE FTE FTE FTE FTE FTE Justification®
AUTHFTE 375,00 000 000 .00 a0 000 000 000 000 a0o 000 000 000

18.1.6. Double-click the line or click the Pencil Icon to edit the monthly vacancy rate. Click Save All.

2021 2021 2021 2021
May June July August
* FTEVa y* FTEVa y* FTEVa y* FTEVa ™ Justification*
j [ 0.00 |8 I E 1§ [o.00 ] [oo00 ) kd

- | Cancel A - Records:1-10f1-Pages: | 14 || &« | 1 > || 2l

18.1.7. Once the monthly Vacancy Rate is updated, submit the form following instructions from 8.14
Submit Budget Form.
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19. Performance Measures

Forms for Performance Measures tracking are located in the Performance Measures top level navigation
menu.

Budget

Home + Budget Formulation - Performance Measures - PCF « Links

19.1. Performance Measures
Performance Measures are captured in BFM in the Performance Measures 4000 form.

19.1.1. Navigate to the form by hovering over the Performance Measures menu and clicking
Performance Measures (4000).

Budget

Home < Budget Formulation - - PCF «

Performance Measures (4000)

Performance Measures Quarterly (4100)

‘ ‘ Performance Measure Change Request (4400)

19.1.2. Select an available form from the main Performance Measures form screen or "List Page" and
click Detail. This page will return a form for each Agency based on your security. If there are
no agencies or programs assigned for your security role, this list will be blank. If you believe
there is an error in the list of agencies or programs available in your list, then contact the BFM
Administrator to update your security role.

Performance Measures (4000)

Quick Search:

| Enter search criteria here... Show Advanced Filters

Record Actions:

rorm Description Stage Agen Form Last Last
ID P! o L=l Rows Update User

5674 Cultural Affairs Department 4001 50500 8 2/15/2021 chuck. hulem@s: Headed) | Delete

Records per page: |50 4 - Records: 1- Page: 1

Submit Actions

19.1.3. The Performance Measures Detail form will load.

Budget Form Lines

D Form Ageney Form Name

5674 | 4000 50500 - Cultural Affairs Department | Performance Measures (400t

Quick Search:

["Enter search criteria here... ]

Row ::;" PCode  Measure Measure Name Format 2019-20 2019-20 202021 2021.22 Year End Addressing Measure
Target Actuals Target Target Narrative* Performance*

1 ~ p536 P in iculum partnerships between lo  Integer

0.0000 123.0000 00000 23450000 | Vear end performance

2 X P540 50500P540008 | Number of material weakness audit findings in the last avail Integer (1,234) 0.0000 1000.0000 00000 15000000 We met target looking at it

Records perpage: |50 | - Records: 1-20f2-Pages: | 1 1 »

The top table shows a read-only summary of the form.
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Field (Column Name)

Updated Aug 5, 2022

Description

ID

Read Only. Form Instance ID

Form Read Only. Form number
Agency Read Only. Agency Code and Name
Form Name Read Only. Form Name

The second table contains the performance measures data. Some columns contain read-only data; this
data is either system data, imported from another source such as the financial system, or are calculated
based on other values in the form. Columns with an asterisk (*) are data entry columns, where users
enter the budget request data. The table below describes the columns for the Performance Measures

4000 form.

W il

PCode Measure Measure Name

Format

2019-20
Target

2019-20
Actuals*®

2020-21
Target

2021.22 Year End
Target* Narrative*

1 ~

2 ~

Field (Column Name)

partn

00000 75.0000 00000 100.0000| Target not met because abe

1.0000 00000 5.0000

Description

Row

Read Only. Number indicating row count.

Audit Trail Magnifying Glass button. Opens a window to display the audit trail records
for the selected row.

PCode Read Only. PCode Number

Measure Read Only. Measure Number

Measure Name Read Only. Measure Name / Description

Format Read Only. The format for the Performance Measure Value, this will be

based on the measure selected

20XX-XX Target

Read Only. Previous fiscal year’s Target Performance Measure Value

20XX-XX Actuals*

Data Entry Column. Enter previous fiscal year’s Actuals Performance
Measure Value

20XX-XX Target

Read Only. Current fiscal year’s Target Performance Measure Value

20XX-XX Target*

Data Entry Column. Enter the proposed Target Performance Measure Value

Year End Narrative*

Data Entry Column. Enter Year End Narrative text

Addressing Measure
Performance*

Data Entry Column. Enter how measured performance is being addressed

Pencil (edit) Icon

Edit icon. When clicked, the Line Detail screen will display to allow budget
request entries. Double-clicking a row performs the same action.

19.1.4. Click Add New.

This can also be accomplished through the Excel Export/Import spreadsheet.

Detailed instructions are found in Section 8.4 Excel Export/Import and Section 8.11 Add New

Budget Entry.

- Agency will be populated based on Performance Measure form selected.

BFM End User Training Guide

91



State of New Mexico Updated Aug 5, 2022

- Select Performance Measure Number; click the Magnifying Glass to select from a list filtered to
available Measures based on Agency
o Note: Once Measure is selected, blue text beneath field will display the type of the
Performance Measure Value. In the example below, the type is number. The format
(displayed on the Measures/Detail screen) for this measure type is integer.
- Enter the Year End Narrative, describe if the performance measure was met or not
- Enter the Addressing Measure Performance, describe how performance is being address
- Enter previous fiscal year’s Actual Performance Measure Value
o Note: if entering data on an existing Performance Measure, then values will combine
with existing values (not overwrite) on form when updated
- Enter current fiscal year’s Target Performance Measure Value
o Note: if entering data on an existing Performance Measure, then values will combine
with existing values (not overwrite) on form when updated

Budget Form Entry - Add New Line

Page Actions:

Close

Form ID Form Definition
5674 4000
Agency Measure:
~ ~
50500 \ Ll 50500P761006 | K save J( Cancel
Cultural Affairs Department Number of new arts v
—

Year End Narrative | _ ‘oo "
arget not met because abc

Addressing Measure Performance . B . .
Performance being addressed by xyz

2019-20 Actuals: 100.00 Audit
Text:

2021-22 Target: ( 50.00 Audit
Text:
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Click Save. The new Measure will appear in the form.

Updated Aug 5, 2022

Budget Form Lines

D Form Agency Form Name
5674 4000 50500 - Cultural Affairs Department Performance Measures (400
Quick search:
[“enter search criteria here. ]
Actions
Add New
Row T“':_I" PCode Measure Measure Name Format 201920 201920 202021 202122 Year End Addressing Measura
Target Actuals Target Target Narrative* Performance*
1 ~ P536 50500P536004 Percent increase in joint curriculum partnerships bet integer (1,234) 0.0000 38.0000 0.0000 20.0000 | xyz
2 A 53 50500P537002 Percent of grant funds frem recurring appropriation: strib  Intee 4) 0.0000 15.0000 0.0000 15.0000
3 ~ P540 50500P540008 Number of material weakness audit findings in the last avail Intec 4) 0.0000; 1000.0000| 0.0000 1500.0000  'We met target looking at it
I 4 | p761 S0300P761006 | Number of new arts ventures, businesses or projects jump-s Integer (1,234) 00000 1000000 0.0000 50,0000 Target not met because abc Performance being addressed by xyz I
Records per page: | 50 2l - Records: 1-40f4 - Pages: | 14 [| < 1| » | »l

19.1.5. Once all Performance Measures are added to the form, submit the form following instructions
from 8.14 Submit Budget Form.

19.2. Performance Measures Quarterly

19.2.1. Navigate to the form by hovering over the Budget Formulation menu and clicking Performance

Measures Quarterly (4100).

Budget

Home -

Budget Formulation

-

SHW T T T A

Performance Measures (4000)

Performance Measures Quarterly (4100)

Performance Measure Change Request (4400)

19.2.2. Select an available form from the main Performance Measures form screen or "List Page" and
click Detail. This page will return a form for each Agency based on your security. If there are
no agencies or programs assigned for your security role, this list will be blank. If you believe
there is an error in the list of agencies or programs available in your list, then contact the BFM

Administrator to update your security role.
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Performance Measures Quarterly (4100)
Quick Search:
| Enter search criteria here...
Record Actions:
;[c;rm Description Stage Agency
5670 Cultural Affairs Department 4101 50500
Records per page: |50 ¥

Form
Rows

Last
Update

3/3/2021

Last
User

enduser

Submit Actions
- Records: 1 - Page: 1
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19.2.3. The Performance Measures Detail form will load.

Updated Aug 5, 2022

Budget Form Lines

diose) (Export)

1 -~
2 ~ P536

Records per page: (50 |3/

Attendance to museum and histaric site x

Number of peaple served through programs

vices offered by museums 3 Integer (1.234)

The top table shows a read-only summary of the form.

Field (Column Name)

Description

[} Form Agency Form Name
5 4100 50500 - Cultural Affairs Department | Performance Measures Quar
Quick Search:
Enter search criteria here... ]
Actions:
Add New || Copy
Audit 2020-21 2020-21 2020-21 2020-21
Row Trail PCode  Measure Measure Name Format 2020-21 Quarter 1 Quarter 2 ‘Quarter 3 Quarter 4 ‘Addressing Measure
Results* Results® Performance®

- Records: 1 - 2 of 2 - Pages: 1

ID

Read Only. Form Instance ID

Form Read Only. Form number
Agency Read Only. Agency Code and Name
Form Name Read Only. Form Name

The second table contains the quarterly performance measures data. Some columns contain read-only
data; this data is either system data, imported from another source such as the financial system, or are
calculated based on other values in the form. Columns with an asterisk (*) are data entry columns,
where users enter the budget request data. The table below describes the columns for the Performance
Measures Quarterly form.

Audit

Row PCode  Measure Measure Name

Trail
1 ~ P536 50500P536001
2 ~ P536 50500P536006

Records per page: 50 2]

Field (Column Name)

Attendance to museum and historic site exhibitions, performances, films and oth

Number of people served through programs and services offered by museums 3

Format 2020-21
Target
nteger (1,234) 0.0000

nteger (1,234) 0.0000

Description

2020-21

Results®
100.00;

100.00

2020-21 2020-21 2020-21

Quarter 4

Results® Results® Results®

200.00 300.00 400.00| Increasing

200.00 0.00 0.00

- Records:1-20f2-Pages: 1€ | «

Row

Read Only. Number indicating row count.

Audit Trail Magnifying Glass button. Opens a window to display the audit trail records
for the selected row.

PCode Read Only. PCode Number

Measure Read Only. Measure Number

Measure Name

Read Only. Measure Name / Description

Format

Read Only. The format for the Performance Measure Value, this will be

based on the measure selected

20XX-XX Target

Read Only. Previous fiscal year’s Target Performance Measure Value
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Screen:

Performance Measures Quarterly 4100 Form Lines

Field (Column Name)

Description

20XX-XX Quarter 1
Results*

Data Entry Column. Enter Performance Measure Results from Q1

20XX-XX Quarter 2
Results*

Data Entry Column. Enter Performance Measure Results from Q2

20XX-XX Quarter 3
Results*

Data Entry Column. Enter Performance Measure Results from Q3

20XX-XX Quarter 4
Results*

Data Entry Column. Enter Performance Measure Results from Q4

Addressing Measure
Performance*

Data Entry Column. Enter how measured performance is being addressed

Pencil (edit) Icon

Edit icon. When clicked, the Line Detail screen will display to allow budget
request entries. Double-clicking a row performs the same action.

19.2.4. Click Add New.

Budget Entry.

This can also be accomplished through the Excel Export/Import spreadsheet.
Detailed instructions are found in Section 8.4 Excel Export/Import and Section 8.11 Add New

- Agency will be populated based on Performance Measure form selected.
- Select Performance Measure Number; click the Magnifying Glass to select from a list filtered to
available Measures based on Agency.
o Note: Once Measure is selected, blue text beneath field will display the type of the
Performance Measure Value. In the example below, the type is number. The format
(displayed on the Measures/Detail screen) for this measure type is integer.
- Enter the Addressing Measure Performance, describe how performance is being address.
- Enter the appropriate Quarter Results.
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Budget Form Entry - Add New Line

Page Actions:
Form ID Form Definition
5670 4100
Agency: Measure:
~ ~
50500 S | 50500P536006 N R
Cultural Affairs Department Number of people se

Addressing Measure Performance

Increasing
2020-21 Quarter 1 Results*: (5 ] Audit
Text:
2020-21 Quarter 2 Results®: (10 ” Audit
Text:
- Awadit
; .
2020-21 Quarter 3 Results*: 15 Text:
] ] Awdit
2020-21 Quarter 4 Results™ 25 Text:
Click Save. The Measure will appear in the form.
Audit 2020-21 2020-21 2020-21 2020-21
Row Trail PCode  Measure Measure Name Format 2020-21 Quarter 1 Quarter 2 Quarter 3 Quarter 4 Addressing Measure
Target Results* Results* Results* Results* Performance®
1 ~ P536 50500536001 Attendance to museum and historic site exhibitions, performances, films and oth  Integer (1,234) 0.0000 105.00 210.00 315.00 425.00| Increasing xyz l
F3 e~ P56 S0500P536006 | Number of peaple served through programs and services offered by museums 3 Integer (1,234 0000 T0000 20000 00 000

Records per page: (50 |¥] - Records: 1-2of 2 - Pages: 1

19.2.5. Once all Performance Measures are added to the form, submit the form following instructions
from 8.14 Submit Budget Form.

19.3. Performance Measure Change Request

Changes to existing Performance Measures can be requested through the BFM Performance Measure

Change Request Form 4400 during the Accountability in Government Act starting July 15 and ending 30

days after.

19.3.1. Navigate to the form by hovering over the Budget Formulation menu and clicking Performance
Measures Quarterly (4400).
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Home «» Budget Formulation - - PCF « L

Performance Measures (4000)

Performance Measures Quarterly (4100)

- Performance Measure Change Request (4400)

COTTT'MYNA

19.3.2. Select an available Change Request from the main form screen or "List Page" and click Header;
or click Add New to create a new change request.

Performance Measure Change Request (4400)

Quick Search:

| Enter search criteria here. Show Advanced Filters

Record Actions:
Add New
Form P Form Last Last N -
= Description Stage Agency Measure update s Submit Actions
6204 Amount of eamed revenue from 4401 P536 50500536008 0 3/3/2021 mkregor Submit Header ) | ( Detail ) | ( Delete

admissions, rentals and other activity

6205 ncipotleameclesentelio 440 PS36 50500P536008 0 3/3/2021 mkregor Submit

admissions, rentals and other activity Header

Detail | | | Delete

Attendance to museum and historic

- -r

5675 site exhibitions, performances, films 4401 P536 50500P536001 0 2/18/2021 chuck.hulem@: Submit Header
and other presenting programs

6183 Request for New Performance 4401 PS36 NEW 0 2/17/2021 chuck.hulem@: Submit Header ) | (Detail ) |

5669 Measure 1 change 4401 P536 o 2/10/2021 u1 Submit Header ) | ((Detail
Name changes as the proposed . =

6174 el 4401 P536 NEW 0 2/14/2021 chuck.hulem@:  ((Submit Header ) | ]

Records per page: |50 % - Records: 6 - Page: 1

19.3.3. Select Stage 4401 — Initial Entry. Enter Agency code or use the Magnifying Glass to select from
a filtered list based on user security. Enter Name for the proposed Transfer.
19.3.4. Click Save.

Create a new Budget Form - 4400

Close

Stage:* | 4401 - Initial Entry v

PCode: | P536 L B

Museums and Historic Sites

Measure=™ [ 50500P536008 \ kd

Amount of earned revenue from

19.3.5. Onthe Header tab, update the form fields.
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Existing Measure (Changes Not Saved) will be populated based on the existing Performance

Measure text. Any changes to this text will be ignored when saved.
Proposed Measure — enter the new proposed Measure text.

Explanation of Change — enter text to explain the requested change.

SBD’s Analyst Comments — text field for Analyst’s comments.

Consensus Reached — check if applies to measure
Current HB2 Flag — check if applies to measure
Proposed HB2 Flag — check if applies to measure

Proposed Key Flag — check if proposed key measure

FY Last Reviewed/Updated — select the year

Inactive Year — select Keep Active, or select a date to set this measure as inactive

Measure Type —

- Measure Format — select appropriate format, i.e., integer, money, percent, etc.

- Direction Good — set the desirable outcome of the target performance measure value

o Result Over Target = Target Met
o Result Under Target = Target Met
- Sort Order — select the sort order

Updated Aug 5, 2022

Budget Form Header
[Comment Hismry] [Commem] [Submit] [Conﬁguratiom]

Instance ID Form Definition Definition Name
6205 4400 Performance Measure Change Request (4400)
Stage Code:* PCode: Measure
4401 P536 0500P536008
Initial Entry Museums and Historic Sites Amount of earned revenue from
Header Narrative Changes

Amount of earned revenue from admissions, rentals and other activity
Existing Measure
(Changes not
saved):

Proposed
Measure:

Explanation of
Change:

SBD Analyst's
Comments:

19.3.6. Click Save. The Measure will save. Navigate to the Narrative Changes tab.
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Name

Amount of eamned reven

Attachments

Consensus
Reached:

Current HB2 Flag:
Proposed HBZ Flag:
Current Key Flag:
Proposed Key Flag:

FY Last
Reviewed/Updated:

Inactive in Year:

Measure Type:
Measure Format:
Good Direction:

Sort Order:

PCode:

ue from ad P536

Measure

50500P536008
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Budget Form Header

[Commem History] [Comment] [Submit] [Configuration]
Performance Measure Change Request (4400) was successfully updated.

Instance ID Form Definition Definition Name Name PCode:
6205 4400 Performance Measure Change Request (4400) Amount of earned revenue from ad P535
Stage Code:* PCode: Measure
440 P536 50500P536008
Initial Entry Museums and Historic Sites Amount of earned revenue from
Narrative Changes Attachments

Amount of earned revenue from admissions, rentals and other activity

Fvictina Maacura ‘

19.3.7. Enter Proposed Text into the fields on the Narrative Changes tab. Click Save.

Budget Form Header
[Comment History] [Comment] [Submit] (Configurarion]

Performance Measure Change Request (4400) was successfully updated.

Instance ID Form Definition Definition Name Name PCode: Measure
nuan iy MUITUINS GHU T3 SHT AHIVUIL UL Sa1IEU ISYSIuT

1. Data sources are collected by electronic ticketing systems
where such systems exist; reported to divisions by ticketing Proposed
Current | | | f .
vendors where agreements are in place for ticketing through Methodology:
Methodalogy: vendors; and recorded manually and maintained in electronic
databases in
1. Data sources are valid as the electroninc ticketing system
count is based on electronic records for each ticket sold; the Proposed
Current Validity: | data reported from ticketing vendors is based on specific Validity:
counts of tickets sold and associated revenues; and other
reporting mech
Data sources are reliable as they are produced and monitored
in electronic systems or by specific individuals designated by Proposed
Current ivici i . i S
e Division Directors, and such data correlates with admissions Reliability:
Reliability: | o onc data also monitored and reported along with
attendance data.
Protect, preserve, interpret and manage New Mexico's cultural
patrimony and programs for current and future generations posed
Current Strategic st atprf" Goal:
Goal: rategic Goal:
= Maximize impact of programs and services
Current | - Maintain and increase attendance levels to ticketed programs Proposed
Importance of
Importance of
o Measure:

19.3.8. Click Close.
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Budget Form Header
[Comment History] [Comment] (Submit] [Conﬁgurat\'on] [C\ose]

dated

Performance Measure Change Request (4400) was successfully up

Instance ID Form Definition Definition Name Name PCode:
6205 4400 Performance Measure Change Request (4400) Amount of eamed revenue from ad P536

Stage Code:" PCode: Measure

4401 P536 ‘ 50500P536008
Initial Entry Museums and Historic Sites Amount of earned revenue from
Header [ Narrative Changes ' Attachments
Save
(e e o e e |

19.3.9. The new Change Request appears in the list.

Home . Budget Formulation PCF Budget Execution Chart of Accounts Administration System Configuration Links

Performance Measure Change Request (4400)

Quick Search:

‘ Enter search criteria here... Show Advanced Filters

Record Actions:
[Add New] [Create Budget Forms] [Screen Configuration] [Action Configurationj

;:8"“ Description Stage Agency Measure FR‘;:vms bapscltale Iilasitr Submit Actions
. Amount of earned revenue from - o - L [ | ST
BOMISSIONS, TENTals ang OtNer activity
e Samesions, rentals and b actvty 4401 P33 SRR c e g
i 5 PR
5675 site exhibitions, performances, films 4401 P536 50500P536001 0 2/18/2021 chuck.hulem@: [ Submit | [ Header |

19.3.10. Click Header if additional edits are required.
19.3.11. Once the Change Request is finished, submit the form following instructions from 8.14 Submit
Budget Form.

20. Personnel Cost Forecasting (PCF)

PCF is the BFM tool that calculates base salary and benefit information based on employee data loaded
into the system. The PCF main navigation menu provides access to forms that allow for updates to
personnel data in BFM. Note: BFM data is not used to update data in the human resources system. This
is for budgeting purposes only.

Home Budget Formulation - Performance Measures - PCF Links «

20.1. Employee Allocation Updates

The Employee Allocation Updates 7100 form allows agencies to change employee allocations.

20.1.1. Navigate to the form by hovering over the PCF menu and clicking Employee Allocation Updates
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(7100).
Budget
Home < Budget Formulation - Performance Measures - - Links «

Employee Home Dept|D Updates (8100)

Employee Allocation Updates (7100)

- Invalid Employee Home DeptiD
CLICDDA

20.1.2. Click the Detail button for an available form on the main Employee Allocation form screen or
"List Page." This page will return a form for each agency or program based on your security. If
there are no agencies or programs assigned for your security role, this list will be blank. If you
believe there is an error in the list available to you, then contact the BFM Administrator to
update your security role.

Employee Allocation New

Quick Search:
| Enter search criteria here... Show Advanced Filters
Record Actions:
Form = Form Last Last B Z
D Description Stage Bt Update N Submit Actions
5027 11400: P114-R - Senate Chief Clerk 7101 0 2/13/2021 u1 Submit

6059 50500: P536-R - Museums and Historic Sites Falol 0 3/3/2021 enduser Submit Header I Detail I
6060 50500: P537-R - Preservation 7101 ] 2/13/2021 ul Submit

JUO

6061 50500: P539-R - Library Services 7101 0 2/13/2021 ut Submit
6062 50500: P540-R - Program Support 7101 0 2/13/2021 u1

6063 50500: P761-R - Arts 7101 0 2/13/2021 ul (Detail)

Records per page: |50 | ¥ - Records: 6 - Page: 1

20.1.3. The Employee Allocation Updates form will load.
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The second table contains the employee allocation data described in the table below.

Field (Column Name) | Description

o

Budget Form Lines
1D Form Header Organization Form Name
6059 7100 P536-R - Museums and Historic Sites Employee Allocation New

Quick Search:

[ Enter search criteria hare...

Actions:
1D Row ?::In Paosition Job Class Employee No Home DeptiD-BU  Fund DeptiD-BU Account Fndg Start Fndg End

Allocation Amount

631955 1 .~ CLS514012A 05000-50500 Jul 120191 135
632018 2 i~ CLSSX30000 Jul 120191 1.00
632013 3 . CLSSF3091A Jul 120191 1.00
632000 | 4 s CLSSI4012A Jul 120191 1.00
832181 -~ CLS5X20000 Jul 120191 1.00
631829 6 . CLS5C11990 Jul 120191 1.00
632001 i~ CLS514012A Jul 120191 0.50
631825 8 . CLSS40218 Jul 120191 1.00
631849 s CLss)10275 Jul 120191 1.0
631962 10 . CLSSX30 Jul 120191 1.00
631990 1 .~ CLSSK4D Jul 120191 1.00
£31830 12 . CLSSX30000 Jul 120191 0.7
631859 13 .~ CLS514013A Jul 120191 0.
631949 14 s 00004539 CLSSV4199A Jul 120191 1.00
632105 15 - 00004854 CLS5140130 Jul 120191 Dec 312030 1.00
Records per page: | 50 %] - Records: 1- 50 0f 372 - Pages: | 146 || <« 1 oo |0pi

ID Read Only.

Record ID.

Row Read Only.

Number indicating row count.

Audit Trail Magnifying Glass button. Opens a window to display the audit trail records
for the selected row.

Position Read Only. Position Number
Job Class Read Only. Job Class Code
Class Name Read Only. This column is minimized, use double arrows to expand to see.

Employee No Read Only. Employee Number (redacted in screenshot)

Employee Full Name | Read Only. This column is minimized, use double arrows to expand to see.
Home DeptID-BU Read Only. Home Organization code for Employee

Fund Read Only. Fund Code

Fund Name Read Only. This column is minimized, use double arrows to expand to see.
DeptID-BU Read Only. Department code for Employee

DeptID Name Read Only. This column is minimized, use double arrows to expand to see.
Account Read Only. Account number of employee.

Fndg Start Read Only. Funding Start Date.

Fndg End Read Only. Funding End Date.

Allocation Amount* | Data Entry Column. Enter updated allocation amount.

Pencil (edit) Icon Edit icon. When clicked, the Line Detail screen will display to allow budget
request entries. Double-clicking a row performs the same action.
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20.1.4. Locate the record to be updated and double-click to edit. Use the Quick Search feature to
narrow the record list.

This can also be accomplished through the Excel Export/Import spreadsheet. Detailed instructions are
found in Section 8.4 Excel Export/Import

Jul 120191 | Dec 31 2050
Jul 120191
ul 120191

Jul 120191

Jul 120191 | Dec 31 2050

- Records: 1 - 50 of 372 - Pages: 1 o

Records per page: | 50 |2

20.1.5. Click Save All to update edited records. An edited record will appear in red text until it is saved.
Important: Save All before paging through records. Data entered will be lost if you page
through the records list before saving edits.

Important: Each Employee Allocations must equal 100% (1.0) for the form to be submitted to the next
stage.

20.1.6. When Allocation updates are complete, click Close. Then Submit using the instructions from
8.14 Submit Budget Form.

Note: Each Employee Allocations must equal 100% (1.0) for the form to be submitted to the next stage.
If an employee allocation is greater than or less than 100% (1.0), then an error message will appear
when attempting to submit the form, as shown below. If the error message appears, return to the form
and correct the allocation amounts before attempting to submit the form again.
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Submit Budget Form

[ Configuration ] [ Refresh ] [Close ]
Not all allocations total to 100%. Please review and update to get all allocations equal to 100% and then try again.

Select a Stage:™

7102 - Manager Review v |

[Add Workgroups] [Clearj

Workgroups: [

Emails:

20.1. Invalid Employee Home Dept ID
The Invalid Employee Home Dept ID screen shows a listing of employee records that do not have a valid
home organization assigned in the system. The list will only show employee records that are assigned to
a user’s Business Unit (BU), based on system security. If an employee record has an invalid home
organization in the system, then that record will not be included in any Personnel Cost Forecasting (PCF)
calculations or on any other PCF screens.

The list on this screen can be exported to Excel for further analysis by the Department. Corrections to
the employee record home organization should be made on the Employee Home DeptID Updates

(8100) form.

20.1.1. Navigate to the screen by hovering over the PCF menu and clicking Invalid Employee Home

DeptID.
Budget
Home Budget Formulation - Performance Measures - - Links w

Employee Home DeptlD Updates (8100)

Employee Allocation Updates (7100)

MTTTITYTYA

20.1.2. Click Export to XLSX.
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Invalid Employee Home DeptID

Quick Search:

Enter search criteria here.. Show Advanced Filters

[Export to XLSX] Export to XLSX (no Headers)] [Screen Configuration]

:‘;’"i"" Class Code [ Class Name :;'""""“ Employee Name Home DeptiD - BU [ BU
00000258 AOCS102)8 Judicial Specialist 2 Z00000258 VACANT 3010300000-23100 23100

00027434 AOCC9102)B Judicial Specialist 2 200027434 VACANT 3010300000-23100 23100

00054430 AOC9102)B Judicial Specialist 2 700054430 VACANT 3010300000-23100 23100

00000259 AQCS104)B Judicial Specialist Leadworker Z00000259 VACANT 3010300000-23100 23100

00000156 AOCS104)B Judicial Specialist Leadworker Z00000156 VACANT 3070100000-23300 23300

00000170 AOC9102)8 Judicial Specialist 2 200000170 VACANT 3030200000-23500 23500

00037225 ACC9102)B Judicial Specialist 2 700037225 VACANT 3060100000-23500 23500

00000189 AOCS841)8 Magistrate Judge Z00000189 VACANT 3060100000-23500 23500

00043332 AOCS102)8 Judicial Specialist 2 200043332 VACANT 4040200000-23500 23500

00028023 AOC9102)8 Judicial Specialist 2 Z00028023 VACANT 3160100000-24100 24100

00054427 AOCC9102)B Judicial Specialist 2 200054427 VACANT 3160100000-24100 24100

00000246 AOCS205)8 Judicial Specialist Supervisor Z00000246 VACANT 3160400000-24100 24100

00000136 AOCS102)8 Judicial Specialist 2 Z00000136 VACANT 3330300000-24100 24100

00054815 AOCS009)B Court Manager 1 Z00054815 VACANT 3150100000-24200 24200 v
Records per page: |25 13 - Records: 87 - Page: ¢ | <C T ||l

20.1.3. Proceed to Employee Home DeptID Updates (8100) form to correct invalid home orgs in the
system.

20.2. Employee Home DeptID Updates

The Employee Home DeptID Updates (8100) form allows users to correct employee records in the
system that have an invalid Home Dept ID assigned in BFM. If an employee record has an invalid home
organization in the system, then that record will not be included in any Personnel Cost Forecasting (PCF)
calculations or on any other PCF screens.

20.2.1. Navigate to the screen by hovering over the PCF menu and clicking Employee Home DeptID

Updates (8100).
Budget
Home « Budget Formulation - Performance Measures - - Links

|
I Employee Home DeptlD Updates (8100) ]

Employee Allocation Updates (7100)

_ Invalid Employee Home DeptiD
CTIT'DDA

20.2.2. Select an available form from the main form screen or "List Page" and click Header. This page
will only return forms for Business Units that have an employee record with an invalid ID
assigned. If there are no forms, then the Business Units assigned to your user account do not
contain any employee records that have invalid Home DeptlDs assigned.
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Budget

Homew Budget Formulation ~ Performance Measures » PCFw Budget Execution « Chart of Accounts - Administration » System Configuration « Linksw

Employee Home DeptID Update

Quick Search:

‘ Enter search criteria here... Show Advanced Filters

Record Actions:
[Add New](Create Budget Formsj [Screen Conﬂgur’ationj (Action Conﬂgurationj
Zl;rm Description Stage Fﬁurm b:sdtate lez;tr Actions

7015 21600: Supreme Court 8101 0 3/30/2021 ul Submit Delete

7016 23100: First Judicial District Court 3101 0 3/30/2021 ut Submit

7017 23300 Third Judicial District Court 8101 0 3/30/2021 u1 Submit Delete

Delete

7018 23500 Fifth Judicial District Court 8101 [} 3/30/2021 ul Submit Delete
7019 24100: Eleventh Judicial District Court 8101 a 3/30/2021 ul Submit Delete
7020 24200: Twelfth Judicial District Court 8101 0 3/30/2021 ut Submit Delete
< 7021 24300: Thirteenth Judicial District Court 8101 0 3/30/2021 ul Submit Delete
7022 28000: Law Offices of the Public Defender 8101 0 3/30/2021 u1 Submit Delete

®
i E
| c
=

e W e}

20.2.3. Click the Invalid Home Orgs tab.

Budget Form Header
[Comment History] [Commentj [Submitj [Configuration] [Close]

Instance ID Form Definition Definition Name Name
7020 8100 Employee Home DeptID Update 24200: Twelfth Judicial District Cou
Stage Code:* PCode:
8101 24200
Initial Entry Twelfth Judicial District Court
Header i Invalid Home Orgs Employees Updated Attachments

Name: 24200: Twelfth Judicial District Court

20.2.4. The listing of employee records with invalid home organizations will appear. Click Export.
For step-by-step Export instructions, see Section 8.4 Excel Export/Import.
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Budget Form Lines

[Close] [Exportj Impor‘t] [Refreshj

ID Form Header Organization Form Name

7020 8100 24200 - Twelfth Judicial District Court | Employee Home DeptlD Upt
Quick Search:
' Enter search criteria here... ]
Actions:

[Screen Configuration] [Action Configuration] [Validation Configuration]

Audit

Row Trail Position Job Class Class Name Employee No BU Home Org
1 ~ 00054815 AOC9009JB Court Manager 1 Z00054815 24200 3150100000-24200
Records per page: | 50 | ¥ - Records: 1-10of1-Pages: I¢¢ <« 1

20.2.5. Locate the downloaded file in your browser’s bottom toobar. Right-click the arrow and select
Open.

Open

Always open files of this type

Show in folder

Cancel

FormExport_8100_...xlsx =~ v

20.2.6. Click Enable Editing and Save the file.

FormExport_8100_7017_20210407 (1) - Protected View - p Search

File Home Insert Draw Page layout Formulas Data Review View Help

@ PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View.
Al - I Position

A B © D E F G H | J K L
1 |Position ljob Class Class Name Employee No Employee Full Name  Home Org BU

20.2.7. Update the Home Org(s) listed in Column F and Save the spreadsheet.
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8100form2 ~ £ Search

File Home Insert Draw  Page Layout Formulas Data Review View Help

D12 S N3
| A ‘ B | C D E F G |
1 |Position Job Class Class Name Employee No  Employee Full Name JHome Qrg BU
2 (00000156 AOC9104JB Judicial Specialist Leadworker Z00000156 VACANT 1700000000-23300 723300
3
a4

20.2.8. Return to BFM Form 8100 and click Import.

Budget Form Lines

[Closej [Export [Impor‘tj Refresh]

ID Form Header Organization Form Name

7020 8100 24200 - Twelfth Judicial District Court Employee Home DeptlD Upt
Quick Search:
I Enter search criteria here... ]
Actions:

[Screen Configuration] [Action Configurationj [Validation Configuration]

Audit -
Row Trail Position Job Class Class Name Employee No BU Home Org
1 o 00054815 AOC9009JB Court Manager 1 Z00054815 24200 3150100000-24200

Records per page: | 50 [ ¥ Records: 1 -1 of 1 - Pages: 144 | €« 1

20.2.9. Click Browse and select the correct file. Click Load Selected File.

For detailed import instructions see Section 8.6 Import Spreadsheet.
|

Budget Form Import

[Closej [\.-’alidaﬂon Resultsj

Browse

‘ C:\fakepath\FormExport_8100_7020_20210407-forupload.xlsx

|| Load Selected File

20.2.10. The system will validate the Home DeptID when the Excel spreadsheet is uploaded. If the
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DeptIDs area valid, then the upload will complete. Click Close.

If any DeptlIDs are invalid, the rows with invalid DeptIDs will not load. Review the spreadsheet

and correct the DeptIDs, before trying to upload the spreadsheet again.

Budget Form Import

Close) (‘v’alidation Results)

Browse

‘ C\fakepath\FormExport_8100_7020_20210407-forupload.xlsx

[ Load Selected File

~

Upload Completed: /
* 1 -Records Read
¢ (- Severe Errors

+ 0 -Warning Errors
* 1-Records Uploaded

Position |Job Class |Class Name Employee No|Employee Full Name

Home Org

BU

00054815|A0CS009JB|Court Manager 1|700054815 |VACANT

1260100000-24200

24200

20.2.11. Employee Records that have been updated with valid DeptIDs will no longer appear in the list.

Click Close to return to the form Header screen.
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Budget Form Lines

Close [Export] [Impor‘t] [Refresh]

ID Form Header Organization Form Name

7020 8100 24200 - Twelfth Judicial District Court Employee Home DeptlD Upt
Quick Search:
r Enter search criteria here... ]
Actions:

[Screen Configuration] [Action Configuration] [Validation Configurationj

Row Traillt Position Job Class Class Name Employee No Home Org
There are no records available.
Records per page: |50 | ¥ - Records:0-0of0-Pages: 1< | <« 1

20.2.12. On the Header tab, click the Employees Updated tab to see the list of employee records
updated during the upload.

Budget Form Header
[Comment History] [Comment] [Submit] [Configuration] [Close]

Instance ID Form Definition Definition Name Name PCode
7020 8100 Employee Home DeptID Update 24200: Twelfth Judicial District Cou 24200
Stage Code:* PCode:
8101 24200
Initial Entry Twelfth Judicial District Court
Header Invalid Home Orgs Employees Updated Attachments

21. BFM Reporting
21.1. How to Access BFM Reports

e Access through BFM Links: Log in to BFM and click on the Links dropdown / BFM Reporting

21.2. Multiple Sessions
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BFM Reporting will open in a new tab. Drag the new tab to create a new instance of your browser. This
will allow you to have reports open in one tab and the BFM application open in another window. You
can enter data in BFM and refresh reports. This is especially useful if you have two monitors.

21.3. Logging In

Single-sign on is used to log onto Bl Launch Pad, there is no second login.
22. Run Reports

22.1. Basic Navigation

SHERP!
|H0me Documents

View = MNew Organize = Send More Actions ~ Details
My Documents Title
Folders 3.1 Budget
S| Public Folders 3.2 Personnel
= 3.3 Performance
B[ 3.1 Budget 3.4 Quarterly Forecast

[+
3.2 Personnel

3.3 Perfarmance

3.4 Quarterly Forecast

22.1.1. There are two tabs in the upper left, Home and Documents. Click on Documents to see the
report folders.

22.1.2. There are sliders on the left-hand panel that are a bit tricky to use. The first is My Documents,
where any personal documents may be saved, but this is not heavily used.

22.1.3.  Folders is where all standard reports are housed. The active slider is above the white space;
in this screen shot Folders is Active. If My Documents is Active, Folders is all the way at the
bottom of the screen. When you click on Folders it will slide to the top and open the Folders
section.

22.1.4. Click on the plus to the left of any folder to expand the folder structure.

= = Public Folders
Public Folders
Sl% o3 Divisions|
% 03 Dnisions |
— 7 1 Budget
Budget
Subreports
Personnel
Personnel

22.1.5. Click on any folder see the reports available.
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A Welcome: Senate Chief Clerk | Appli
SHERPA
‘ Home | Documents ‘
View = New Organize ~ Send More Actions ~ | Details
My Documents Title ~ Type Lat
Fo\ders [ Saved Folder
= .
I public Folgers ¥ | 199 - data crosstab Web Intelligence
B3 Department Reports ¥ | EB Expansion Reports: EB-1, EB-2 and EB-3 Web Intelligence
=] ¥ | Prior Year Data Conversion Web Intelligence
B saved ¥ | S-10 Fund Balance Projection - Appropriation Request Web Intelligence
AV e
& ¥ | 513 Line Items by Business Unit Web Intelligence
[57 3.2 personnel
¥ | S-8 Financial Summary Web Intelligence
[
3.3 performance ¥ | 59 Account Code Summary

Web Intelligence
[ 3.4 Quarterly Forecast

22.2. Open a Report

22.2.1. Navigate through the folders to the report to be run.
22.2.2. Double click on the report to be opened.

A Welcome: Senate Chief Clerk
SHERPA

| Home | Documents |

View ~ New Organize ~ Send ~ MoreActions ~ | Details

My Documents Title + Type
Folders

Saved Folder
B

Public Folders

¥ | 199 - data crosstab Web Intelligence
B 3 Department Reports ¥ | EB Expansion Reports: EB-1, EB-2 and EB-3 Web Intelligence
B2 3.1 Budget ¥ | Prior Year Data Conversion Web Intelligence
53 saved ¥ | 5-10 Fund Balance Projection - Appropriation Request Web Intelligence
B ¥ | 513 Line Items by Business Unit Web Intelligence
I3 3.2 Personnel

E S-8 Financial Summary

¥ | 5-9 Account Code Summary

Web Intelligence

Web Intelligence

3.3 Performance

I 3.4 Quarterly Forecast

When the report is open, the report header will display as a tab along with the Home and Documents
tabs:

— Welcome: Senate Chief Clerk | Applicatiol
SHERPA
‘ Home ‘ Document: ‘ 5-8 Financial Summary 7 + [

Web Intelligence ~ [ =B & ¢ = v | | [ETrack ~ ¥ Drill = % Filter Bar fF\eeze & Outline

More than one report can be open in the same session. Each report will appear as an additional tab to

the right of existing tabs. To open additional reports, click the Documents tab to return to the available
reports.

SHERPA e e

‘ Home | Documents‘ 5-8 Financial Summary ‘ 5-10 Fund Balance Pr... & = & |
Web Intelligence = EE-- S-R s £y ae v | | [& Track ~ ' Drill

-
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Most reports will be set to 'auto refresh’, meaning the report will refresh the data after you open it. All
end user reports have prompts (see Report Prompts below) that must be completed.

22.3. Report Prompts
The prompt screen will display with default values selected when a report is opened or when a report is
refreshed. In the Prompts Summary area there may be multiple prompts that appear.

- Prompts

— Available prompt variants - _._J

o Type values here

&  P/ZCode

Refresh values %3
& * Include Department Section? (Y

slzles =

@ -

* Required prompts

e You must click on each Prompt you wish to fill out (or is required) and follow the procedures
below to complete them.

e The active Prompt (Agency) is highlighted in Blue; there are three prompts in the screenshot
above (Agency, P/Z Code, *Include Department Section? Y/N)

e Optional prompts have a green circle with a checkmark when the prompt is empty.

e Required prompts have a red circle with a “x” when the prompt is empty.

e Depending on the report that is opened, all prompts (listed below) may not be available. Each
report may have different prompts.

22.3.1. To change the default prompt value there are three options:
e Selecting a value from a list
e Entering a value
e Searching for a value

22.3.2. To select a value from a list, click the Refresh Values % button. All of the valid prompt
values will display in the box below. Highlight the value you wish to select and Double click or
click the right arrow. For a LIST type prompt, you can repeat this and select multiple codes.
You can also CTRL+Click to select multiples at one time.
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- Available prompt variants | 'l [H . X
O [(Agenoy 11400) N w400
) |@ Pz cCode Refresh Values %3,
« @ * Include Department Section? (Y | = |
Agency ! =
[ 11400 | Senate Chief Clerk
March 1, 2021 9:34:26 AM GMT-07:00
| & -
I
* Required prompts
| ok || cancel
i
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22.3.3. To enter a value, type the value into the "Type values here” box, then click the

right arrow 7. This adds the selection to the report without using the Refresh
Values list shown above.

Available prompt variants ‘ B '] H - X
Prompts Summary
O ageny L [ ]
%  P/ZCode
Refresh Values
@ * Include Department Section? (Y =
To see the content of the list, click the Refresh
values button. <

After clicking the right arrow, the default prompt value (if there is one) is replaced:

T —

- Available prompt variants | '] l:ﬂ - X

Prompts Summary

@ Ageney11400
1@ P/zCode | |

- Refresh Values ¥3.
{ @ * Include Department Section? (¥ | = I
To see the content of the list, click the Refresh

values button. ‘Z’
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22.3.4.  In many cases the lists are long. To search for a value, type the value in the field to the left of

the binoculars i , then click the binoculars. Partial values can be entered and all values that
contain that partial value will be searched. Then double click the value to be used for the

prompt.
Available prompt variants | 'l Lﬂ b X
Prompts Summary
@ Agency11400 a0
%  P/ZCode | |
: Refresh Values 2.
& * Include Department Section? (Y =
sl
[ 11400 | Senate Chief Clerk
pd
March 1,?9:40:02 AM GMT-07:00
|senate ﬂ T
(EE——
* Required prompts
[ ok || camcel |
e

22.3.5. Once all prompt values have been selected, click the OK button. The report will run. If OK is
NOT highlighted (it appears light gray), this means a required prompt has not been completed.

- Available prompt variants | ,] lﬁ _ X

il Prompts Summary (optional)

q g_ |

J P/Z Cade

2 Refresh val 2

= |@ * Include Department Section? (Y’ alues T —

’ Agency ‘—/
sl

[11400 | Senate Chief Clerk

March 1, 2021 9:40:02 AM GMT-07:00

(I -
* Required prompts
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22.4. Report Icons

I. Hume.l. Documents I 102 - Agency Budget... .7 =

- | B2 &~ | F orll -~ 7 Filter Bar

] -
| I Advanced | == Run
=&
= Enter Agency (optional)
026
—_— \
SHERPA
|Home | Documents‘ 5-8 Financial Summary .~ + & |
Web Intelligence ~ = S0 22 S & v | |[ETack ~ ' Drll v W FiterBar [ Freeze - B Outline
=
Ta
= Senate Chief Clerk State of New Mexico
=@ BU PCode  Department 5-8 Financial Summary
11400 P14 000000 (Dollars in Thousands)
(?
— 201819 2018-19 2019-20 - FY 2021 Agency Request -—-— - FY 2021 R
Toolbar Actions

-

Save current report, click down arrow for Save As option.
|j - .
Print current report (tab) or all reports (all tabs).

g
~ Export current report (tab) or all reports (all tabs) into a PDF or Excel.

I
Lo
ey

Refresh data by rerunning using the prompt window.
=1 - oy
+ Dl = Enables the drill capability in the report.

 AerBar pisplays the filter bar at the top of the report. Objects can be added to the filter bar to restrict
what is displayed in the report.

-]

Folder opens a new report in place of the existing report.

Side Panel Actions

‘ B Displays the Navigation Map which includes all report tabs and any sections added to report
navigation.

‘ - Displays the Input Control options. Input controls are used to determine what data is displayed in
the report.
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Displays the User Prompt Input options.
22.5. Report Navigation — Document Tabs

Different views of the same data can be captured in report tabs. First, click on the “Navigation Map”
button on far left side. The Navigation Map will appear. There are two ways to move between tabs
within a report: the Navigation Map or the Tab Strip.

Home | Documents | S-8 Financial Summary ‘ §-9 Account Code Su... [
Web Intelligence ~ Sl - 1S-m P 5] & v || Track ~ 7§ Oril = W FiterBar [ Freeze - B Outline Readir
= L 59 Account Code Summary
2 | L]
® e P114 Senate Chief Clerk State of New Mexico
=g E e zco BU Department
= = [£) Revenues 40 P4 000000 (Dollars In Thousands)
5 # e z.CO
O | =R g P R — e — T —— e
® e PL4 Opbud Actuals opbud PCF Proj Base Expansion Total Base Expansion Total opbud
# e z-CO
520000 00 0.0 00 0.0 50 00 50 00 0.0 00 00
200 ervices & Employee Benefits 00 00 00 00 80 00 &0 00 00 00 00
$20000 Other 00 00 00 00 100 00 10,0 00 00 ) 00
546610 DOIT Telecommunications 00 00 00 00 220 00 20 00 00 0o 00
400 Other 00 0.0 00 0.0 20 00 120 00 0.0 00 00
TOTAL EXPENSE 00 0.0 00 o 400 00 400 00 0.0 00 00
Senate Chief Clerk - Z-Codes State of New Mexico
Department
1400 ZCO 000000 (Dolars in Thousands)
201819 201819 2019-20 20201 FY 2021 Agency Request - e FY 2021 Recommendation —-— Fy 2021
Opbud Actuals opbud PCF Proj Base Expansion Total Base Expansion Total opbud
499105 General Fd. Appropriation 1.141.0 14910 11820 0.0 0.0 00 0.0 00 0.0 0.0 0.0
M1 General Fund Transfers 14410 14910 11820 00 00 00 00 00 00 00 00
480505 Other Financing Saurces 3 73 320 0.0 00 00 0.0 00 0.0 00 00
130 Other Revenues 173 173 320 00 00 00 0.0 00 00 00 00
TOTAL REVENUE 11583 15083 12180 o 00 00 0.0 00 00 ) 00
520000 Payroll 9647 00 10182 00 00 00 00 00 00 00 00
520100 Exempt Perm Fositions PTEFT 00 00 00 935.0 00 00 00 00 00 00 00
521100 Group Insurance Premium 00 00 00 e 00 00 00 00 0o 0o 00
S21200 00 00 00 192 00 00 00 00 00 00 00
[3 Main - [4 Revenues | [ Expenses
Main ~ [ Track changes: Off | M 4 Pagelofi+ » M = 15| 100%

Navigation Map
22.5.1. Todisplay the tab, click on the tab in the Navigation Map. The tab currently displayed is
highlighted.

= « 5-9 Account Code Summary
S o

+ * P114

H @ Z7-CO

£| Revenues

E| Expenses

22.5.2. If atab has a plus sign, report sections have been added to the navigation map.

B =

22.5.3. Clicking on the sub-tab navigation item will display that specific section in the report.

Tab Strip
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22.5.4. Todisplay the tab, click on the tab in the Tab Strip. The tab displayed currently is highlighted.

2018-19 2018-19 2019-20 2020-21 - FY 2021 Aget
Opbud Actuals Opbud PCF Proj Base ExparE
499105 General Fd. Appropriation 1,141.0 1,491.0 1,182.0 0 0.0
1M1 General Fund Transfers 1,141.0 1,491.0 1,182.0 0 0.0
499905 Other Financing Sources 17.3 17.3 32.0 0 0.0
130 Other Revenues 17.3 17.3 32.0 0 0.0
TOTAL REVENUE 1,158.3 1,508.3 1,214.0 0 0.0
B
= ;
Revenues = & Track changes: Off “ 4 Pagelofit » M 200% B = 2 minutes ago
Paging
To move between pages of a report, click the arrows or enter a page number.
130 (Other Revenues 173 7.3 320 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0
TOTAL REVENUE 153 5083 12140 o () 00 () ) 00 00 00
520000 Payroll 964.7 0.0 1,019.2 0.0 0.0 0.0 0.0 00 0.0 0.0 0.0
520100 Exempt Perm Positions P/T&F/T 00 0.0 00 935.0 0.0 0.0 0.0 0o 0.0 00 0.0
521100 Group Insurance Premium 00 0.0 00 778 0.0 0.0 0.0 00 0.0 00 0.0 v
521200 Refirement Contributions ) 0o 00 1782 00 0o 00 ) 0o ) 0o .
j [ Revenues | [Z Expenses t
[# Track changes: Off] | 4 4 Pagelofi+ » M| \I: =] |100% ~| & 2 minutes ago
b

22.5.5. To advance pages, click the inner arrows © to move one page at a time and the outer arrows
fo . )
to move to either the first or last page.

|4 4 Pagelofl+ P M |

22.5.6. To select a specific page, click on the Page 1 of 1 to enter a page number and then click Enter.

[ 4 4 P M|
Zoom
22.5.7. To change the viewable portion of a report, change the zoom percentage on the bottom tool
bar.
et Trackchanges: Off | 4 4 Pagelofl1 » M | | = |5/ 100% v < 6 minutes ago

Zoom options include:
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—  Pagewidthi -

Whole Page E
10% of
]

25%
50%
75%
v 100%
150%
200%

500%

| [100% ~ =2 7 minut

22.6. Refresh a Report While Open

Once a report is opened, the values in the report can be updated by refreshing the report.

Refresh with Prompts
22.6.1. Click the Refresh button in the tool bar under the report name:

A
SHERPA

| Home | Document5| $-8 Financial Summary -~ = & |

Web Intelligence ~ El- S-6 52 ) X - H

=|
=l 4 S-8 Financial Summary
= ©8

® @ P114 Senata Chiaf Clarl:

22.6.2. The prompt screen reappears. Complete the report prompts as described in Section 22.3
Report Prompts.

Refresh From User Prompt Input

In the upper left, the Navigation Map/Document Summary drop down contains an option for User
Prompt Input. Selecting this allows you to change values by simply typing in new values and clicking
Run. There is a slight time savings to using this method if constantly refreshing the report.

22.6.3. Select User Prompt Input

i

Home ‘ Document5‘ 5-8 Financial Summary = = & |

Web Intelligence = EE- 1 S-n 2
=|
(7 Advanced | & Run

LEg Agency (optional)
11400

P/Z Code (optional)

Include Department Section? (Y or N)
N

BFM End User Training Guide 120



State of New Mexico

22.6.4. Type in the Organization or other values in the prompt areas

to choose, so you must type in a valid entry.

SHERPA
|Home | Document5| 5-8 Financial Summary .~ + & |
Web Intelligence ~ = H -
=1 -
(7] Advanced | < Run

- |
LE: Agency (optional)
11400

P/Z Code (optional)

N

Include Department Section? (Y or N)

S-® P2 > I 2
Senate Chief Clerk
BU PCode Department

11400 P14 000000

EXPENSE

Updated Aug 5, 2022

. There are no values from which

22.6.5. Click Run. The report will be refreshed with the data for the values you entered.
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22.7. Drill Through on Personnel Report

Drilling displays the data at different levels of summarization. Drill Through is available on a Personnel
Cost Forecasting (PCF) report.

22.7.1. From the Documents Folder, navigate to the 3.2 Personnel folder. Double click to open.

_ Welcome: Senate Chief Clerk
SHERDP!
| Home | Documents
View v New Organize ~ Send More Actions ~ | Details
My Documents Title Type
eldess l 3.1 Budget Folder
Public Folders 3.2 Personnel Folder
= 3.3 Performance Folder
5 3.1 Budget 3.4 Quarterly Forecast Folder

[+
3.2 Personnel

& 3.3 Performance

3.4 Quarterly Forecast

22.7.2. Locate the 302 — PCF Detail Agency/Individual report. Double click to open.

A Welcome: Senate Chief Clerk

SHERPA
| Home | Documents |

View v New Organize ~ Send More Actions ~ Details

My Documents Title » Type

ki Sub Reports Folder
= .

Public Folders # | 302 - PCF Detail Agency/Individual Web Intelligence

3 Department Repaorts

®"[E3 3.1 Budget

&
3.2 Personnel

B 57 4 a2 pectrcennaen

22.7.3. Complete the Prompt using the instructions in 22.3 Report Prompts, or leave blank and click
OK.

22.7.4. The report will load. Click on the Drill icon to enable the drill functionality. The drill up icon
appears in the report column header where drilling is available.

If the arrow points up, the report will allow drilling up to a higher level; if the arrow points down, the
report will drill to a lower level of data. In this example, the data drills up to a higher level.
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— Welcome: Senate Chief Clerk | Applications> P
SHERPA
| Home ‘ Dntuments‘ 302 - PCF Detail Agen... = = & |
Web Intelligence ~ EE- S-6 &2 o B e v | | [ Track F | Fiter Bar | [ Freeze - & Outiine
=1 7 Click icon to add simple report filters
LE’]
=1
=@
= State of New Mexico
~ 302 - PCF Detail Agency/individual Run Date: 3/3/21
(2
= PCode by Employee RuUn Time: 9:11:48 AM
< X
. ., Retiree
Employee * PCN Job Class - Name + FTE Hourly Salary Group Ins Retire FICA/MI Health Total
Z-CODES-11400 - Senate Chief Clerk - Z-Codes
Option 1:

22.7.5.  Left-click on any column header/field that has a drill icon. It will automatically drill to the next
pre-defined level.

SHERPA
 Home | Documents | 302 - PCF Detail Agen... .~ < [ | 302D - PCF Detail 30
Web Intelligence = EE-- S-0&EE B B~
-:I (*J | - V|
Ta
- |
E "
(?
|Dri|| Up to Division - Name
Employee M PCN Job Class - Name
L
Z-CODES-11400 - Senate Chief Clerk - Z-Codes
Option 2:

22.7.6. Right-click on the row you want to drill on and choose Drill By.
Note: The 302 Report shows employee listed by name, but in the screenshot below the employee
names are redacted.
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—
SHERPA
| Home | Documents | 302 - PCF Detail Agen... 7 = [ | 302D - PCF Detal 302D - PCF Detail 302D - PCF Detail 302D - PCF
Web Intelligence = EH- 1 S3-0 2 ) ¥ | @ - || [ZTrack - | Dl |~ |\ Filter Bar | [ ] Freeze
= W v]
LEJ
o
=&

State of New Mexico
302 - PCF Detail Agency/Individual
PCode by Employee

Employee + PCN Job Class - Name * FTE  Hourly salary  Groupins  Re
Z-CODES-11400 - Senate Chief Clerk - Z-Codes
Drill Down to
1 Svc Rep
+  Employee Name Drill Up to Division - Name 1.00 18.180 37,959 55
* orill By... ’ Class * 7288 599
+ 5 Stop Drill 1.00 45258 94 499 4,334
LGISFO02 - Constituent Services
+ Ren Il 1.00 20460 42720 16.863

22.7.7. Select the drill dimension, the report will show the data at that level. The report at the new
level will load.

A Welcome: Senate Chief Clerk
SHERPA
Home | Documents | 302 - PCF Detail Agen... = = [ | 302D - PCF Detail | 302D - PCF Detail | 302D - PCF Detail 302D - PCF Detail | 3020 - PeF petail
Web Intelligence ~ EEH- S-6 22 ) & v || & Track ~ |3 Drill| » | Filter Bar | [T Freeze - @ Outline
=1 | - v | Burgess, Jacqueline T~ |
=l 4 302 - PCF Detail Agency/Individual
‘E:, BjPcode by Employee|
= =| Benefit Details
= =) Export
= = State of New Mexico
- 302 - PCF Detail Agency/individual
( .
. PCode by Employee
Division - Name PCN Job Class - Name FTE Hourly Salary Group Ins Retire
Z-CODES-11400 - Senate Chief Clerk - Z-Codes
LGISEOD4 - Caonstituent Svc Rep
+ - 1.00 18.180 37,959 55 6%
Tetal 1.00 37,959 55 6,f
Grand Total 1.00 37,959 55 6t
Account Account Name FTE Total
520100 Exempt Perm Positions PIT&F/T 1.00 37,959
Grand Total 1.00 37,959
Linked Report

The 302 PCF Detail Report is also a linked report, meaning a separate report related to the same dataset
can be opened by clicking a hyperlink available in the report.

22.7.8. Click the plus-sign hyperlink next to the employee name to open the PCF Detail for the
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employee.
TR SISTTTY
SHERPA
| Home | Documents | 302 - PCF Detail Agen... & 1 | 302D - PCF Detail 302D - PCF Detail 302D - PCF D¢
Web Intelligence = el 3-8 P8 S I v || [ Track =~ § Drill »
=
'E:.
D State of New Mexico
= 302 - PCF Detail Agency/Indi’
PCode by Employee
(?
Employee PCN Job Class - Name E} FTE Hourly Salary
Z-CODES-11400 - Senate Chief Clerk - Z-Codes
LGISEOO4 - Constituent Svc Rep
+ | 1.00 18.180 37

22.7.9. The detail report opens in a new tab.

A
SHERPA
| Home ‘ Documents ‘ 302 - PCF Detail Agency/...

| 302D - PCF Detail 7 = |

Welcome: Senate Chief Cle

Web Intelligence ~ El- 1 S-6 22 e s

=l 4@ 302D - PCF Detall
'Ej =| EENENEDEE]
o

£| PCode by Employee

= - || [ Track = 7§ Drill = ¥ Filter Bar || Freeze

B Outline

State of New Mexico
302D - PCF Detail
Salary Employee Detail

Grand Total: 48,181

22.8. Limit Data Using Input Controls

=@
= = Position Code: 10106953
(» Z0000-11400 - Senate Interim Class: LGISE004 - Constituent Svc Rep |
— Benefit Name
HOURLY 18.180
NMA-BASLF  Basic Life & ADD Empl 85
SALARY_BASE 37.614
RETHC PERA Retiree Health Care 756
XTRA1 145
SPLAN3 State Plan 3 6,519
Salary Sum: 37,959
Sum: 7,330
Statutory
Ml 548
OASDI 2,344
Sum: 2,892

Input Controls limit data displayed in the report after refreshing. Input Controls are available on the S-8

Financial Summary report.
22.8.1.
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A
SHERPA
Home IDucuments 5-8 Financial Summary .~ + & }

Welcome: Senate Chief Clerk |

Web Intelligence = "E2EH-S3-0 22 ] I:'ﬂ o2 '] [l’g Track * '§ Drll » % FiterBar [ Freeze - & Outline
= put Controls
| map Reset
%g * Document Input Controls (2) Senate Chief Clerk State of New Mexico
=@ o oA BU  PCode D t $-8 Financial Summa
=0 § Category - Name = = 11400 P11u4e ugggorgm" (Dollars in Thousands) v
(7) All values -
o 111 - General Fund Transf 2018-19 201519 2013-20 2020-21 e FY 2021 Agency Request ——
130 - Other Revenues oK Opbud Actuals Opbud PCF Proj Base Expansion Total
200 - Personal Services & EXPENSE
300 - Contractual Services ¥
200 Personal Services & Employee Benefils 0.0 0.0 0.0 0.0 8.0 0.0 8.0
P,‘Z Code - Name ‘e a 400 Other 0.0 00 00 0.0 320 0o 320
EXPENDITURES 0.0 0.0 0.0 L] 40.0 0.0 40.0
All values - EXPENSE 0.0 0.0 0.0 o 40.0 0.0 40.0
P114-R - Senate Chief Cler ’ : ’
Z-CODES-11400 - Senate | 0K
~ Report Input Controls (0)
22.8.2. Select one or many values from the input control panel on the left-hand side of the screen.
Hold down the Ctrl key to select multiple values with your cursor.
22.8.3. Click OK.
.

[Hnme [Documentsl 5-8 Financial Summary .~ = & ‘

Web Intelligence ~ [ "2l G- 5L ][Iﬂ x| '} [F&.’Tracl-c * ‘¥ ool v
) Input Controls ~ «
| Map Reset
E ¥ Document Input Controls (2)
Senate Chief Clerk - Z-Codes
=@ a
=0 | Category - Name @ 2 a0 200 o000
(?) All values -
— 111 - General Fund Transf 201819 201819 2019-20
130 - Other Revenues [ OK] Opbud Actuals Opbud
200 - Personal Services REVENUE
300 - Contractual Services ¥
130 Cther Revenues 17.3 17.3
P/Z Code - Name = A REVENUE. TRANSFERS 17.3 17.3 :
REVENUE 17.3 17.3 :
All values -
P114-R - Senate Chief Cle
22.8.4. Select “All values” and click OK to return to the complete data set.
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A
SHERPA

| Home | Documents| $-8 Financial Summary .~ =

Updated Aug 5, 2022

=" B

Web Intelligence -

Map Reset

¥ Document Input Controls (2)

Zo Category - Name

| ¥ Report Input Controls (0}

22.9. Export a Report

= A
| All values '|

- General Fund Transf
130 - Other Revenues
200 - Personal Services &
300 - Contractual Services ¥
P/Z Code - Name = A
All values
P114-R - Senate Chief Clei
Z-CODES-11400 - Senate | oK

Sh-m| L2 S = v || [ETrack *+ §oonll v
Senate Chief Clerk - Z-Codes
BU PCode Department
11400 Z-CO 000000
2018-19 2011
Opbud Ach
REVENUE
M General Fund Transfers 1.141.0
130 Other Revenues 17.3
REVEMUE. TRANSFERS 1.158.3
REVENUE 1.158.3
EXPENSE
200 Personal Services & Employee Benefits 964.7
300  Confractual Services 149 .4
400 Other 442
EXPEMDITURES 1,158.3
EXPENSE 1,158.3

Options to export include all report tabs or data as PDF, Excel, CSV, or Text. The Export icon on the
upper tool bar provides an Export popup.

A
SHERPA

| Home ‘ Dotuments| 5$-9 Account Code Su... 7 = & ‘

Welcon

Web Intelligence ~ = g -
=]

Map Reset
- |

There are no input controls defined on this
- @ |report. To define @ new one, switch fo Design

.5'3% =y 2

==

5y o gl W

% Click icon to add simple report filters

= [& Track = |3 Drll| = [\ Filter Bar_f;‘m Freeze

& Outline

=0 | made. Senate Chief Clerk State of New Mexicc
BU PCode Department
L 11400 P14 000000 (Dallars in Thousands)
201819 201819 2019-20 2020-21 e Fraozia
Opbud Actuals Opbud PCF Proj Base Ex
520000 Payroll 0.0 0.0 0.0 0.0 8.0
200 Personal Services & Employee Benefits 0.0 0.0 0.0 0.0 8.0
540000 Other Expenses 0.0 0.0 0.0 0.0 10.0
548610 DOIT Telecommunications 0.0 0.0 0.0 0.0 22.0
400 Other 0.0 0.0 0.0 0.0 32.0
22.9.1. Select Report or Data. Report allows a selection of one, multiple, or all report tabs. Data
allows a selection of queries defined for the report.
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s I Export ¢ %
- -
seledt Select
O reprs
. i
Select All - Select All
Main Main (24 rows)
Revenues Global (1 rows)
- <
File Type: | PDF % File Type:  C5V v
[C) current Report Text qualifier
All pages Column delimiter
Current Page Charset - ‘
Page(s)
- [ Enter a new charset ‘ ‘ v
oK Cancel OK | Cancel
22.9.2. Select File Type. Each file type has additional export options.
22.9.3. Click OK.
22.9.4. Once the report downloads, click prompt to open.
i Welcome: Senate Chief Clerk | Applications = Preferences Help menu | Log off Je
SHERPA
| Home | Dacuments | $-9 Account Code Su... 7 = =
Web Inteligence = - S-8 s IR <ol - vy Fiter B3¢ | [ Freeze - E Outine Reading| ~ Desgn - @ -
= BEETEONEY | % cick con to add simpe report fers
Map  Reset
There are no input controls defined oan this
=l report. 7o define 3 new one. switch to Design
=8 o, Semate Chief Clerk State of New Mexico
u Department
@) Taea Erd oownes (Dot n Thausancs
e aww | mmm wma it Ay —re Frat
Oppan  Acuss  Opua  pF prof o T Bae . Expamsion ot ‘optud
e Pt m ™ m m m m m m m m m
209 Personal Services & Empioyee Benetita o 0 0 00 5 00 " 00 o 0 0
[rTyrr—" m m m m m m [m m m m m
46810 DI Tawcommunkstons o I I 0 20 0 20 I 00 I 0 i
ToTAL EXPENSE m m m S o m rm m m m m
Semate Chief Clerk - Z-Codes State of New Mexico
Pose  Deparoment
Taes ZCor  Godans {Dotan n Thousarcs
2840 201819 2019.20 202021 e FY 2021 Ageney — FY 2024 Frma |
Open  Acuss  Ooa  POFPol Dew  Exaen  Toll e Eowmon  Towl opous |
T 14810 [T oo ) oo o [ o0 [ ool
tHe e e 0 o 0 " " s 0 00)
) " 2o s ) o m o ) m oo
73 .3 320 0.0 o0 0.0 0.0 00 0.0 0.0 0.0f -
TOTAL REVENUE 14583 1,508.3 1,240 0 0.0 0.0 0.0 00 0.0 0.0 0.0, B
2 Main -~ [7 Revenves | ) Expenses [
& Trackchanges: OFf | 4 4 Pagelofi- » M = 5] 100% - &5 minutes ago

B 5-9 Account Code..pdf A~

Saving as Excel

Showall X

Double click the file in the bottom bar of the Browser window to Open. Click Enable Editing, then save
the report as desired.
o The Excel files will not include the report headers.

BFM End User Training Guide

128



State of New Mexico

S-9_Account_Code_Sum|

File Home Insert Draw Page Layout Formulas

@ PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View.

Data

Updated Aug 5, 2022

,O Search

Review  View Help

Al - S Senate Chief Clerk
A B c D E F G H | J K L M N 0| P Q R s
enate Chief Clerk i
1 |[s Chief Clerk State of New Mexico
ode  Department
2 |BU  PCode Department
3 [11400 P114 000000 (Dollars in Thousands)
4
X X - 21 e gency Request - e ecommendation ———
5 2018-19 201819 201920 202021 FY 2021 Ag R t FY 2021 Re dati FY 2021
6 Opbud Actuals Opbud PCF Proj Base Expansion Total Base Expansion Total Opbud
ayrol
7 _|52000¢ Payroll 0.0 0.0 00 0.0 8.0 0.0 8.0 0.0 0.0 0.0 0.0
8 |20 Personal Services & Employee Ber 0.0 0.0 0.0 0.0 8.0 0.0 8.0 0.0 0.0 0.0 0.0
er Expenses
9 |54000C Other E: 0.0 0.0 00 00 100 0.0 10.0 00 0.0 0.0 0.0
elecommunications
10 |54661CDOIT Tel 1 0.0 0.0 00 00 220 0.0 220 00 0.0 0.0 0.0
er 1 1 X 1
11 [400 o 0.0 0.0 0.0 0.0 320 0.0 320 0.0 0.0 0.0 0.0
12 |TOTAL EXPENSE 0.0 0.0 0.0 0 40.0 0.0 40.0 0.0 0.0 0.0 0.0
13
enate Chief Clerk - es i
14 |s Chief Clerk - Z-Cod State of New Mexico
ode epartment
15 |BU  PCode  Department
16 | 11400 €0 000000 (Dollars in Thousands)
1r
- - - 21 e gency Request —— ecommendation
18 2018-19 2018-19 201920 2020-21 FY 2021 Ag R t FY 2021 Re dati FY 2021
19 Opbud Actuals Opbud PCF Proj Base Expansion Total Base Expansion Total Opbud
Iz Genera ppropriation B R B . - - g
20 |49910% General Fd. & i 11410 1,491.0 1,182.0 00 0.0 0.0 0.0 00 0.0 0.0 0.0
99 |11 General Fund Transfers 1,141.0 1,491.0 1,182.0 00 0.0 0.0 0.0 00 0.0 0.0 0.0
22 |49990¢ Other Financing Sources 173 17.3 320 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0
273 (130 Other Revenues 173 17.3 32.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0
24 |TOTAL REVENUE 1,158.3 1,508.3 1,214.0 0 0.0 0.0 0.0 0.0 0.0 0.0 0.0
25 |52000C Payroll 9647 0.0 1,019.2 00 0.0 0.0 0.0 00 0.0 0.0 0.0
26 |52010C Exempt Perm Pasitions PIT&FT 0.0 0.0 0.0 935.0 0.0 0.0 0.0 00 0.0 0.0 0.0
2T |52110C Group Insurance Premium 0.0 0.0 0o 778 0.0 0.0 0.0 0.0 0.0 0.0 0.0
28 |52120 Retirement Contributions 0.0 0.0 00 1792 0.0 0.0 0.0 0.0 0.0 0.0 0.0
29 |52130CFICA 0.0 0.0 00 713 0.0 0.0 0.0 00 0.0 0.0 0.0
3Q |200  Personal Services & Employee Ber 964.7 0.0 1,019.2 1,263.3 0.0 0.0 0.0 0.0 0.0 0.0 0.0
31 |53000¢ Contracts 1494 0.0 150.2 00 0.0 0.0 0.0 00 0.0 0.0 0.0
39 [300  Contractual Services 1494 0.0 1502 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0

Saving as PDF

Click the arrow next to the downloaded file in the browser window.

[ I S

p
Open e
Open with system viewer -

Always open with system viewer

Show in folder ]

Main -
Cancel

@ 5-9_Account_Code....pd v

Click Open to open in a new browser window.

Click Open with System Browser to open in your computer’s default PDF viewer. Depending on your

computer settings, this may be Adobe Reader or another PDF viewer.

The PDF will include the report header and provide navigation through the tabs on the left-hand side.
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@] (@ File | C:/Users/megan/Downloads/S-9_Account_Code_Summary%20(1).pdf S}
1 [ofs Q — + @ D Page view A Read aloud Y Draw ~ W Highlight ~ & Eras
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22.10. Print a Report

State of New Mexico

Clicking directly on the Print icon will download a PDF of the entire document (all tabs) that can be
printed. Clicking on the arrow on the print button and selecting Print will provide additional options for

what is to be generated into a PDF.

LE Print (Ctr+P)
IExport to PDF for printing

==
Print
—Print Rangs Page size
® Al Reports Letter .
O current report —Margi
& Al Top:
0.31 | inches
Current Page
Left: Right:

ages

Enter Page Range

0.31 o inches

0.31 o inches

BFM End User Training Guide

Bottom:
(Example: 1,3,5-11). 0.31 - inches
—Scaling
® Adjustto: |100 % normal size
O Ftto: |auto page(s) wide  |Auto pagef(s) tall
— Orientation
A O Portrait
®) Landscape
Print Cancel

130



