Division of Financial Management
Budget Development System Manual

This manual has been put together to assist agencies with instructions on how to utilized the Budget
Development System (BDS).

Note: The system does have a time out feature. After 30 minutes of inactivity it will log you off the
system.

The BDS can be accessed at http://apps.dfm.idaho.gov/bds/login.aspx

Login Screen

The first screen to appear will be the login screen. Enter your User ID and Password.
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To request Agency access click here Agency/DFM Users: Log on here ...

Forget your password? click here User ID:

Not sure if you are registered? click here Password:

*** This site best viewed in 1280 x 800 or higher resolution using Internet Explorer &+ ~ maximize your screen ***

Home | Contact Us | Ida

If you need access to the system, forgot your password, or are not sure if you are registered, click on the

appropriate link. You will be requested to input your email address, click send, and you will receive an
email with the necessary information. Options are:

e Torequest Agency access click here

This will bring up the following screen where you will fill out the necessary information. An
email will automatically be sent to the system administrator who will verify the information,
assign you a password, and allow you access to the system. Once you have been approved you
will receive an email from the system administrator with your log in credentials.
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Please enter the information listed below to request a Budget Deployment System login
If your request is granted, you will receive email notification.

User ID
(6-10
chars):
Primary
Email:

First Name:

Last Name
- Select - -
Agency: i . -
Note: [f not an agency user, please select "Non Agency User
option.
Phone
Number:

If you require additional agency access or are a non-agency user, please describe your
requirements below:

Submit Request

e Forgot your password? click here

This will prompt you for your email address and if you are already set up in the system, you will
receive an email with your log in credentials.
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Enter your email address so we can send yvou your credentials:

Close Window

e Not sure if you are registered? click here

This will prompt you for your email address and will automaticaly check the system to see if you
are already set up in the system. If your are currently a user you will receive an email with your
log in credentials. If you are not currently in the system, you will receive the following message.
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Enter vour email address so we can send vou vour credentials:

kni@dfm idaho_gov

That email does not exist in our system. Check your spelling and try again.

If the spelling is correct, close this window and register as a new user.

Close Window
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Main Screen
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Options on the Main Screen include:

1. Add DU —allows the ability to add decision units (DUs) to the History (DU 1.11-1.99) and

Request (DU 4.11-12.99).

2. Edit DU - allows the ability to modify decision units already added to the system. History will be
preloaded with DU’s 1.00 and 3.00, which will be view only. If you need any changes please

contact your DFM Analyst.

3. Reports — The Reports Screen with give you the ability to print a variety of reports for your
agency. New to the Reports Screen is the ability to print reports from the Recommendation and

Appropriation files once they have been released.
4. Agency Utilities Screen - Export Budget; Edit Descriptions; Change User Information; and Submit

Agency Budget.




Add DU Screen
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Select whether you want to add DUs to the History (DUs 1.11 — 1.99) or to the Request (DUs 4.11-12.99).

Note: The bar across the top will change color depending on which radial button you select — purple for
Request and yellow for History.

Select Agency and Function/Activity and then the DU number you want to add. If a DU number is not
available on the drop down list, it means it has already been added and can only be accessed from the
Edit DU Screen. Once a DU number has been selected, the DU Title will automatically appear in the title
box for all decision units except line items (DUs 12.01-12.79). For all line item decision units, enter a
short descriptive title.

Priority allows you to enter an agency priority number for line item decisions units.
Description allows for complete explanation of the decision unit.
Grid contains the necessary fields to enter detail decision unit information.

1. Fund column, select a six-digit fund and fund detail from the pull down list.
Cat - Category column will prepopulate depending on the fund selection.

3. OT - Designates the one-time or ongoing status of the fund line. The default is ongoing and no
further action is needed. A check mark in the box indicates the fund line is designated as one-
time.

4. FTP - Provided to enter full-time position information.

5. PC-Personnel Costs object class.



OE — Operating Expenditures object class.
CO — Capital Outlay object class.
TB — Trustee/Benefit Payments object class.
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. LS —Lump Sum object class.
10. Total — Total of all object classes. This will automatically calculate.

Program totals, sometimes referred as benchmarks, may be viewed as you progress through your
budget by using the 2.00, 5.00, 7.00, 9.00, 11.00, and 13.00 buttons at the bottom of the page. These
numbers refer to decision unit numbers for Prior Year Actual Expenditures (DU 2.00), Current Year Total
Appropriation (DU 5.00), Current Year Estimated Expenditures (DU 7.00), Budget Year Base (DU 9.00),
Budget Year Total Maintenance (DU 11.00), and Budget Year Total Request (DU 13.00).

Edit Screen
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The Edit Screen is nearly identical to the Add Screen in appearance and functionality. Once the Agency
and Function/Activity are selected, the screen will be populated with data from the first decision unit
that was entered for this Function/Activity. The History section will show DU 1.00 Prior Year Total
Appropriation and DU 3.00 Current Year Original Appropriation, which have been preloaded but are
view only. Please verify the History and if you have any discrepancy please contact your DFM Analyst.

Functionality of the Edit Screen includes:

1. Double arrows to the right of the DU number renumbers a DU.
Trash can to the right of the double arrows deletes the entire DU.

3. To delete a row on the grid put a check mark in the box to the left of the Fund and then click on
the Trash Can that is to the very left in the total grid line.




4. Spell Check —the system will automatically spell check as you type. Misspelled words will be
underlined with a red squiggly line. Click on the misspelled word and right mouse click to select
from a list of suggested words.

Reports Screen
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BDS Reports
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The system provides for a variety of reports that will make budget preparation easier.

The basic reports include the B2, Detail, DU Summary (Agency), and Line Item reports. Each of the
reports can be previewed and printed from the system.

The B-2 report summarizes all functions, funds, and object classes for the entire agency and creates a
form for agency head signature.

The Detail report lists all the decision units entered, starting with DU 1.00 Prior Year Total Appropriation
and ending with DU 13.00 Budget Year Total Request. If you just select Agency the report will be
generated for each function/activity individually for the entire agency, or the report can be printed at
the function and/or activity level.

The DU Summary (Agency) report is similar to the Detail report but will be a summary by decision units
at the agency level. This report is only useful for agencies with more than one program.



The Line item report lists all Line Item decision units (DU 12.00-12.99) for all function/activities for the
agency, along with the priority numbers assigned to the Line Item DUs. This report is only available at
the Request level.

The Comparison Matrix report is only available after the Appropriation data has been finalized. This
report will show you the comparison between the Request, the Recommendation, and the
Appropriation at the decision unit minor category and benchmark totals, only line items (DU 12.00) will
be broken out by function/activity. This report will also calculate the amount and percent change from
the Original Appropriation. This report can only be run at the agency level.

Agency Utilities Screen
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Agency Utilities Menu ...

" 'mbol to separate fields.
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Submit Agency Budget Allows Agency to submit their budget to DFM Analysts.

[

1. Export Budget — Allows user to export budget into a flat file using the tilde (~) symbol to
separate the fields.

2. Change User Information — Allows user to change user information and/or password.

3. Submit Agency Budget — Allows Agency to submit their budget to DFM. This will automatically
send an email to your DFM analyst and put your data in view only. If you need to make any
revisions contact your DFM analyst and request they reopen your budget for revisions. You can
still run reports while the system is in view only mode.



