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Accessing BPAS

To Log into BPAS
Launch Internet Explorer (Internet Explorer 11 is supported by Oracle)

Navigate to the State of Minnesota Administrative Portal
(https://portal.swift.state.mn.us/psp/por91ap/EMPLOYEE/EMPL/h/?tab=PAPP_GUEST)

Login using the same username and password as you do for Employee Self Service and SWIFT.

Administrative Portal

State of Minnesofa

Favorites | Main Menu
- -

Sign In

Userip |
Password |

SignIn

Enterprise Menu

— Forgot Your Password?
— SWIFT Help

Select Budget Planning & Analysis System

Administrative Portal
- ]

Favorites | Main Menu
- : -
Home SENMAS Self Service

Enterprise Menu

[+ My Favarites
[ Learning Management Access
[ 1 i

Budget Planning & Analysis Sys

— My Profile
— Change My Password

— My Personalizations
— My Systemn Profile
— My Dictionary

— My Feeds

— SWIFT Help

Support

Please contact your EBO for questions related to budget development and reconciliation. BPAS system
issues should be directed to the SWIFT Helpdesk, 651-201-8001, option 3. The Budget Operations team
can also be contacted on BPAS related items at budget.finance. nmb@state.mn.us.
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System Overview

Overview
The budget planning and analysis system from Oracle is called Hyperion. The application is web-based.

The system has three applications:

TNSFR ‘ BBIS - ﬂ

e BBIS - the primary application, houses the loaded data from SWIFT and the base adjustments.
Data from the other applications are moved to this application once complete.

e Change - the decision making application allows for change items (or preliminary proposals) to
be tracked, reported and completed. Once decisions are made the fiscal impact of the proposals
are distributed and the data is moved to the BBIS application.

e Transfer — the transfer application allows users to input transfers in and out of their agency.
Once financial information is complete the data is moved to the BBIS application.

Dimensions

The system is built using the dimensions listed below. Dimensions describe an organization’s data, and
contain groups of related members. Every time a user interacts with data in a form or a report a
selection is made from each dimension. Whenever possible the form or report defaults to a dimension
(like version or scenario) based on the time of year we are entering and reviewing data. Other
dimensions must be entered by the user. The system will prompt the user to enter the dimensions
necessary to pull up the data or report.

Changing anything within a dimension will need to be completed by Minnesota Management & Budget.
That includes changes to programs, budget activities, funds, accounts, and appropriations. Agencies
should ensure accurate data prior to the loading of the budget system because data will be loaded from
SWIFT. Agencies will be notified when the load will occur.

Dimensions in BPAS include:

Entity (hierarchical)
Statewide - Bill Area - Agency = Program - Budget Activity - Appropriation
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C3 () Entity

(3 () sTaTEWIDE

B3 ) epu Education Sill Area
(] (JE37 Educaticn
03 () E3710 Program: Education Leadership & Support
3 () E371001 (B) Budoet Activity: Education Excellence

1 (@ E370010 (A)  E370010-Commissioner’s Office

Account (hierarchical)
Account Net
» Available Resources
> Balance Forward In
> Revenue Codes
> Appropriation
> Net Loan Activity
> Loan Activity In
> Loan Activity Out
>Net Transfers
> Transfers In
> Transfers Out
> Cancellation
> Balance Forward Out
» Uses
> Expenditures
» Statistical Accounts
>FTE
> Category
> Fund Balance Accounts
> E-12 Accounts

Fund (hierarchical)
All Funds
> Consolidated Fund Statement Funds
> Government Funds
> General Fund
> General Fund
> Special Revenue Fund
> Individual Special Revenue Funds
> Debt Service Fund
> Debt Service Fund
> Permanent Fund

BPAS Manual 4

August 2016



> Endowment Fund
> Non-consolidated fund statement funds
> Government Funds not in CFS
> Capital Funds
> Special Revenue not in CFS
> Debt Service not in CFS
> Proprietary Funds
> Enterprise Funds
> Internal Service Funds
> Fiduciary Funds
> Agency Funds
> Pension Trust Funds
> Investment Trust Funds
> Investment Trust Funds
> Component Unit Funds
> Component Unit Funds

Version

Working

Biennial Final
Supplemental Final
What If (Agency)
What If (MMB)

Scenario

SWIFT Load Actual — This is where SWIFT closed fiscal year information is loaded.
SWIFT Load Budget — This is where reloads of current year budget data is loaded from SWIFT.
SWIFT Original Budget — This is where the current year budget data is loaded from SWIFT.
Actual
Governor’s Recommendation
o Nov Base
o Change
Governor’s Revised
o Feb Base
o0 Change Revised
Enacted
0 May Base
0 Enacted Change
Monthly Revenue — This is where we may eventually load in monthly revenue estimates and actuals

Year

Actual Year 1 - FY 2014
Actual Year 2 - FY 2015
Actual Year 3-FY 2016
Current Year — FY 2017

Budget Year 1 - FY 2018
Budget Year 2 - FY 2019
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= Planning Year 1 - FY 2020
= Planning Year 2 - FY 2021

NOTE: Screenshots in this document may reflect other fiscal years being show. The process is still the
same but the display may not reflect what is currently the Actual, Budget and Planning years.

Period (hierarchical)
Year Total
>Qtrl
> July — This is the only period we currently use for the system.
> Aug
> Sept
> Qtr 2
> Oct
> Nov
> Dec
>Qtr 3
> Jan
> Feb
> March
> Qtr4
> April
> May
> June

Forms

Users interact with data in forms. Forms have been created to automatically populate as many
dimensions as possible to limit options and entry error. The options available will differ by form. Pre-
populated fields will differ based on timing within the process. Example: The BBIS scenario will be
pointed to Nov Base starting in August. Change data will be pointed to Change. When added together,
they equal Governor’s Recommendation.

The Point of View (POV) section of the form shows the dimensions that are predetermined. Users
cannot adjust these dimensions.

The Page section of the form is where the user defined variables are located. Users must select a
member from each dimension before interacting with the data.

| - | Page

Appropriations - General fend  Balance Fd In - General fund _ Adst Base - General fund A Actoumt - Genersl Fund POV

| e |

Buxdgeted Balance Forsand In

Actual Actual ey Blase
FYi3 14 r

EFWIN - Actusl Balance Forward Tn 93
Appropristion [Source) 1833 1943 o] 1758

Cuarrent Law Base Change
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Running Dimension Structure Reports
To understand where dimension members are located within a dimension hierarchy, you can run a
dimension hierarchy report.

1. Torun adimension hierarchy report, click Explore in BPAS. The Report Menu should appear.

Mavigate File Fdit \iew Favorites Tools Help

# K t& = Bplre @ E b

HomePage

Folders /
[ Root I % Name -

[ Batch Jobs
» [[] Budget Books
» [ Consolidated Fund Statemen
» [ Detail Reports
» [[J Fiscal Page Reports
[ General Fund Statement
[ Sample Content
[ Shared Workspace Pages
[ Statewids Level

[ Test
> [ Users
> [ zArchive

[[J Batch Jobs

[] Budget Books

[ Consolidated Fund Statements
[ Detail Reports

[[J Fscal Page Reports

[] General Fund Statement
[ Sample Content

[ Shared Workspace Pages
[[J Statewids Lavel

[ Test

[ Users

[ zfrchive

2. Double click on the Detail Reports folder and again on the Dimension Hierarchy folder. Each
report is named by what they display in the rows. There is a report for each dimension with the

exception of period.

[Detail Reports/Dimension Hierarchy
1| # | Mame

s | Account

| Account Selection

zi| Appropriation Type Codes

Entity

| Entity Selection

:3E| Fund

=i| Fund Selection

Scenario

=] Version

3. Double click on the Account report. The report will open with the top of the Account Hierarchy.
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BPAS Account
Click on arrows to view the Account heerarchy:

FACCOUNT NET

Export In Query-Ready Mode

4. Drill down using the arrow to the left of *Account Net’.

BPAS Account
Click on armows to view the Account hisrarchy:

= ACCOUNT NET
k Ymilzble Besources
¥ Uses of Funds

BPAS Account
Click on arrows to view the Acoount hierarchy:

wACCOUNT NET
wAvailable Resources
¥ Balance Forward In
F Revenus
* Appropriation
Pk Met of Transfers
¥ Bzlance Forward Out
F Cancellations
wllzes of Funds
¥ Expenditures

5. Use the tabs at the top of the page to go back to the ‘Explore:/Detail Reports/Dimension
Hierarchy’ tab.

HomePage Explore: /Detail Reports/Dimension Hierarchy [ eeell)| S

/Detail Reports/Dimension Hierarchy/Account

BPAS Account

6. You will be back to the list of reports in the Dimension Hierarchy folder.

BPAS Manual 8 August 2016



/Detail Reports/Dimension Hierarchy
1| #*|MName

2| Account Selection

| Appropriation Type Codes
;| Entity

-::| Entity Selection

| Fund

| Fund Selection

::| Scenario

2| Viersion

7. Double click on the *Account Selection’ report. A User Point of View box will pop up. You will
utilize this report to find a specific account in the hierarchy and see how it rolls up. We will use
41196.

Preview User Point of View (]

This report/book runs for the members on the user Point of View listed
below.

Account
Account_Met Select...

Help Ok | | Cancel

There are 3 ways to enter a dimension member:

A. If the account code is known, you can enter it directly into the Account box and click ok to
run the report.

B. Click on “Select” and the account hierarchy will open. You can navigate through the
hierarchy to find the account code.

C. Since you are running the report to find where the code is located in the hierarchy, you likely
do not know where to find it. You can search for the account by entering the account next to
the * in the search box and clicking on the binoculars.

8. The search results will return. Select OK.
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9. Another box will show you where in the hierarchy your desired account falls. Select OK.

10. Finally, the original POV prompt box will return with 41196 entered. Select OK. The report will
pull back the levels above the account entered

BPAS Home Page

This window contains quick links to the three applications as well as a list of forms and reports recently
accessed. Some options will not be available depending on each user’s access and/or security. Links to
your most utilized forms and reports can be saved as favorites.

Mavigate Fle View Favortes Tools Help

A s Bglore

HomePage *
[Shared Workspace Pages/HomePage
D Recently Opened , A:./Quid( Links
4 Changs Favorites

=:i:| Agency Expenditures Overview Applications
;| Available Resources by Funds Planning

:ii:| Revenues All (Suppress Zero) & BEIS

;| Appropriations & Change
& BBI% . 4 Transfer
:::| Available Resources by Appropriation
;| Base Adjustments by Appropriation
% Open...

4 Transfer

Lri | Workspace Pages

Adjusting User Preferences
The first time you log in you will need to set your user preferences.

1. To set your preferences for BBIS, click on the BBIS Application on the quick links. Once the
application opens, select File > Preferences. The Preferences dialog box opens. Click on the
Planning icon on the left-hand side.
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| Awplcation settings . Depo Opts

E-mail Options

E-mail Address:

Task List Notification:
Approvals Notification:

Copy the Application Crwner:
Job Console Notification:
Alias Setting

Akas Table:

Approvals Options

Shaw Planning Units as Aliases:
Shaw Planning Units That are Not Started:

Out of Office Assistant

2. Click the Display Options tab and proceed to set your preferences:
Set the thousands separator to comma
The decimal separator should be set to dot.

a

b,
C.
d.

BPAS Manual

For negative numbers, select parentheses for the negative sign and red for the color.

Set the page and other options as desired.

Application Settings  Display Options  Printing Options |~ User Variable Options

Number Formatting

Use Application Default [ ]

~
Thousands Separator Comma|[~] []
Decimal Separator Dot _‘_"_t O
Negative Sign Parentheses _:'J [_‘
Negative Color ] O
Page Options Use Application Default [ ]
Ramember selected page members ves[w| []
Allow Search When Number of Pages Exceads 100 []
Indentation of Members on Page Indent level 0 members only[ w] []
Other Options Use Application Default [
Show consolidation operators Form Setting _E[ I
Partial Grid Fetch Size{Rows,Columns) 25,17 O
Date Format Hastomatically De':ectll M
High Contrast O
User Image V]
Fhnnea Fila ([s—
Save | |Reset |
OK | Cancef

11
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Note: Do not click OK before navigating away from Display Options.

3. Click on Financial Reporting on the left panel
a. User Point of View — preview should be on
b. Set the thousands separator to comma
c. The decimal separator should be set to dot.

[C] Merge Equivalent Prompts

Annotation Print Details...

| Preferences
| —= Financial Reporting
=i
General ~
Default Preview Mode
& (®) HTML Preview
() POF Preview
Authentication
,P_ User Point of View
>
— Preview
Explore ~ Off
@ EZ' an
Financial Reparting Setup Members...
= |
LI
Query-Ready Export
Web Analysis
Export Mode Export To
&' ®) Smart View (@) New Worksheat
Planning j"_} Excel Grid () New Workbook
—) Disabled
Help

Thousands Separator
(® Comma

(O Period

() Underscore

() Space

Dedmal Separator
O Comma

(@) Period

() Underscore

() Space

Date Value Format
MMM d, yyyy (=

OK || Cancel

4. Click OK. Repeat steps 1 &2 for the transfer application (Transfer) and the change application

(Change). Step 3 only needs to occur once.

BBIS Application

Entering Information in BBIS

If you have multiple tabs open, select the tab called HomePage. Select BBIS from the planning

application list.

y’ " Quick Links
Favorites
Applications
Planning
4 EEIS
4 Change
4 Transfer

BPAS Manual 12
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The main window shows the forms that are in BBIS. Utilize the form names in the left window pane.
The Form and Ad Hoc Grid Management information in the main panel is information only. You
cannot select from this menu.

HomePage [ LR
Fomms Form and Ad Hoc Grid Management
= Form Folder | [ Actions - View - B‘D&Rh
Forms F -
+ Form | Descriphson Last Modified <57 | Access
| Budget Entry Form General Fund 2414 737 AM Fead
| Budget Entry Form Other Funds 724114 7137 AM Fead

Ignore the Form and Ad Hoc Grid
Management Section. Information
Only.

= Forms in Forms

Foam

_| Budget Entry Form General Fund
) Badget Enkry Form Other Funds

1. Click on the Budget Entry — General fund form. All data is entered at the zero level. Data entry is
performed at the appropriation level.

Budget Entry - General Fund

E370010-Education Agcy Operatior | v ﬂ
Appropriations - General Fund ~ Balance Fwd In - General Fund =~ Adjust Base - General Fund ~ Add Account - General Fund

Waorking - ﬂ
Actual Actual May Base
FY12 FY13 FY14 FY15 FY16 FY17 FY18 FY19
Budgeted Balance Forward In (] 1] (1]
RFWIN - Actual Balance Forward In 293 124
Appropriation (Source) 1853 1893 1908 1759 1759 1759 1759 1759
‘Current Law Base Change -25
Appropriation 1893 1803 1908 1759 1759 1759 1759 1734
Transfers In 259 125 120 16171 16171 16171 16171
Transfers Out 504 101 299 83 83 83 58
Net Transfers -245 24 -129 16088 16088 16088 16113

2. Select an appropriation from the drop-down box. You can search by typing either the
Appropriation Number or name. Click the *go’ arrow to the right of the box. You will also want
to make sure that the version dimension is listed as ‘working’.
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E370010-Education Agcy Operatior | ﬂ
Appropriations - General Fund Bazlance Fwd In - General Fund | Adjust Bass - General Fund  Add Account - General Fund

E370010-Education Agoy Operation | ] ﬂ

Appropriations - General Fund lance Fwd In - General Fund | Adjust Base - General Fund | Add Account - General Fund

E370010-Education Agoy Operatior | ﬂ
Appropriations - General Fund = Balance Fwd In - General Fund = Adjust Base - General Fund  Add Account - General Fund

Working | -

You will see all of the revenues and expenditures loaded from SWIFT for the appropriation.

Actual Actual May Base
FYi2 FY13 FYi4 FY15 FY16 FY17 FY18 FY19

Budgsted Balance Forward In 0 0 0
RFWIN - Actual Balance Forward In 293 124

Appropriation (Source) 1893 1893 1508 1759 1759 1759 1759 1759

Current Law Base Change -25

Appropriation 1893 1893 1908 1759 1759 1759 1759 1734

Transfers In 259 125 120 16171 16171 16171 16171

Transfers Out 504 101 249 83 83 83 58

MNet Transfers -245 24 -129 16088 16088 16088 16113

Loan Activity-In 9 3 4 7

Loan Activity-Out 5 10 5 10

Net Loan Activity 4 -7 -1 -3

RFWOUT - Balance Forward Out 293 122 0 0 0 0

Balance Forward Out 293 122 (1] 0 (1] (1]
CNL - Cancellations 5
Cancellations 5

Available Resources 1600 1540 1809 1749 17851 17840 17846 17844

41000 - FULL TIME - SALARY 1214 1603 1478 1354 11855 11571 11571 11571

41030 - PART-TIME-SEASONAL-LABOR. SERV 124 74 48 80 100 100 100 83

41050 - OVERTIME AND PREMIUM PAY o 1] o 0 0 0 0 0

41070 - OTHER EMPLOYEE COST 9 -101 4 3 300 300 300 300

410-Payroll 1347 1576 1529 1438 12259 12371 12371 12354

Adding Accounts to the Rows in BPAS
If in the process of budgeting you need to plan for revenue or expenditures that were not budgeted in
SWIFT, you can add additional accounts to the rows.

1. To add a new account to the form and search for the account you want to add to the entry form.
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G100002-Budget Services il _I
Appropriations - General Fund = Balance Fwd In - General Fund ~ Adjust Base - General Fund ~ Add Account - General Fund

|Lnan_ Activibe-Tn w | Wnrkina - ﬂ
Page Dimension - 16 17 _— s

Member

Member
Loan Activity-In
Loan Activity-Out ~
RFWOUT - Balance Forward Out
dummy-BFOUT
CML - Cancellations
dummy-CANCEL
41000 - FULL TIME - SALARY
41030 - PART-TIME-SEASONAL-LABOR SERV
41050 - OVERTIME AND PREMIUM PAY
41070 - OTHER. EMPLOYEE COST
410CL - EXPENSE BUDGET CLOSING-PAYROLL
41130 - Prof-Tech Serv-Cutside Vend W
41145 - IT/ProffTech Of% Vendor

G100002-Budget Services hd ﬂ
Appropriations - General Fund ~ Balance Fwd In - General Fund = Adjust Base - General Fund ~ Add Account - General Fund

Loan Activity-In w | Working A 3

FYiz FY13 FY14 FY15 FY16 FY17 FYig FY19

2. Enter the fiscal data associated with that account code that you want to be added to the main
entry form and click Save.

NOTE: Data that has not been saved has a cell color of yellow

G100002-Budget Services hd ﬂ
Appropriations - General Fund = Balance Fwd In - General Fund = Adjust Base - General Fund ~ Add Account - General Fund

Loan Activity-In w | Working hd il
FY12 FY13 FY14 FY15 FY1l6 FY17 FY18 FY19

3. Click on the save button and the cells turn to a white background. You should also get a
message letting you know that the data has been saved.
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Mavigale File Edit

A B B B &

View Favorites

Tools

P

Administration

Help

[l . .
= 3 o

By iz Fp o

naTe el s . el W

(i) Information

The data has been saved.

(3100002-Budget Services

Appropriations - General Fund

Loam Activity-In

FY12

~

OK

Balance Fwd In - General Fund ~ Adjust Base - General Fund = Add

| Working

FY13 FY14

FY15

~I3)

Account - General Fund

FY17 FY13 FY19

4. Go back to the Appropriation tab. You should see the account you added with the numbers
entered. You can make adjustments on this page if needed.

- -
|

Appropristicons - General Fund  Balsnce Favd In - Geresinld Pond | Adjuet Bage - General Fund  fdd Acrourt - General Pund

"
hctusl Actual sty Bane
Fri2 Fris Fid F¥i5 F¥18 FYL? Frig Fraa
Bucigeted Balance Forward [n L.
RPN - Sctoal Balers Forveand [ n 5
Aporopreton {Soue] 2951 Fo ] 03 Fhn] X0 i 15
Cument Lo Base Change 725 75 28 T
Eppnatn 2991 a1 2303 2303 028 3038 3028 nzE
Trarefers In H 1] or
Transfers Cut rr) 15 o]
Mgt Trarafers -1189 -734 [}
Lioar, Actpaty-In 1 1 1 I
Piet Loan Activity 1 1 1 1
RPWAOLIT - Bl Farwand Out *® = 1z
Balance Formend Out 26 25 33
CHL - Canceliations 8
Cancelatons B
Avalable Resourmes S el 1Te it ne ar ] M
41000 - FULL TIME - Salagy 122 200 1165 20 2872 2904 2512 585

5. To exit BBIS, click on the x on the right side of the BBIS tab.
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Base Maintenance

Reconcile Actual Fiscal Years

In order to minimize the amount of work required to correctly establish the agency’s base budget,
agencies should ensure that data in SWIFT are accurate before the load. Once the data is loaded to
BPAS, dedication appropriation accounts must be reconciled to “0” (total sources equal total uses).

Fiscal Year hard close data will be loaded from SWIFT to BPAS each year. Agencies will review the
most recent closed fiscal year, current, Budget and planning years and make corrections to account for
SWIFT close errors and to eliminate all variances within BPAS.

Run the Account Net report. Detail Reports = Appropriation = Account Net. This report pulls back all
direct and dedicated appropriations.

1. Identify appropriations that have a variance. Account Net is available resources minus uses. An
appropriation with a dollar amount in the Account Net report is not balanced and needs to be
reconciled.

Mavigate Hle Edit View Fawvorites Tools Help

A B o voge|lm B o B
HomePage Explore: [Detail Reports/Appropriation *
Folders /Detail Reports/ Appropriation
[[] Root I # Name ..

[ Batch Jobs
» [ Budgst Books
» [ Consolidated Fund Statemen
[ Detail Reports
[ Accounts
[ Ad Hoc
[[]] Appropriation
[ Change Items
[ Dimension Hierarchy
[E:I MME Validation
» [ Fiscal Page Reporis
[] General Fund Statement
[ Sample Content

(Suppress Zero)
:z:| Appropriations

=2 Appropriations by Type Code

s Base Adjustments by Appropriation
| Base Adjustments Summary

| Expenditures-Dedicated

| FTE

| FTE by Appropriaticn

zz| Revenues All (Suppress Zero)

zi| Transfers- Incoming From Statewide

sl Transfers- Outgoing to Statewide
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Preview User Point of View ®
This report/book runs for the members on the user Point of View listed
below.
Fund
ALL_FUNDS | Select... |
Entity
G10 | select... |
Scenario
Nov Base | select... |
| Help | | OK || Cancel |
BPAS Account Net
Entity Managemert and Budget , Aocount ACCOUNT NET, Fund: 1000 - General, TypeCodaliirbnte: Dedicated
Al Actual Mov Base
Working  \Warking Wiorking
] Bt
FYI3 FY1d FY15_ FY14-FY15 FY16 FYT_FY16FHT FYIE
(&30 1)
230) q
15,134 15,107 15,107 15,503 15, 11,591 600
15,134 15,107 15,107 15203 15.:5 30,391
15,124 15,1071 15,107 15203 15,1 30,391
77 oez|  oszy|  pooosy moszel| oo 50,000)
G100092-Budget krfo System (23] 0
Buudgeet Actiuity. Budget Senvices 45,045 24 24,700 2620 = 21547 (45.400)

2. Open BBIS and select the correct composite form, ‘General fund’ or ‘Other funds’. Select the
correct appropriation and click Go.

ﬂl.;dulll Entry - Cemnersl Faand

SAjusd Base - General Fund sdd Sccowd - Genersl Fusd

- -

Budgsted Balence Pormasd In

RN - Bslasie Foreard Tr |
Ri0Sa3 - REF RO INCOHE

[0 Imdridasl bnceme Tax Eafends |
0 Imdriciasl Incoma Taxes |
BLOTTS = ST BALES T CLRSG (AGENCY UE] |
1 Gt Tam |
3 Gthar Tames |
L Taxam i
BATEID - |
SATIIL - |
EATEEE -

Ficlary Commeasions

Cleming &ddoun

WL faseches
47240 - Dhaction Copy - MHine Feas
B47243 - Vobor Meg Comp Info
BATIES - BFS Lilen Sneusl Lists

1 DEpaTEe L e A
BATIEE - Anncisl Ragiranons

1 Dapartments Seles
BATIFZ - UOT FILINGS |
BATIFE - CEMTIFICATION FEES |
GATERS - CANDIDATE PILINGSE

BPAS Manual

iz [T — Frid
| 2|
| -z |
: |
| |
L3
ol
o] .
LAss 1,500 |
1% 29|
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3. Reconcile the appropriation to eliminate the variance, reconciled numbers should reflect fiscal
year hard close, not current fiscal year data in SWIFT.

44 10U - CLULFIMICIN | =TT LAFLLAL 1iu 4o

[=] 471-Mon Capital-Assets 110 482

[=] Other Financial Transactions 110 482
44135 - AID-GRANTS TO CITIES-TOWRNS 0 15,134

[=] 441-Grants, Aids and Subsidies 1] 15,134

[=] Grants, Aids and Subsidies L] 15,134
47010 - BUILDING-IMPROVEMENT-CAPITAL 0 12

47060 - EQUIPMENT-CAPITAL 48

[=] 470-Capital Outlay-Real Property a 59

[=] Capital Qutlay-Real Property L] 59

= Mon-Payroll Expense 1,478 17,692
= Expenditures 2,002 21,4449
] Uses of Funds 5,002 21,4449
LCCOUNT NET 12,976 0
ULL TIME EQUIVALENT POSITION COUNT 50.18 50.78

4. Re-run the account net report. The variance should be eliminated.

BPAS Account Nel
Enfity:Managemant and Budget . Aocount ACCOUNT NET. Fund: 1000 - General, TypeCodadiinibube: Dedicated
Wedkng  Trlerkng Wieehang
Biennium Biennium
Fr13 Frid FYIh  FYi4-FY1s FY ik FY17  FYigE-FYv7 Frig
GD00S0-Maps Rsplycement Project Expd FiLl, 0
Fatty A FEN o
IE'ME-WS&M a I 15,107 15,907 15203 15,785 31,591 E00
00 IC-Local impact Noles 18, 15,107 15,907 15203 15,185 30391
GD0004- Seatevde Budget Sysiem 16,134 15,107 15,907 15103 15,185 30391
GI00026-Results Maragement Initiathe (£ (200621 (20E21 20,000 50 B {70,826 50,0000
GD00A2-Budged Indo System FiLl, 0
Busiget Actraty: Budget Services 23,561 24700 24 7008 2609 4667 21547 43 4000

Base Adjustment

The definition of base is the last year of the biennium pushed forward. If current law specifies a different
amount than the typical definition of base, then the appropriation must be base adjusted to the current
law base.

1. Run an appropriations report. Detailed Reports = Appropriation - Appropriations
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HomePage Explore: [Detail Reports/Appropriation *

Folders /Detail Reports/ Appropriation
[] Root I #% Name -
[ Batch Jobs s Acoount Net
» [[J Budgst Books s Account Net (Suppress Zero)
;| Appropriations

» ) Consolidated Fund Statemen B
[C] Detail Reports zii| Appropriations by Type Code
[[] Accounts :it| Base Adjustments by Appropriation
[ Ad Haoc :i| Base Adjustments Summary

z: Expenditures-Dedicated
E| FTE
zi| FTE by Appropriation

[} Appropriation
[] Change Items
[ Dimension Hierarchy
[E_'_'_I MME Validation
» [J Fiscal Page Reports
[] General Fund Statement

zi| Revenues All (Suppress Zero)
= Transfers- Incoming From Statewide
:3| Transfers- Outgoing to Statewide

2. Enter your 3 digit agency code and the fund or funds you want to include as well as the Scenario.

Click OK.

Preview User Point of View b4
This report/book runs for the members on the user Point of View listed
below.

Fund

ALL_FUNDS Selact...
Entity

G10 Salect...

Scenario
Mov Base Select...

Help (0] 4 Cancel

3. Identify any appropriations that have a different current law base than the current fiscal year that
was pushed forward. Resources to identify appropriations that need to be base adjusted include
reviewing the last Biennial Budget Appropriations Bill or Legislative Tracking.
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BPAS Appropriations

Entity-Management and Budget . Account:Appropriation, Fund: 1000 - General, TypeCodeAttribute: Dedicated

Actual Actuzl Mov Base
‘Working Working ‘working
Biennium Biennium
FYi3 Fr14 FY15_ FY14-FY15 FY16 FY17_ FY16-FY17 FY18

5100002-Budget Services 5.825 6,631 6.631 6.631 6,631 13,262
5100010-Local Impact Motes 5.825 6,631 6.631 6.631 6,631 13,262
5100024-5tatewide Budget System 5.825 6,631 6.631 6.631 6,631 13,262
5100026-Results Manzgement Initiative 639 (20} (20) 1.000 (20) 580
Budget Activity: Budget Services 18.164 19.873 19.873 20,853 19.873 40.764|
(5100085-Management Anzlysis 1.915 1,634 1,634 112 1.828] 1,9404
Budget Activity: Mar Analysis & Devi 1.915 1.634] 1,634 112 1.828) 1,940
5100011-Combined Charities Admin 3.640 2,634] 2634 1112 2,828 39401
5100016-Resumix 3.640 2,634] 2634 1112 2,828 39401
5100018-Training-HRM & \wrkirce Flan 3.640 2,634] 2634 1112 2,828 39401
(5100070-Enterprise Talent Mgmt System 139 138) 139 139 135 278
5100086-Training 133 138) 139 138 135 278

Budget Activity: Human Resource Management 11.158 8.180) 8.180) 3614 8.762) 1237

G100020-S\w-Misc Shutdown Expenses 139 139 139 135 135 27,
Budget Activity: Agency Administration 139 138) 139 139 135) 278
Program: Statewide Services 31.416 25,826 29.826) 24,758 30.602) 55,360

510004 0-ACDHP Medical 3.956 0
510004 1-Insurance Administration 3.956 0

5100045-Disability Insurance o 0| 0) [} 0 0
5100046-Health Partner - Dental o 0| 0) [} 0 0
(5100097-Early Retiree Reins-SEGIP 10 10 10 10| 204
Budget Activity: State Employee Group Ins Pgrm 7.912 10 10 10 10 20
Program: Statewide Insurance Programs 7.912 10 10 10 10| 204
Management and Budget 39.328 25,836 29,835 24,768 30,612 55,380
39.328 25,836 29,836 24 768 30.612] 55 380|

4. Open BBIS. Select the appropriate composite form,

v

Appropriations - General Fund

‘General fund’ or ‘Other funds’. Click on the
base adjustment tab and select the appropriation and fund. Click Go.

Balance Fwd In - General Fund [ Adjust Base - General Fund

Add Account - General Fund

| E3)

MNaow Base

Nov Base

FY15

FY16

FY17

FY18

FY19

Appropriation (Source)

6,631

5,631

6,631

Current Law Base Change

Approved Transfer Between Appropriation

Biennial Appropriations

February Forecast Adjustments

November Forecast Adjustment

One Time Appropriation

Forecast Open Appropriation Adjustment

Appropriation Reduction

Program or Agency Sunset

Transfer Between Agencies

=] Appropriation

6,631

6,631

6,631

5. Review the Base Budget Instructions to identify which base adjustment to use. Enter the

adjustment in the appropriate fiscal years and save.
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=
G100002-Budget Services - /|[+]

[ Appropriations - General Fund\[ Balance Fwd In - General Fundm Add Account - General Fund

-]

Working

MNow Base MNow Base

Appropriation (Source)

Current Law Base Change

FY15 FY16 Y17

FY18

Fy19

6,631 6,631

Approved Transfer Between Appropriation

Biennial Appropriations

February Forecast Adjustments

MNovember Forecast Adjustment

One Time Appropriation

Forecast Open Appropriation Adjustment

Appropriation Reduction

Program or Agency Sunset

(8,631) (6,631)

Transfer Between Agendies

[=] Appropriation

6,631 a 0

6. Run a Base Adjustment report to review all base adjustments entered for your agency. Detailed

Reports > Appropriation - Base Adjustments by Appropriation

I HmrePageI BBIS I Explore: /Detail Reports/Appropriation * -

Folders
4 [f] Root
> [J Agency Reports
[J Batch Jobs

» [[J Consolidated Fund Statemen

4 [ Detail Reports
[ Accounts
] Ad Hac
[} Appropriation
[[] Change Ttams
[ Dimension Hierarchy
1 MME Validation
[[] SmartView Templatas

» [[J Fiscal Page Reports

BPAS Manual

/Detzil Reports/ Appropriztion
I % Name -
|| Account Net
|_3 Account Met (Suppress Zero)

La Appropriations by Type Code
 2|Base Adjustments by Appropriation
|_3 Base Adjustments Summary

|| Expenditures-Dedicated

5] FTE

|5] FTE by Appropriation

|5 Revenues All (Suppress Zero)

La Transfers- Incoming From Statewide
5] Transfers- Qutgoing to Statewide
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Preview User Point of View

This report/book runs for the membears on the user Point of View listed

below.

Fund

1000 Salect...
Entity

G10 Salect...
Scenario

Mowv Base Select...

Help

oK

Cancel

7. The report will return all direct appropriated appropriations for the agency selected in the fund
selected. That is because we are including the Direct Appropriation amount in the report to get to
the new Appropriation total. Under Appropriation (Source), which is the direct appropriated
amount, would be any base adjustment for that appropriation if one was entered.

BPAS Base Adjustments

Entity: Managernent and Budget, Fund: 1000 - General

Ahual Now Base
Working \Working
Eiennium Bienrium
Fr13 Fri4 F¥15  FY14-FY15 Y16 Fr17_ FN&FT
G00002-Basdget Servioss
Appropriaton (Source) 5.829 BB EE31 EE1 6,631 13,263
Appropnaton Feduction i 0
lPEmm or Agency Sunset i {6 E31 (6.631) RERCH |
Tatal 5835 Ax] &6 0 i, Lt
G100010-Local Impact Motes
Appropriaton (Sourca) 5829 BB E£31 EE31 6,631 13,262
Appropnaton Reduction ) 0
Total 5 B35 6631 6631 EE31 6631 13,262
GI00024-Statewde Budget System
Appropriabon (Source) 5E29 6631 £631 EE31 6.631 13,262
Agpropnation Reduction 4 Q
Total 5 B25 6631 6631 EE3 5,631 13.262]
G100026-Results Management bnliathe
Appropnaton (Sourca) B89 (20 (20 1.000 200 B
Total BBY (20 (&0 1,000 20) 360
G100022-HDR Treasury Bank Interest
Appropriation (Sourca) 1.020 1,020 1,020 1,020 1,020
Total 1,020 1,020 1,020 0 1,020 1,020
G100085-Management Analysis
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Transfers

Transfers are used to accommodate the movement of operational funds between programs, as the result
of statutory instructions, or to comply with legislative requirements. Transfers can occur between funds,
appropriations, or to another agency. The basic procedure is the same for transferring between
appropriations or to another agency. Inter-fund transfers are slightly different and are discussed in a later
section.

Transfer Forms
1. Click on the Homepage Tab and select Transfer from the planning application list.

Navigatr File View Favogtes Tools Help

A m 7 Bqloe

;e Vorkshace t eanyTmer oie

Q Recently Opened ) Quick Links
JF Change Favorites

3| Agency Expenditures Cverview Applications

| Available Resources by Funds Planning

5| Revenues All (Suppress Zero) & BEIs

£ Appropriations e
i 4 Transfer

(| Available Resources by Appropriation

| Base Adjustments by Appropriation
= Open...
4 Transfer

| r‘ Workspace Pages

2. Select the “Transfers — General Fund’ form from the left panel. As in BBIS, appropriation is the
level at which data is entered.
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Forms Form and Ad Hoc Grid Management
Form Folder + = Adions~ View- B By / R & = F -

* Forms Form

2 Transfers - General Fund
2 Transfers - Other Funds

Ignore the Form and Ad Hoc
Grid Management section.
This 1s information only

Forms in Forms

Form L |
FE Transfers - General Fund

™ Transfers - Other Funds

3. Select an appropriation and fund to transfer money out of and an appropriation and fund to

transfer the money to. Click the ‘go’ arrow.

Transfers - General Fund

1000 - Genera w|  GIOR0046-Tort Claims | To_1000 - General

Transfer - General Fund  Legal Citation - General Fund

Actual Actual
FY14 FY15 FY1e FY17 Fr18

Amount

Transfers - General Fund

000 - Genera | GYRO046-Tort Claims | To_1000 - General

Transfer - General Fund  Legal Citation - General Fund

Actual Actual
FYi4 FY15 FY16 FY17 FY18

Amount

BPAS Manual 25

¥| To G100002-Budget Services v |[#]

MNov Base
FY19 FY2o Frz1l
w | Tn GI000M-Rudnet Sarvicae  [w |[db]

Page Dimension

Member

Member
To_G100002-Budget Services
To_G100010-Local Impact Notes
To_G100024-Statewide Budget System
To_G100026-Results Management Initiative
To_G100030-ARRA - Oversight & Repaorting
To_G100031-ARRA - Monitor & Fin Control
To_G100092-Budget Info System
To_G100105-Return of Taxpayer Investment
To_G100106-McKnight Grant for Results Mgm
To_G100003-Economic Analysis
To_G100023 - Revenue Uncertainty Report
To_G100027 - SW Inf Tech Sys
To_G100103-Statewide System Enhancement
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4. Be sure to click the ‘Go’ arrow after you make your selections. If transfers occurred between
your selected appropriations and funds in previous fiscal years, the transfer amount will show up
on the form. If no transfers have occurred between your selected appropriations and funds the

form will be empty.

For example, this form was empty. $150 was added in FY18.

Transfers - General Fund

1000 - Genera | (G9R0046-Tort Claims w | To_1000 - General |  To_G100002-Budget Services - j
Transfer - General Fund  Legal Citation - General Fund
Actual Actual Mov Base

FY14 F¥15 FYl6 FY17 FY18 F¥19 FY20 FY21

Amount 150

5. Select the “Legal Citation tab’. The cell is red because it is a required field that is missing data.
Enter the legal authority for the transfer. Type in the legal citation for the budgeted transfer.

Transfers - General Fund
1000 - General | GSR0046-Tort Claims | To_1000 - General ¥ |  To_G100002-Budget Services - il

Transfer - General Fund  Legal Citation - General Fund

Actual

LEQB| Citation I_.

6. Click save to save both the Legal Citation and $150 data.

Mavigate Hle Edit View Favorites Tools Administration Help

A B om Tove|B ® E |/ oE =

Transfer - Genersl Fund | Legal Citation - General Fund

Actual
M.S. 164,005 requires transher
Legal Citation
Transfers - General Fund
1000 - G | GSR0046-Tort Claims | To_1000 - General | To_G100002-Budget Services hd j
:’I'ra eneraIFuntlJ Legal Citation - General Fund
Actual Actual Nov Base
FY14 FY15 FY16 FY17 FY18 FY19 FY20 FY21
Amount 150

NOTE: The transfer data entered in the Transfer application will be moved to BBIS once an hour.
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Dimension Changes

The fund and entity dimensions have been combined in Transfer in order to reduce the number of

possible dimension combinations.

Security Changes

In order to allow agencies to transfer funds to other agencies and funds the TNSFR application has a
different security setting than BBIS. Users have read access to all agencies and write access to their
own agency in the ‘Transfer From’ field. Users will have write access to the ‘Transfer To’ field, this
allows agencies to transfer funds to other agencies. You will need to work with the agency you are

transferring the funds to in order to identify the correct appropriation and dollar amount.

Compensation Budgeting & FTE Review
Employees’ salary, benefits and related compensation expenditures represent the majority of agency
operating expenses. Review the Base Budget Instructions for preparing compensation estimates.

The SWIFT Data Warehouse has a tool for reviewing compensation cost called the Compensation

Analysis Tool. See MMB Budget Instructions website for more details on the tool.

Once agencies have determined their compensation costs, it will need to be updated or entered into

BBIS

Start by running a Compensation Exp by Appropriation report to see all of the appropriations with

Payroll expenditures.

Detailed Reports = Accounts = Compensation Exp by Appropriation

Preview User Point of View

This report/bock runs for the members on the user Point of View listed

below.

Scenario
MNov Base
Version
Working
Entity
G100

Fund
1000

Help

BPAS Manual

salect...
Select...
Salect...

Select...

0K Cancel

27

August 2016


https://www.mn.gov/mmb/assets/2018-19-Base-Budget-Instructions_tcm1059-251184.pdf
https://www.mn.gov/mmb/budget/budget-instructions/bibudprep/

BPAS Compensation Exp by Appropriation
Entity: Management and Budget, Fund: 1000 - General, Type Code: Dedicated

Actual Actual Nov Base

Waorking Warking Working
Biennium Biennium
FY13 FY14 FY15 FY14-FY15 FY1g FY17 FY16-FY17
G100002-Budget Services »41000 - FULL TIME - SALARY 1637 4,125 q 4,125 4,125 q
»41030 - PART-TIME-SEASONAL-LABOR SERV 67 o DI 0 of 0l
»41050 - OVERTIME AND PREMIUM PAY 29 | q \ ol
»41070 - OTHER EMPLOYEE COST 25 o q 0 of 0
»410-Payroll 3757 4125 d 4125 4.125] ol

Go to BBIS to update appropriations with new compensation obligation assumptions. Remember to
change the FTE estimate within the appropriation as compensation dollars change.

Updating Forecasted Dedicated & Non-Dedicated Revenues

Agencies must review and revise FY 2017-21 forecasted dedicated and non-dedicated revenues to
reflect the best estimate of projected revenues likely to be received based on current law. For statutory
and dedicated funds (including federal funds), resources are changed based on the forecast of the
revenue based on current law. Base adjustments are not used to change resources in statutory
appropriation accounts. Budgeted spending plans should be developed within the current law resource
amounts. Forecast growth in dedicated receipts may support increased spending within agencies’ current
law base budget plans. Proposed fee or other revenue changes must be presented as change items for
both dedicated and non-dedicated revenues.

We will start by running the Revenues All (Suppress Zero) in the Detail Reports - Appropriation
folder. The Revenue All (Suppress Zero) report, includes both dedicated and non-dedicated revenue
when first run, but later can be limited by Type Code Attribute.

Open the report Revenue All (Suppress Zero) under Explore - Detail Reports - Appropriation.

You will be prompted to enter a fund, entity, and scenario. For scenario, select Nov Base. Go ahead
and pick your agency ID for the entity and any fund code in the fund.

Preview User Point of View b4

This report/book runs for the members on the user Point of View listed
below.

Fund

2200 Select...
Entity
R29 Select...
Scenario
Nov| Base ® | Salect..
Help aK Cancel

Click ok to run the report.

Once you have run the report, you have the ability to modify the report to run a specific appropriation
type code (dedicated or non-dedicated). Click on the Type Code Attribute hyperlink at the top of the
report.
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BPAS Revenues All (Supprass Zero)

Erbty Matoral Resounces . Aocount Revenues. Fund: 2200 - Game &nd Feb [Dperafions] Type: gt e te——

Aroountz REV Period:

A, M
Working 'elorking Working s
Basrrnium ]

Fri4 FY18_ Fr4FYI8 Frig N7 _FeFT Frig Fre_F
RZ31A02-LAM Nor: Diecicaind Facepts GAF 5 exd 1 4 7] % 4
Baxdget Actrety. Lanch & Mol B G5 100 an 747 P [
Program: Land fewd Minerals. Resoono Mgt M B2 1008 i 747 P T
RZ32206-E'R Lic Secheg Inv Species 1.1 1.080) 2.2 1.078 1099 217 1093 1099
R232835-EVR hon Dedated Reompss GEF & 4 T4 G2 25 I 25 Fai|
Busdget Actraty: Erokogecal fnd 'wisler Flesouroes. 1,151 1125 227 1128 1124 2 1124 1124
Program: Eoologernl And \wiaber Pesouroes 1161 1126 237 1128 1,124 :iﬁ 1124 1,124
RS20 F il Pubshe Grazing Progrs 1 1 E 1 1
ARSI F A Lz Suschusgs inlkan Prog 17 il i 0 1 1
AZIGIIE-F AW L Suchirgs Visfasen Prog EES i 46 £ a6
RAZSRANE-FAW Nor Dedcated Ripls GAF 80334 a7 160 235 Mﬁ:ﬂ 164.525 85N Sl.i:'ﬂ
et Actraty. Fesh fund Wildirln Managesnent. BOL5Z3 TaET 160,403 82507 a27n 165,237 a2y 32,T1d
RZ36237-Filyf Electron: Licens G&F [TC a0 32631 5.5611 31136 1303 6539 1303 1303
R233457-FAl Mo Dedicated Ropts GAF {15 1& (3% 18) 0 L] ] 0
Budget Activaty: Lioensing 1380 3245 E6M aH7 1303 -3 1303 1
Program: Fish And Wikiile Management B1919 [RET 167,043 35725 mood 1T B 00 mg_
R257200-ENF Fireasrm Sadety Trmining 174 1 160 1 160 1
AZSTA04-ENF Adull Hurder Exducataon | 1 Lt -l E 1 W 1
AZEPADE-ENF Keon Dedwaried Repts GLF a0 kX =1 i 7 450

Now you can select the appropriation type code attribute you would like to review data for. Expand the

arrow next to Type Code Attribute.

Preview User Point of View
HMembers
Mwailoble: TypeCodeAstribute [3-3 of 3)
Find:  Name vJ' - dn ] Lise wildeards
' o rerrage 20 (V|
Hame Dafaui
(3 @ TypeCodaarribuce

L.F () [mane)

' 37y Subskintion Varisbles

Click on the bubble next to non-dedicated and click ok at the bottom of the pop-up box.
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Preview User Point of View ®

Members
Awnilable: TypeCodeAttribute (1-5 of 5)
Fnd: Name [w] = 7 use wikdcards
] A 2l Sl Rows Per Page: 20 ]
Hame Default
B O Typacedenstribute

3 (@) moMDEDTC Non Dedicated

ETe] = Decicated
17 [None]

E3 () substitution variables

The report will now show you all non-dedicated appropriations that contain revenue.

BPAS Revenues All (Suppress Zero)

Entity-Mabural Resources | Account Revenues, Fund: 2200 - Game And Fish (Opemations) Type Code: Non Dedicated
Account; REY Pericd: Jul Tvpelodeatinbute; NONDEDTC

Achsal Achsal Actual
Working \#lorkang Workang
Biermium Biernium
FYi4 Frs  FY14-FY15 F& Y17 FYleFT17
MA02-LAM Hon Dedicated Receipts GAF M6 | 1,004 471 75 747
Emm 36 G2 1,008 471 278 47
Program: Land And Minerals Resource Mot 3B 662 1.008 471 274 7471
F292435-EWR Non Dedicated Racsipts GEF 40 3 74 52 2 77
Budget Actnaty: Fookogical And Waber Fesoumes 40 T 74 52 9 77
Progrom: Ecclogical And Water Resources 40 u 74 52 5 77
AZ96A02-F A Non Dedieated Repts GAF 20,334 79759 160.084 B2.354 B2.571 164,929
|Budget Actnaty: Fesh Ancd Wldire: Monagesment 50,334 T9.752 160.086 E2.354 B2.5M 164 525
FIZ96A57-F A Non Dedicated Fepts G&F 15) i3] ] [18) d (18]
Buidget Actnaty: Liceneang 15) (18} (33) (18) i (18]
IProgram: Fesh And Wildirfe: Management 80.318 7973 160.05¢ E2.336 §2.571 164507
RZ3TA06-ENF Mon Dedicated Ropts GAF 440 a7 | M2 440 7aa
Budoet Actiity: Erforcement Hr Laws & Rules. 440 3n B17 32 a4 T

To see the detail of the revenue associated with the appropriations listed, you can also run the Revenue
Detail (Suppress Zero) report located under Detailed Reports - Account Folder. Select the Fund and

Appropriation you would like to review.
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Preview User Point of View

This report/book runs for the members on the user Point of View listed

belaw.
Fund
2200 Select...
Entity
R291A02 (A) Selact...
Scenario
Nov Base Select...
Help

oK

Cancel

The Revenue Detail report will allow a user to click on the arrows next to the type of revenue to drill
down to the revenue account code.

BPAS Revenue Detail (Suppress Zero)

Entity: R291402-LAM Non Dedicated Receipts G&F, Fund: 2200 - Game And Fish (Operations)

Actual

Actual

Actual Actual Nov Base
Working Warking ‘Working ‘warking \Working
Biennium Biennium Biennium
FY14 FY15 FY14-FY15 FY18 FY17 FY17 _ FY16-FY17 FY18 FY18  FY13-FY18
¥ Depzrimental Earnings 36 662] 1.(}08‘ 471 276 747 276 275 553
» 4l Other | 0 0 0 0 0 0
Revenues 345 662] 1,008 47 276 747 276 276 553
Dedicated
Revenues

Other reports which are helpful for dedicated receipts are the Available Resources by Appropriation or
Available Resources by Funds reports. Both of these reports are located in the Detail Reports >
Accounts folder. The Fund report will show your total dedicated revenues for a fund. If you need more
detail to see which appropriations you would like to update, the Appropriation report will show you the
dedicated revenues by appropriation. Detail Reports = Accounts—> Available Resources by Fund or
Detail Reports - Accounts - Available Resources by Appropriation.

Available Resources by Fund

Select your agency for the entity and Nov Base for the Scenario. Click ok.

Preview User Point of View

This report/book runs for the members on the user Point of View listed

below.

Entity
R29 Select...
Scenario

Now Base Select...

Help

BPAS Manual
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EPAS Avadable Resources iy Funds
ety gtural Furwiarod Tovm Cocde [imigtond

Actasl Actual Actun Pow Bass
Worlry  Wierkoag ok Wierhong
Hepareum Aarcam Hanrram
Fris FY15_FrisFvis FYis FY17 FY18E617 FYis Fy18 FYiB£Y i Fya
1000 - Garsal Balaace Formard a 215 £311 s 113 EE 3560 |
Ravistasins 510 KT B5T & e £ 2z IH iy =
Apprognaion T§15 980 247106 13761 AT ITLERY 1573 ik R TH 539
Translernin Ha BET T |
Traaukeis Dl e i) 3587 EE 515
Ealaace Fonmsid Dl 4451 2. HE BE 470 A3
Cancedatong 13 1087 110 1,500 1,360 |
Evadabin Rirbousiin BIEZT 89 M3 183 338 138387 13538l 27364 134551 iMgsl] 269503 134 351
Expendiues Bl& b M k] 88,555 oAy Ea 101415 SOEATE 200 BN 101416
Linmn ol Fonds 1637 4 Y 1) Sl a8 554 Rt T 111 418 sk ang] 3o A 11418
ACCOUNT KET ¥ i ] iy Rk | = TIoE EEiT ) LA T
1300 - Waagaota Aeowoes Balgace Forsand i 2 L a7 |
Agprograton [} ] ] [ o q [ of [ [
Eabascs Formand Ot 4 F |
CancesstoT P Fal |
Frepdabin Fesouces [ [ ] [ [ [ [ ol [ [
Exgendiurm 1] o \E i 1
Lt of Funds, ] 1] [] ; [ |
ACCOUNT KET ] 4 1] ] |

The Fund report will show all funds for the agency. The Revenue row is the dedicated revenue for each
fund. If a fund level needs to be updated, you can run the Appropriation report to see all of the
appropriations within that fund.

Available Resources by Appropriation

Select a fund. Select your agency for the entity and select Nov Base for the scenario.

Preview User Point of View

This reportybook runs for the members on the user Point of View listed

below.

Fund
2200
Entity
R29
Scenario
Mov Base

1l
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EFAS Avaitable Mesources by Appropnaton

Ertsty Hartursl Pamurces, Fund S300 - Ciarna At Pk [Cparaboma)), Typa Code edcated

At Heriual Aeriaal Hore Blesa
Working Werkng Warkang Warking
Banfeun Eimafuinat Eimafripani
Fri4 FYif Fyi4-Frif Frif FYi?__ FYig-Fyaz? Frid Frig Frif-Frif
R290 000-LAM Managemanl (RLF FAppropnalicn 1107 1.707 :'}'-ll
* Trasadars Carl 1040 1,707 '-!E'*I
P Aysdabio FAusonurcis [ 1] 1)
FACCIOUNT KET 1] J 1]
AZE0(r-LAM Land Recond System Pk Balsnos Fonsend In H
FAppropnabon 34 44 44 M GES 344 184 BEY
kAyvailabls Resguce . 350 5] i34 He GES naa il BEY
¥ Expendéures e 3508 [oT) ] ua [ Ha W [
Flsas of Funds 44 l;i:l E_N 144 & 5_5-5 344 144 ES-E_
FACCOUNT KET ] ] ] 1 1] ] 0
R231017-LAM Lasd Record Syatem L11
AF ¥ Balance Foneend in 281 0 1
» Approprabon a o o
FAvaadabie Fesouse F1 a 230
¥ Expasnd s Fal O N
Flises of Funds L 1] el
kACCOUNT HET 1] [:] ::

Return to BBIS to update the revenues by appropriation. Repeat this process for both dedicated and non-
dedicated appropriations.

Budgeting for IT Spending

MNL.IT is given authority and oversight over all executive branch IT spending in the state. Agencies and
entities that are not subject to IT consolidation should continue to budget for IT expenditures as they
always have. All other agencies should review the base budget instructions.

Agencies should use the account code 41196 — Centralized IT Services to budget IT expense.
Run the IT Spend Report

1. Detailed Reports = Appropriation = IT Spend.
2. Select Agency and Fund. The report will return all expenditures budgeted in account code 41196

by appropriation.

Preview User Point of View (2]
This report/book runs for the members on the user Point of View listed
below.

Scenario

Mowv Base Select...

Wersion

wWorking select...

Entity

=10 Select...

Fund

1000 Select...

Help QK. Cancel
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https://www.mn.gov/mmb/assets/2018-19-Base-Budget-Instructions_tcm1059-251184.pdf

BPAS IT Spend

Aeocount: 41196 - IT Centralized Senvices, Entity: Management and Budget, Fund: ALL_FUNDS

Actual Actual MNow Base

Wworking Wworking working
Biennium Biennium
Entity FY13 FY14 FY15_ FY14-FY15 Fr16 FY17_ FY16-FY17
»G100000-Mon Dedicated Receipts 2.344.0' 2.344.d 23440 23440 2,440
»G100001-Accounting Senvices 8,650.0' B,S50d 8,650.0 8,650.0) 8.650.0
¥ G100090-Maps Replacement Project Expd 360.0' EGU.d 360.0 360.0| 360.0
»G100091-MRP Debt Service Account 2.363.0' 2.363.d 23630 2.363.0) 23630
» Budget Activity: Accounting Services 13.?1?.0' 13.'."1?.d 137170 13,7170 13.717.0
»G100002-Budgst Services 12.850.0' 12.850.d 12,8500 12,8500 12,850.0
P G100010-Local Impact Notes 14,535.0' 14,535.d 14,5350 14,535.0) 14,535.0
¥ G100024-Statewide Budget System ?E.Ul ?Ed 75.0 75.0) 75.0
¥ Budget Activity: Budget Services ?.460.0' 2?,460.d 74600 7.460.0) 274600
» G100003-Economic Analysis ??2.0' '."T"Ed 7650 7620 7620
P Budget Activity: Economic Analysis ??2.0' '.-'T"Ed 765.0 762.0| 7620

3. Go to BBIS to update appropriations with new IT spend estimates.

Review Fiscal Pages

The final step in preparing your base budget is to review the fiscal pages that will be included in the

Governor’s budget.

Explore to Reports. Select Fiscal Page Reports folder.

* Name -
[ Budgst Books
[ Consolidated Fund Statements
] Detail Reports

=T Piscal Page Reports |
[} General Fund Statement
[] Sample Content
[ Shared Workspace Pages
[[] Statewide Level

[ Users

There are 2 fiscal pages that will be used in the Governor’s Budget book; Expenditures Overview and
Financing by Fund. These reports have been created at the Agency, Program, and BACT level.

Additionally, there is a Change Summary report created at all 3 levels. This report is for review only.
They will not be included in the Budget Book.
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[} Change Summary Reports - Not in Budget Book
:i| Agency Expenditures Overview

I.J Agency Financing Fiscal Page

| Agency Financing Fiscal Page

:3 BACT Level Expenditures Overview

s BACT Level Financing by Fund

::d MDE Agency Financing Fiscal Page

c| MDE BACT Level Financing Fiscal Page

:3:| MDE Program Level Finanding Fiscal Page

::d Program Level Expenditures Overview

::dl Program Level Financing by Fund

1. Select the Agency Financing fiscal page. This should be run at the 3 digit agency code.

Preview User Point of View (2]

This report/book runs for the members on the user Point of View listed
below.

Entity
G10 Select...

2. The report will return as an HTML report and you will see only one fund at a time.

Management and Budget Agency Financing by Fund

{Dollars in Thousands)

Page: 1000 - General E
R — e

Actual Actual Estimate Forecast Base
Fr14 FY 15 FY 16 7 P18 Fy19
Balance Forward In i} 5,447 0 0 0 1III-1I
Direct Aopropriation 37,750 29,574 0 23453 | 29451 20,459
Met Transfers (10,333 (11,965 0 (8,780) | (8,783 (8,781)
Cancellations 2,008 73 0 0 0 0
Expenditures 20,063 2214 0 20,573 20,573 20,750
Balance Forward Out 5,5 400 0 0 104 0
Bisnnial Change in Expenditures (21,404) 20,481
Bicnnial % Change in Expenditures (51) a3
FTEs 1582 1554 1353 1307 150.7]

3. Click on the PDF icon at the top of the window to switch the report to PDF view. (You can
toggle back and forth between HTML and PDF by clicking on the icons). Now the report will

show all funds on one page.
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HNavigale File View Favrritas Tgols Help

# B m v Babre M & W

Management and Budget Agency Financing by Fund

{Dolliars in Thousands)

1000 - General

Actual Actual Estimate Forecast Base
Fyi4 FY 13 FY 16 FYiT FY18 Fy13

Balance Forward In 0 5,442 1] 0 0 104
Direct Appropriation 37750 20,578 /] 20,458 20481 20450
Met Transfers (10,333) (11,885) 1] {8.780) (8,783) (8.781)
Cancellations 2,008 738 /] 0 0 0
Expenditures 20,063 .14 /] 20.873 20,373 20,780
Balance Forward Out 5345 400 /] 0 104 0

Biennial Ghange in Expenditures (21.404) 20,481

Biennial % Change in Expendifures (51) Ba
FTEs 1882 1656 155.8 1507 150.7
2000 - Restrict Misc Special Revenue

Actual Actual Estimate Forecast Base
Fyi4 FY 13 FY 16 FYiT FY18 Fy13

Balance Forward In 5 T 1] 0 0 0
Receipts o4 81 i} 87 a8 69
Expenditures 62 62 1] &7 (]
Balance Forward Out 7 [i] 1] 0 0 0

Biennial Change in Expenditures {57) 70

Biennial % Change in Expendifures (48} 104
FTEs 0.0 0o 0.0 0.0 0.0

4. Review the report to make sure the totals are accurate and how your information should be
displayed.

Run the BACT Financing by Fund Report
This report should be run at a BACT (Budget Activity) level.

1. Search for your agency. Click on the + sign next to the 3 digit code to see the programs. Click on
the + sign next to the programs to see the BACT level. Run the report for each BACT.
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This report/book runs for the members on the user Point of View listed
below.

Entity

G10 ¢ ! Select... | >

Help oK | Cancel

" Preview User Point of View

Members
Available: Entity (1-2 of 2, 6 Total)

Find: |Name El |* | MV yse wildcards

ﬁ] | “R:msPerPagE: 500 :l

| MName

-@emm

B Substitution Variables

Name
B ® Entity
O STATEWIDE

4T STATEWIDE_ALPHA

4T STATEWIDE_BRANCH

B C Deleted Entity Members

B C Substitution Variables
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BEC e

Management and Budost

Program: Statewide Services

Budget Activity: Accounting Services

- BT gio0102 (B)

Budget Activity: Budget Services

- BT Gio0103 (B)

Budget Activity: Economic Analysis

BT G1o0105 (8)

Budget Activity: Treasury

- BT Gioo106 (B)

Budget Activity: Management Analysis & Devlpmnt

- BT Gio0107 (B)

Budget Activity: Human Resource Management

- BT Gio0108 (B)

Budget Activity: Labor Relations

- BT Gioo109 (B)

Budget Activity: Agency Administration

B C ogio0z

Program: Statewide Insurance Programs

Bl Goo201 (B)

Budget Activity: State Employes Group Ins Pgrm

B © G1o0202 (B)

Budget Activity: Public Empoyees Insurance Pgrm

(%

Preview User Point of View
belaw.
Entity
G100101 {B) select...
2. Click ok.

Budget Activity: Accounting Services

1000 - General

This report/book runs for the members on the user Point of View listed

Budget Activity Financing by Fund

{Dollars: in Thousands)

Actual Estimate Forecast Base
FY14 FY 15 FY 18 FYi7 FY18 FY19

Balance Forward In 12 0 153 1] i]
Direct Appropriation 12,815 12,815 13,938 1402 14012 14.012
Met Transfers (6,652) (7.711) {8,948) 16
Cancellations 1.806 M2 0 o 1] o
Expenditures 4233 4,869 4,818 5,060 5,060 5,080
Balance Forward Out 0 153 1] 1] 1]

Biennial Ghange in Expenditures 755 241

Bignnial % Change in Expendifures ] 2
FTEs 43.7 50.0 471 471 471 471

3. Review the report to make sure the totals are accurate and how your information should be
displayed. Repeat this process for the program level. Run the Expenditure Overview fiscal page

at all three levels.

BPAS Manual

38

August 2016



	Accessing BPAS
	To Log into BPAS
	Support

	System Overview
	Overview
	Dimensions
	Entity (hierarchical)
	Account (hierarchical)
	Fund (hierarchical)
	Version
	Scenario
	Year
	Period (hierarchical)

	Forms
	Running Dimension Structure Reports

	BPAS Home Page
	Adjusting User Preferences

	BBIS Application
	Entering Information in BBIS
	Adding Accounts to the Rows in BPAS

	Base Maintenance
	Reconcile Actual Fiscal Years
	Base Adjustment

	Transfers
	Transfer Forms
	Dimension Changes
	Security Changes

	Compensation Budgeting & FTE Review
	Updating Forecasted Dedicated & Non-Dedicated Revenues
	Budgeting for IT Spending
	Review Fiscal Pages



