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General Budgeting and IBARS Tips

If you have general budgeting or IBARS questions start with your own DOB analyst. If
the question needs to be addressed to the System Administrator, Cheri Froetschner, your
analyst will do so. The DOB phone number is (785) 296-2436. The DOB fax number is
(785) 296-0231. The DOB website is http://budget.ks.gov. The website contains the
budget instructions, budget indices, budget forms, The Governor’s Budget Report, The
Comparison Report, and other helpful information. The website to log on to the IBARS
system is http://budget.ks.gov/budgetsystem.htm.

Remember that the SHARP system does not retain the salary of unclassified positions
when they are vacant. Therefore, you will have to put in the unclassified salaries for
vacant positions.

The download from STARS will occur on August 8, 2008. The download from SHARP
will be based on the second pay period of the fiscal year and will be run on July 23, 2008.

For biennial agencies, the FY 2011 salaries and wages will be hand entered into the
Budget Request Summary module. The Division of the Budget will send out a template
to assist in calculating salaries and wages. Agencies enter the totals into the FY 2011
Posted Payroll column. Any shrinkage amounts should be entered in the FY 2011 Base
Budget Entry column.

IBARS will open to users on August 11, 2008. Agency budget submission to the
Division of the Budget is due September 15, 2008. Along with submitting your budget
through IBARS, agencies are required to submit two paper copies of the budget narrative
to the Division of the Budget and one copy to the Kansas Legislative Research
Department (KLRD). Some agencies are also required to submit paper and/or electronic
(Excel) 404s, please check with your DOB analyst.

Make sure that your 404s are completed in the system. This means that the appropriated
amounts match what was actually appropriated or allocated, transfers are reflected
correctly, etc. You will no longer have to enter in a balance/cash forward amount. The
system will populate this number when you run a 404 or 404 aggregate. Even if you put
an amount in the cash forward line, the system will ignore it and take the ending balance
from the previous year and place it in the cash forward line for the next year, when you
run the 404 reports.

Include in your narrative the actual number of FTE positions by program because this
information is not included in the SHARP download

Do not delete anything in the FY 2008 Actual Column! If you think an actual figure is
incorrect, call your DOB analyst or note it in the written narrative.
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General Budgeting and IBARS Tips

Tips (cont.)

9.

10.

11.

12.

Do not delete any rows! If you have added a row that you now do not want, just change
the numbers to zeros in that row.

Your base budget submission for the current year should not exceed the approved
amount. The 200X Session Laws of Kansas will have the appropriation bills that outline
your approved budget and other provisos that direct agency activities. The session laws
can be found at http://www.kslegislature.org/legsrv-sessionlaws/index.do. The session
laws will contain the budget as originally approved. The agency charts of accounts are
maintained as a part of the STARS accounting system by the Division of Accounts and
Reports in the Department of Administration. They can be found at
http://www.da.ks.gov/ar/genacct/CoA/default.ntm. The chart of accounts will list the
latest approved expenditures including reappropriations, revisions etc. for each fund.
Any additional amounts that the agency would like to be approved for the current year
must be submitted as a supplemental change package.

Your base budget submission for the budget year, FY 2010, must not exceed the DOB
allocations for appropriated funds. Allocated funds include the State General Fund, the
Economic Development Initiatives Fund, the State Water Plan Fund, the Children’s
Initiatives Fund, and building funds.

Remember that in the appropriations bills official hospitality amounts are included in the
total. In the A&R chart of accounts the official hospitality limitations are shown as a
separate amount.

What is in the System when the Agency First Views It

When you open the system you will find the FY 2008 actual expenditures, revenue, and

fund balances that were extracted from the STARS system on August 8th. In addition,
individual employee data for FY 2009 and FY 2010 are from the second pay period, but the
downloaded will not occur until July 23rd. Agencies will need to review and update employee
data as necessary. Agencies will need to identify and distribute their FY 2009 appropriation in
the most accurate manner possible. Then agencies should build their FY 2010 budget based on
the allocation amount provided by the Division of the Budget. Biennial agencies will also build
their FY 2011 budget.

IBARS User’s Training Manual Page: 2 6/25/2008


http://www.kslegislature.org/legsrv-sessionlaws/index.do
http://www.da.ks.gov/ar/genacct/CoA/default.htm

General Budgeting and IBARS Tips
Tips (cont.)

What should the Agency Provide Outside the System Data

On September 15th, the agency should provide two hard copies of the following to DOB
and one hard copy to KLRD:

e Narrative information
e Children’s Budget Narrative (if what you have put into the system is not sufficient)
e 404s - revenue and expenditure information—check with your analyst
Forms for the above data are available on the Division of the Budget’s website. Also, download

the budget instructions for important additional information at the following address:
http://www.budget.ks.gov/agencyinfo.htm.
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LOGON PAGE

Logging Into IBARS

= https:Jfibars.ks.govfibars/build/build_frames_login. jsp?txt-web_login_frame - Microsoft Internet Explorer provided by The State

Coe v | @] hetpsigfibers.des.covbarsfbuldibuild_frames_login jsptit=web_login_frame v &[4 [x] | |[2]-

W ‘@https:ﬂflbars‘ks‘gDvﬂ\barsﬂbulldfbu\\d_ﬁames_lugm.]s‘H |_| -0 =
GS Budget and Reporting System

~ |:2bPage + {0 Tools -

KANSAS

Enter your User ID and Password to log onto eBudget System

N —
Pt |

Affinity Global Solutions Copyright ; 1995-2008

Done IF & Intemet #100%

Although IBARS is supported by both Internet Explorer and Firefox,
DOB prefers that Internet Explorer be used.

> Entering the Internet Budget and Reporting System (IBARS)

Go to the Division of the Budget website: https://ibars.ks.gov/ibars

« Input User Id —the ID that the user is currently using or that the system administrator
has defined for you.

« Input Password — the Password that the user is currently using or that the system

administrator has defined for you. Every 30 days users will be asked to change their
password.

«  Click Logon.
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HOMEPAGE

- Microsoft Internet Explorer provided by The State of Kansas

KV |~ |E] hetpsuifbars.ks.goviibarsjbuikdbuld_Frames_login.jsp7txt=main o &[4 ][x] [ [[2]-

: — ) »
W\ I@httus:H\bars.)5.guw‘lbarsfbu\\dp’bulldjrames _login ... ] } - B e - |shPage - (i Tools -

repifﬂ RI2009A0300083/B/M

neckhst Versions | Publications

Internet Budget and Reporting System Tuesday, June 10, 2008

3 Current Version:
Hzxe [H . <
Current Version | < 20040300083
Title:

Menu RptngLvl | Projects Agency Work Version
::l’:;’:f:::m Version Status:
»Reports Agency

Budget Office
Legislative Office
£ ¥

k!Affinity Global Solutions

The world's leadina public sector budast software. Affinity Global Solutions IBARS
Copyright @ 1995-2008 LEVINSON ENTERPRISES, INC All Rights Reserved
www_affinitygs.com

| -y " the text editor for Internet |

Affinity Global Solutions Copyright ;, 1995-2008

il & Internet H100% -

The Homepage appears after logging into IBARS. The right side shows the Current Version
and Title of the version. The top left corner also shows the current version. Also on the right,
the user can change the Version Status of the current version. The Version Status will allow a

user to Open, Close, or give Read-only access to another user (i.e. an Agency, Budget Office, or
Legislative Office).

REMINDER: The “back” button on the internet screen will not work in IBARS.
The user must use the IBARS tabs and icons to navagate through the system.
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MAIN TOOLS

Main Tabs and Icons

= https:#fibars.ks.govfibars/build/build_frames_login. jsp?txt=main - Microsoft Internet Explorer provided by The State of Kansas

—_—
'@ =4 | @] https:ffibars ks.goviibars/buildfbuild_frames_login, jsp?txt=main
File Edit  Wiew Favorites  Tools  Help

{3 ﬁ'ﬁ' |:’_éhttps:,l',l'ibars.ks.gnv,l'ibars,l'build,l'buiId_Frames_Iogin.js... ‘ ‘

cadmin/BDPRI200300300790/A/M Internet Budget and Reporting System

Home Checklist Versions Publications Logout
W7 xXeoeE

Menwu Rptng Lvl Projects

The following is a list of the main tabs and icons that will be used throughout the budget system.
They will always be located in the top left part of the screen.

= Home — Allows the user to change the Version Status (i.e. the type of user who has
access to the current version).

= Checklist — Allows the user to select the module to work in (i.e. Budget Request
Summary, Position Detail Data, Special Fund Balance, and Children’s Services).

= Versions — Allows the user to select, delete, copy, or submit versions.
= Publications — Allows the user to run reports (i.e. SR05, SR13, and 404)

= Logout — Allows the user to logout of IBARS.

= Save (update) icon — o Used to save or update changes made in modules.

= Add (insert) icon — » Used to add or insert new positions or rows in modules.
= Delete icon — ® Used to delete positions or rows in modules.

= Help icon - ) Allows the user to go to a help screen to get information about a
particular feature.
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MAIN TOOLS

Main Tabs and Icons (cont.)

= System running icon — ¥ When this animated icon is visible, the system is busy

updating the user’s request. This icon will disappear when the system is done
updating.

= Extract to excel icon — —3@ Allows the user to extract any screen to excel.

= Sortascending * and descending ¥ icons — The sorting works like a progressive
sort. Once the user clicks on a column title, the arrows will appear. Example: In the
Position Detail Data module on the Pos List page, if a user clicks Title and then
Name, it will sort first by the Name and then by the Title.

REMINDER: NEVER use the Back and Forward Web tools. These will not work properly
with IBARS.
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VERSIONS

Versions Page

= https:/fivars.ks.govfibars/build/build_frames_login. jsp?txt=main - Microsoft Internet Explorer provided by The State of Kansas

@ — i |g\https:mbars.»g.guvf.barsfbuwdﬂbund_ﬁames _login.jsptt=main EEEE I2E
w & ‘ ’_@http%ars‘ks‘gnvﬂ\harsﬂhuildfhuMd_Framas_Ingm.js‘H |7| M- B - & v [Bhrage - @FTook -
repurtﬂanr:wznnannauu}sgu'\d Internet Budget and Reporting System Tuesday, June 10, 2008
Home Check\ist Publications ~ Logout
E _ﬁ 2 g @ Select * | 00083 Kansas Bureau of Investigation V‘
Menu  Rptng Lvl  Projects Copy Delete  Submit Version Version Title Type User1 User2 Userl LastUpdate
Copy 200900100083 Download A 07/23/2007 &
. Copy 200900200083 Initial Download A 08/07/2007
J Damearatl Copy 200900300083 Final Download A 08/09/2007
Copy  Delete 2009E0100083 DOB Version B 09/17/2007
Copy  Delete 2009E0300083 DOB Tech Version B 10/01/2007
Copy  Delete 2009E0400083 DOB Warking Version B 10/01/2007
Copy  Delete 2009E1000083 DOB Rec Version B 11/06/2007
Copy 2009A0300083 Agency Work Version A 08/31/2007
Copy 2009A0400083 Roll up version B 09/12/2007
Copy 2009A0500083 ibars test B 04/09/2008
Copy 2009A0600083 ibars test cf A 04/09/2008
Copy 200980100083 Agency Submitted B 09/14/2007
Copy 20090100083 Governor's Recomm. B 12/07/2007
Copy  Delete 2009M0200083 test B 05/12/2008
Copy 2009F0100083 DOB Recommendation B 11/09/2007
Copy  Delete 2009H0100083 Governor Version B 11/19/2007
Copy 2008D0100083 Download A 07/21/2006
Copy 2008D0200083 Copy of Initial Download A 08/08/2006
Copy  Delste 2008E0100083 DOB Version B 10/17/2006
Copy  Delste 2008E0300083 DOB Tech Version B 10/17/2006
L >/ Copy Delste 2008E0400083 DOB Version B 10/17/2006
Copy  Delste 2008E1000083 DOB Rec Version B 10/18/2006
Copy 200880100083 Agency Submitted B 10/17/2006
Copy 2008J0100083 Governor's Recomm. B 12/19/2006
Copy  Delste 2008M0100083 DOB Tracking B 03/07/2007
Copy  Delete 2008M0100083 Project Runs A 05/15/2007 &
Affinity Global Solutions Copyright ¢ 1995-2008
Dane 7 & Intemet ®100% <

The Versions page allows the user to copy, delete, submit, or select a version. The user selects
an agency from the Select* dropdown box. Below is a description of each column and its
function.

= Copy - Allows the user to copy a version.
= Delete - Allows the user to delete the version.

= Submit - Allows the user to submit the version. In order for Submit to be an option,
all items in the Checklist must be checked to complete.

= Version - The version number (ex. 2009A0300083 — 2009 is the biennium year, A03
is the version number, 00083 is the agency number).

= Version Title — The title of the version, which is defined by the user/creator.
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VERSIONS

Versions Page (cont.)

=  Type - The level of detail available in the version. Type A is the lowest level (sub-
PCA) and type B (PCA level) is the rolled up version of type A.

=  User 1, User 2, and User 3 - Not used.

= Last Update - The date the version was created.

REMINDER: Each agency has an original download version (A01). Users should NOT work
in the AO1 version. Make a copy of the A01 version to enter budget information. Keeping the
original download unchanged will give the user a reference point in case errors or questions
arise.

IMPORTANT: When selecting a version to work in, the user needs to make
sure to choose the current biennium year. If the user is submitting the budget

year 2010, then the version would start with 2010 (ex. 2010A0200629). A
version starting with 2009 would be what the 2008 Legislature approved for
the FY 20009.
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VERSIONS

Versions Page — Copy a Version

£ https:/iibars.ks.gov/ibars/build/build_frames_login.jsp?txt=main - Microsoft Internet Explorer provided by The State of Kansas [\@E

v 3| [#]x el

o

@ w)~ €] htps: /fibars.ks.gov/ibars/build/build_frarmes_login, jsprtet=main

File Edit View Favorites Tools Help

Google (Gl v oo Ef v 1y Bookmarks~ B 14214 blocked " check + - [ Send tov (@ settings~ S|
wode (& hitps:/fibars ks.gov/ibars fbuild build_frames... [_I -8 - G- 083
jadmin/BDPR/2009D0200790/AM Internet Budget and Reporting System Friday, June 13, 2008

Home | Checkiist | Versions  Publications  Logout

Wrxe [5

Source Version: 200900300790 Final Download

Version Type: | A Agency Version  +
790 - The OFfic . -
00 - l'he‘gefﬁ(a Version Title: |Agency Version

New Version: ZUEIQVA— -00790

Menu  RptngLvl  Projects

Copy Options.
[J Rollup Copy Subschedules
Copy Narrative
[ Recalculate payroll
[0 Recalculate Column Formulas

O statewide

N

Click Copy when finished completing the
screen to start and complete the copy process.

Affinity Global Solutions Copyright ¢ 1995-2008

Zh s.g.. | B KS_train_manual ..

Gl = T T

» Copying an Existing Version

To create a copy of an existing version, click on “Copy’ for the version you want to copy.
The user will then be required to complete the above screen.

The version copy page will tell the user which version is the Source Version for the copy.
Below is a description of the items the user is required to complete in order to copy a version.
= Version Type - Defaults to Agency Version (for agency users).

= Version Title - Can be whatever the user wishes to help identify what the version is
being used for, up to 18 characters. DO NOT USE special characters when naming
versions (i.e. “, *, “”).

= New Version - Click on the down arrow and select a number.
= Copy Options - Use the default, which has copy narrative checked.

= Copy Schedules - Use the default, which has the box checked and four schedules
highlighted. The schedules that will be copied are Children’s Services (CS), Budget
Request Summary (E), Position Detail Data (PS), and Special Fund Balance (REV).
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VERSIONS

Versions Page — Copy a Version (cont.)

Proce wild/build_frames_login.jsp?txt=main - Microsoft Internet Explorer provided by The 5tate of Kansas !'E'

2 htps:/fbars ks.govibarspw_d v | B | Juid/build_frames_login,jsprtct=main < & |(#1(%] [0 [[2]-

Copying Versions

a

] v coo@ B~ ¥y Bookmarks= 114214 hlocked % Check v 8 sl 2Fil (e SEnd (@ settings~ GH

0 of 1 versions 0% Complete

Creating Version 2009A0300790 ifbuild_frames. .. ‘ | - ®m-E-G-e-d 3

e Internet Budget and Reporting System Friday, June 13, 2008

Change Packages ons | Logout

3 of 4 rows 75% Complete

@ Internet #100% <

&00 - The Office

- Fotooo Grastions Process Status box
| - £01100 - Operations

| - &01200 - Scranton Branch

¥~ £02000 - Physic lani
¥~ §95000 - Debt Service
¥~ 899000 - Capital Improvements.

Affinity Global Selutions Copyright ; 1995-2008

— (7] & Internet H100% -

g.. | Chks_tran_marual.. | Abo

= b

A Progress Status box will pop-up on the screen that details what part of the process is running
and how much of the process is complete. After the copy process is complete, it will go back to
the Versions page.

REMINDER: The copied version will not automatically become the current/working version.
Therefore, the user must select which version he or she wishes to work in.

> Selecting a VVersion

The user will select a version by clicking on the version number in the Version column (ex.
2010A0200034). The version will become highlighted as the cursor is on the selected
version.

REMINDER: Never work or make any changes in the A01 version.
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CHECKLIST

Checklist Page

{2 hitp\:Hfibars.ks.goviibars/buildibuild_frames_login. jsp?ixt-main - Microsoft Internet Explorer provided by The State of Kansas EEX
—
@'\’f I\" |g https: ffibars.ks,gov/fibars/buildibuild_frames_login, jsp2txt=main V‘ % | 1| X | | P~
5 o ’?https:tfihars‘ks‘gnvt\harstbuildfhu\\djramesilngm.is‘H I_I v B b v [ihPage - (Took -
reportl/EDPRIAI0OADI00083/EI Internet Budget and Reporting System Tuesday, June 10, 2008
Home @ Versions | Publications | Logout
Wsxe [H
= Budget Request Summary [ Not Complete
Rptng Lvi Project: .
Meny | Rptng vl | Projects « Position Detail Data [ Mot Complete
= Special Fund Balance [[J Mot Complete
b-Administration = Children's Services [ Mot Complete
P-Preparation
PReports
Click on the desired
option
< >
Affinity Global Selutions Copyright ; 1995-2008
Dane 7 & Intemet F 0% T

After the user has selected a version, the system will direct the user to the Checklist page. The
user can always get to this page by clicking on the Checklist tab at the top left of the page.

The user will click on an item in the Checklist to go to that module (ex. Budget Request
Summary).

REMINDER: Clicking in the box to the left of Not Complete will not navigate the user to the
desired module; rather, it will check the module to complete.
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CHECKLIST

Checklist Page (cont.)

The DOB recommends that users enter data into the system in the following order:

1. Position Detail Data module — Salaries & wages and FTE adjustments, including
change packages for salaries & wages. The Change Package Description is within
the module and is not part of the Checklist.

2. Budget Request Summary module — Budget expenditure and funding detail,
including change packages. The Change Package Description is within the module
and is not part of the Checklist.

3. Special Fund Balance module — Funding detail, which details by budget unit the
agency’s source of funding.

4. Children’s Services module — Programs an agency has that support the needs of
children. If your agency is not required to submit a Children’s Services Budget, you
are still required to click this module to complete.

REMINDER: All items in the Checklist must be complete before an agency submits its budget.
If one part, such as the Special Fund Balance or Children’s Services modules are not complete,
the DOB analyst will require the agency to resubmit the budget once all parts are complete.
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POSITION DETAIL DATA

Position Detail Data Page — before reporting level is selected

e https:/fibars.ks.gov/ibars/build/build_frames_login. jsp?txt=main - Microsoft Internet Explorer provided by The State of Kansas

@ 2 v | 8] https: fibars.ks.qoviibars/buildibuid_frames lagin.jsprtt=main w8 [+ e

e — L »

T | @ psifibars.bs.qovibarstbuid/buld _frames logins... | | Bi- B - @ - [ Page - £ Took -

T A TR Internet Budget and Reporting System Tuesday, June 10, 2008
Home Checklist Versions Publications Logout

(= 37 @ Please select a reporting level

Menu  Rptnglvl  Projects

Reporting level tree
will be located here.

#-083 - Attorney General-Kansas Bureau of Ir

Affinity Global Solutions Copyright ¢ 1895-2008

Done (3| & mtermet F00%

When the Position Detail Data module is first selected, the system will prompt the user to
“Please select a reporting level (PCA).” Click on the blue arrow to the left of the agency name
(on the left side of the screen). Now the user will see the agency name listed twice. The user
should click on the blue arrow of the second agency name to get to a PCA level. The user will
need to click the blue arrow next to a PCA to get to a sub-PCA level. Click on the title of the
desired PCA or sub-PCA. Agency users work in the sub-PCA level to enter employee
information.
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POSITION DETAIL DATA

Pos List (Position List) Page — after reporting level is chosen

& https:Hibars.ks_govfibars/build/build_frames_login. jsp?txt=main - Microsoft Intornet Explorer, provided by The State of Kansas

@ 4 v | hteps:ffibars ks, goviibars/buid/build_frames_login.jeprtxt=main IETIENIES Feiig
* R |@httus:N\bars.ks.quv/\barsﬂbu\Idﬂbu\\djrames,luuin.]5." ‘ | B B - Page - FTodk -
report!/BDPRI2003A0300083/B/M Inten}ﬁ Budget and Reporting System Tuesday, June 10, 2008
Home | Checklist  Versions  Publications = Logout Pus info | Pos Benefits |~ Pos BenCalcs | Pos Cales | Pos Alloc  PosEmp | DefAlloc | Chg Pkg Deser
HFxe [H <Rt Lvi: 11000 ADMINISTRATION AND SUPPORT SERVICES_Orderss v
Yr Emp ID Pos Typ Pos No SeqNo Pos Name Class Cd  Title
Menu  RptngLvi  Projects 2009 83VAC0001 01 83vACO0001 1 Michael Scott 8210L1 Special Investigator | fad
2008 KO0000049323 01 K0075488 1 Karen S Bartlett 1073K2 Administrative Specialist
2009 K0000049323 01 1 Karen S Bartlett 1073K2 Administrative Specialist
*?3" Attorney General-Kansas Bureau of Ir 2008 K0000131046 04 1 George F Zinn 011500 Administrative Assistant
| Biperney GoneralKansasBureaut 2009 KOOQO1B1046 04 1 George F Zinn 011500 Administrative Assistant
[l t 11000 - ADMINISTRATION AND 5 2008 KO0000186003 04 1 Laura L Herl 011500 Administrative Assistant
} } - W 2009 KO0000186003 04 K0200520 1 Laura L Herl 011500 Administrative Assistant
| | “&11030- Legal 2008 K0000181037 04 K0202264 1 Ross A Liskey 011500 Administrative Assistant
|1 t 11040 - Human Resources 2009 K0000181037 04 K0202264 Ross A Liskey 011500 Administrative Assistant
} } B rrrrar e 2008 0 04 K020226 CALT EEE ive Assistant
| | - &11960 - BuLDING SERVICES 2009 0 04 K0202267] - inistrative Assistant
| | “&11980 - pATA PROCESSING 2008 KOD0D183478 04 kozozord  Current reportlng level or Administrativ Assistant
| | - &11990 - Communications
| ¥ 11120 - Record Check OFf-Budget 2003 KO000183478 04 KO020227( or Administrativ Assistant
| #- &55000 - Invastigations—Summary 2008 KO0O0D183341 04 K0202271 or Administrativ Assistant
‘ gjggg?i;;;ﬁﬁg;?;;:;;'mm 2009 K0O0O1B3341 04 K020227 T Wolly A Shrewsbury 043030 Senior Administrativ Assistant
b ©99000 - Capital Improvements—Sum 2008 K0000048220 01 K0204232 1 Dewayne F Amaold 3261N2 Utility Worker
2009 K00O0OD48220 01 K0204232 1 Dewayne F Amnold 3261M2 Utility Worker
2008 K0000181894 04 K0209052 1 Janice Legate 070910 Laboratory Technician Il
2009 K0000181884 04 K0209052 1 Janice Legate 070910 Labaratory Technician Il
2008 KO00001601682 04 K0209053 1 Catina L Ortega 070910 Laboratory Technician Il
2009 K0000160162 04 0203053 1 Catina L Ortega 070910 Laboratory Technician Il
2008 0 04 K0213685 1 VACANT 011500 Administrative Assistant
2003 0 04 K0213685 1 VACANT 011500 Administrative Assistant
2005 KO0000203352 04 K0213888 1 Derrick B Baxter 011500 Administrative Assistant
2009  K0000203352 04 K0213688 1 Derrick B Baxter 011500 Administrative Assistant
2008 0 04 K0213889 1 VACANT 011500 Administrative Assistant
2009 0 04 0213889 1 VACANT 011500 Administrative Assistant
2008 KO0000168727 04 K0213891 1 Sally L Hemenway 011500 Administrative Assistant
2009 K0000168727 04 K0213891 1 Sally L Hemenway 011500 Administrative Assistant
< > 2008 KO00O196557 04 10215104 1 Janet M Grant 011500 Administrative Assistant
2009 KO0000196557 04 K0215104 1 Janet M Grant 011500 Administrative Assistant
2008 K0000198997 04 K0215154 1 Wilson R Wiley 011500 Administrative Assistant
2009 K0000198997 04 K0215154 1 Wilson R Wiley 011500 Administrative Assistant
2005  K0000198985 04 K0215155 1 Terri Cannon 011500 Administrative Assistant
200G WNNNN1GRGRE N4 WNPAEARE 1 Tarri Cannon a11£AA Bemminictrative Aeciztant A4
69 Total Records Found - Page |1 ¥ of 2
Affinity Glooal Solutions Copyright ; 19952008
IFal € Internet H 0% v

The Pos List page allows the user to select and add positions by reporting level (sub-PCA). The
user can also sort ascending or descending by each column. Sorting can be performed by
clicking on the titles at the top. Clicking once will sort ascending and clicking a second time on
the same title will sort descending. Below is a description of each column and its function.

* Yr - The fiscal year.
= Emp ID - Employee ID.

= Pos Type Cd — Employee’s position type code (ex. regular classified and regular
unclassified). Select one from the dropdown menu.

= Pos No — Position number.
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POSITION DETAIL DATA

Pos List (Position List) Page — after reporting level is chosen (cont.)

= Seq No - Sequence numbers are used for employees with split positions. This is
rarely used.

= Pos Name — Employee’s name.
= Class Cd - Class code.

= Title — Employee’s job title.
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POSITION DETAIL DATA

Pos L.ist Page (cont.)

= https: Hibars.ks.goviibars/build/build_frames_login. jsp?txt=main - Microsoft Internet Explorer, provided by The State of Kansas

&~ | 2] psifibars ke gaviibars buikibuld_frames logn.jsp?ost=main DENEES L~
i @ | @nttpsiifioars.ks.govlibarsibuld/buld_frames_login.s... | | f2 - B - @ - [ahrege - Gosls -
report1/BDFRi2008A0300083/8/M Internet Budget and Reporting System Tuesday, June 10, 2008
Home  Checklist Versions Publications = Logout o__ Pos Benefits __PogBenCa Pos Alloc | PosEmp | DefAlioc | Chg Pkg Descr
E B = (_‘/ @ Rpt Lvl: 11000 ADMINISTRATION AND SUPPORT SERVICES \Q
Yr Emp ID Pos Type Cd  Pos No Pos Name Class Cd
Menu | RptnglLvl | Projects 2009 83VAC0001 01 83VAC0001 Michael Scott 8210L1 fad
2008 KO0000049323 01 K0075488 Karen S Bartlett 1073K2
2009 K0000049323 01 K0075488 Karen S Bartlett 1073K2
FTE Attorney General-Kansas Bureau of It 2008 KOOOD181046 04 K0200515 George F Zinn 011500
L B imey Coeral KansosBureaut 2009 KOOQO1B1046 04 K020051% George F Zinn 011500 A
11 L,;nncm - ADMINISTRATION AND § 2008  KO0000186003 04 Laura L Herl 011500 A
i i g 1ot - AominisTRATION 2000 kooootssoos 04| Qrder by Laura L Herl 011500 A
| | “&11030- Leqal 2008 KO0000181037 04 Ross A Liskey 011500
|| -&11040 - tiuman Resources 2009 K0000181037 04 Ross A Liskey 011500 Administrative Assistant
} } B e 2006 0 04 K0202267 1 VACANT 011500  Administrative Assistant
| | “&11960 - BUILDING SERVICES 2009 0 04 0202267 1 VACANT 011500 Administrative Assistant
I I t_;w 2008 KO0000183478 04 K0202270 1 Marlene K White 043030 Senior Administrativ Assistant
Wl 2009 K0000183478 04 K0202270 1 WMarlene K Whits 043030 Senior Administrativ Assistant
| »- &55000 - Investigations—Summary 2008 KO000183341 04 K0202271 1 Molly A Shrewsbury 043030 Senior Administrativ Assistant
I :j;g;'?%;;;':ﬁgg_;‘jgﬁj;'gum 2009 KOOOO1B3341 04 Ko202271 1 Molly A Shrewsbury 043030 Senior Administrativ Assistant
¥ ©99000 - Capital Improvements—Sum 2008 K0000048220 01 K0204232 1 Dewayne F Arnold 3261N2 Utility Worker
2009 KO000OD48220 01 K0204232 1 Dewayne F Arnold 3261M2 Utility Worker
2008 KO0000181894 04 K0209052 1 Janice Legate 070910 Laboratory Technician Il
2008 KO0OO181884 04 K0208052 1 Janice Legate 070810 Laboratory Technician Il
2008 KO000180162 04 K0209053 1 Catina L Ortega 070910 Laboratory Technician Il
2009 KO0000160162 04 K0209053 1 Catina L Ortega 070910 Laboratory Technician Il
2008 0 04 K0213885 1 VACANT 011500 Administrative Assistant
2009 0 04 K0213885 1 VACANT 011500 Administrative Assistant
2008 K0000203352 04 10213888 1 Derrick B Baxter 011500 Administrative Assistant
2009 K0000203352 04 10213888 1 Derrick B Baxter 011500 Administrative Assistant
2008 0 04 K0213889 1 VACANT 011500 Administrative Assistant
2009 0 04 10213889 1 VACANT 011500 Administrative Assistant
2008 KO0000168727 04 K0213891 1 Sally L Hemenway 011500 Administrative Assistant
2009 KO000168727 04 K0213891 1 Sally L Hemenway 011500 Administrative Assistant
< > 2008 KOO00O196557 04 10215104 1 Janet M Grant 011500 Administrative Assistant
2009 KO000196557 04 K0215104 1 Janet M Grant 011500 Administrative Assistant
2008 K0000198987 04 K0215154 1 Wilson R Wilay 011500 Administrative Assistant
2009 KOO00198997 04 K0215154 1 Wilson R Wiley 011500 Administrative Assistant
2008 K0000198985 04 K0215155 1 Terri Cannon 011500 Administrative Assistant
2000 KNNNNMGRARE A WNDMEAEE 1 Tari Cannnn A11£AA Bdrainicteative Aesictant 4
69 Total Records Found - Page | 1 ¥ | of 2
Affinity Glozal Sclutions Copyright ; 1995-2008
IFii @ 1nternet H100% -

The Order by box at the top of the page will allow the user to order all pages in the position list
for the selected sub-PCA by Pos Name, Pos Type Cd, Emp ID, Class Cd, and Title. Click the
dropdown arrow to select an Order by option. To clear the Order by sort, click the down arrow
and select the blank row at the top of the list.

The Search box at the top of the page allows the user to search for a person by name. Type the
name, first or last, and it will find those employees. To clear the Search, delete what you have
typed in the box and click the Enter key.

At the bottom of the screen, the user can see how many records are listed for the selected sub-
PCA or PCA. It also tells the user how many pages of positions there are for the selected sub-
PCA. The user can click the dropdown and select a page number.

> Selecting a position

To select a position, click on the Pos No of the position. When a position is selected, the
system will automatically go to the Pos Info page. After a position is selected, the user can
click on the Pos Benefits, Pos Ben Calcs, Pos Calcs, Pos Alloc, Pos Emp, Def Fnd, and
Chg Pkg Descr pages to review or change a position’s information.
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POSITION DETAIL DATA

Pos Info (Position Information) Page

(5 hitps:Hfibars.ks.gov/ibars/build/build_framex_login. js p?txt=main - Microsoft Internet Explorer provided by The State of Kansas

@ 2 v | 8] https: fibars.ks.qoviibars/buildibuid_frames lagin,jspTagrain NS P~
n _ gl »
ttpstfibars ks govfibarsfbuild/buid_frames_login.js. .. il ) ~ b Page ~ {(J Tooks -
TE A @ hetpssfibars ks gaviibarsibuid/build_F ) -0 = Lp. % Taol:
report1/BDPRI2009A0300083/BI1 ernet Budget and Reporting System Tuesday, June 10, 2008
Home  Checklist | Versions Publications  Logout Pos List @ Pos Benefits | Pos BenCalcs  Pos Calcs | Pos Alloc  PosEmp | DefAlloc | Chg Pkg Descr
AFrxe [H Pos No: 83VAC0001 Pos SeqNo:1 Yr:2008  Hame: Michael Scott  Rpt Lvi: 11000 ADMINISTRATION AND SUPPORT SERVICES
Year 12009 Class Cd 8210L1 Special Investigator | +
Menu | RpingLvl | Projects Pos No 33VACO001 Step 9
Pos Seq No 1 Fte 1.00
#-083 - Attorney General-Kansas Bureau of I ,7 ,— -
¥ &00 - Attarney Gene e — Emp id 33VACO001 Name Michael Scott Current OSlthn
¥ £11000 - General Services Anniv Dat e L . 1010111985 p
| L &11000 - ApmINISTRATION AND 5 ANV Date ongevity

} t{w Emp Date2 ’7 Emp Date3 ’7 Selected and
o urcas Pos Type Cd 01 FT Regular Classified + | Pay Type Cd reporti ng Ievel it is

| = &11110 - Ki

| “ 11130 - Reqistration Unfunded Ind Funded - Rate 17.38 ti d t

| - £11960 - BUILDING SERVICES € 0.
| “&11930-D, ING ‘Compute Incr Ind Duration 2080

| - 811090 - cor s

» £11120 - Recon Budget  New Fte Ind Salary Amount 36,108.80

¥~ &55000 - Inve:
¥ &70000 - Labor
)-08000 - Debt Servics

¥+ &09000 - Capital I Bud Chg A [E /31 Vehicle Replacement v
Sub Sched Ind v
Next Incr Dt Sub Sched Ho ~
Date2 Pyrll Ind Y YES v
Date3 Lump Sum Amt 0.00
Dated Lump Sum Descr
Date5
< >
Affinity Global Solutions Copyright ; 1895-2008
Done (73] & mtermet F00%

The Pos Info page will allow users to update position information and attach newly requested
positions to a change package. Below is a description of each column and how to input the data.

» Year — Fiscal year. Type in the fiscal year (ex. 2010).

= Class Cd - Class code. Click the dropdown arrow and scroll to find the correct class
code.

= Pos No - Position number. Type in the employee’s position number.

= Step — Which step of the pay matrix a classified employee is on. For classified, type
in the employee’s step number. If unclassified, type 0 (zero).

= Pos Seq No - Position sequence number. If a position number is listed more than
once in a fiscal year, the system numbers the positions sequentially.
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POSITION DETAIL DATA

Pos Info Page (cont.)

FTE — Employee FTE count. Type in the employee’s FTE status (ex. 1.00 or .50).

Emp ID — Employee’s ID. A unique employee 1D must exist for each position.

REMINDER: For newly requested positions, the Emp ID must be created first on the Pos Emp
page, then the user can fill out the Pos Info and other pages. For newly requested positions, use
agency number followed by ‘“VAC’ followed by a four digit unique number (ex. 34VAC0001
and 280VAC0001). For newly requested positions, the Emp ID and Pos No can be the same.
Don’t forget to tie newly requested positions to a change package.

Name — Employee’s name. This field automatically fills in because it is tied to the
Emp ID, which the user fills out on the Pos Emp page.

Anniv Date — Employee’s anniversary date — this is not used.

Longevity — Employee’s longevity date. This field will automatically fill in because
it is tied to the Emp ID, which the user fills out on the Pos Emp page.

Emp_date2 and Emp_date3 — Not used.

Pos Type Cd — Employee’s position type code (ex. regular classified and regular
unclassified). Select one from the dropdown menu.

Pay Type Cd — Employee’s pay schedule (ex. Hourly and Bi-weekly). Select one
from the drop-down menu. If the employee is classified, this box will automatically
populate.

Unfunded Ind — Determines if a position is funded or unfunded. The user has the
following three options in the dropdown menu: (1) Funded — will post the salaries
and wages to the Budget Request Summary module; (2) Unfunded-Do not post —
will not post salaries and wages in the Budget Request Summary module; and (3)
Unfunded-Post — will post the salaries and wages to the Budget Request Summary
module.

Rate — Employee’s rate of pay. If the employee is classified, this box automatically
fills in based on the pay rate table from Division of Personnel Services (DPS). If the
employee is unclassified, then the user must fill in this box (ex. 10.25 or 22.50).

Compute Incr Ind — Not used.

Duration — The basis of pay for an employee. The user keys in the duration (ex.
hourly = 2080 and bi-weekly = 26 for a full year).
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POSITION DETAIL DATA

Pos Info Page (cont.)

New FTE Ind — New FTE indicator. Check this box if the position is a newly
requested FTE position and is tied to a change package.

Salary amount — Employee’s total salary. This is calculated automatically (FTE X
Rate x Duration).
Start Dt — Not used.

Bud Chg — Budget change package. If it is a newly requested position, the user
creates a change package description and chooses it from the dropdown menu to
associate the position to the package..

End Dt — Not used.

Sub Sched Ind - Not used.
Next Incr Dt — Not used.
Sub Sched No — Not Used.
Date2 — Not used.

Pyrll Ind — Payroll indicator. Indicates if the position is counted in the agency’s FTE
count. The user can select from the dropdown either Y Yes or N No. If neither
option is selected, then the system will automatically count the FTE as if the user
selected Y Yes.

Date3 - Not used.

Lump Sum Amt — Lump sum amount. Used in special circumstances like bonuses
approved by the Legislature.

Date4 — Not Used.

Lump Sum Descr — Lump sum description. The description/reason for the lump sum
amount.

Date5 — Not used.

REMINDER: Individual employee data for FY 2009 (current) and FY 2010 (budget) are from
the payroll period ending July 12, 2008. The data should be reviewed and adjusted as needed by

the user.
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POSITION DETAIL DATA

Pos Benefits (Position Benefits) Page

= https:Jfibars.ks.govfibars/build/build_frames_login. jsp>t<t-main - Microsoft Internet Explorer provided by The State of Kansas

@ J v | @] hetpsufbars.ks.govfibars/bulgjbuld_frames_login.jspPtxt=main v &[4 [x] | [[2]-
. — ] »
w e [@https:ﬂflbars‘ks‘gDvﬂ\barsﬂbulldfbu\\d_ﬁames_lugm.]s‘H I I Tiov B v hPage - £ Took -

report1/BDPRI2009A0300083/2/1 Internet B and Reporting System Tuesday, June 10, 2008
Home Checklist Versions Publications Logout Pos List  Pos Info C Pos Benefits Pos Ben Calcs  Pos Calcs Pos Alloc  PosEmp DefAlloc  Chg Pkg Descr

E _& ] g @ Pos No: 83VAC0001  Pos SeqNo:1  Yr: 2009 Name: Michael Scott  Rpt Lvi: 11000 ADMINISTRATION AND SUPPORT SERVICES

Description Value

e e Retirement RET / KPERS / 0/ 0797 ¥
FICA FICA /S5 /0/ 062 v
UNEMP UNEMP //0/.0013 +
#-083 - Attorney General-Kansas Bureau of Ir
- &00 - Attorney General-Kansas Bureau | WKCMP WKCMP /00083 /0/ 0089 »
¥ £11000 - General Services
} t,:uuuu - ADMINISTRATION AND § RSAL RSAL //0/.005 v
T e Health Single HLT1/EHI1/185.1/0 |~
j - srces Health Family v
EHM ~
FICA Medicare 2 FICA/MED 2/0/.0145 v
FHM v

LONGEVITY

-
- £990000 - Capital Improvements—Sum

Affinity Global Solutions Copyright ; 1995-2008

Done IF & Intemet #100%

The Pos Benefits page allows users to update the current employee’s benefits and set newly
requested employee’s benefits. Each benefit item shows the benefit rate. Each item can be
changed by clicking on the dropdown arrow and selecting the correct item. Below is a
description of each item.

= Retirement — Type of retirement benefit.

= FICA - The Social Security portion of the Federal Insurance Contributions Act
payroll tax.

=  Unemp - Unemployment.

= WKCMP - Workers Compensation. This item is agency specific correlated to
agency claims. Therefore, the user must choose the correct agency number.

= RSAL - Retirement, sick, and annual leave. Paid upon retirement.
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POSITION DETAIL DATA

Pos Benefits Page (cont.)

= Health Single — Health insurance for the employee.

= Health Family — Must have single health insurance to receive family health.
= EHM - Not used.

= FICA Medicare 2 — The Medicare portion of the FICA payroll tax.

= FHM - Not used.

= Longevity — Not used on this page. It is tied to what is entered in on the Pos Emp
page. If the position receives longevity, the box will have “LONG / 10/50/0.” If
the position does not receive longevity, the box will be blank.
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POSITION DETAIL DATA

Pos Ben Calcs (Position Benefits Calculation) Page

(= hitps:ffibars.ks.gov/ibarsfbuild/build_frames_login. jspsixt-main - Microsoft Internet Explorer provided by The State of Kansas E=E
——
@ wy- |g https: ffibars.ks,gov/fibars/buildibuild_frames_login, jsp2txt=main V‘ % | 1| X | | P~
= — . »
w o [@https:tfihars‘ks‘gnvt\harstbuildfhu\\djramesilngm.is‘H I I o B e v b Page - () Tools -
reportl/EDPRI2009A0300083/2/1 Internet Budg Reporting System Tuesday, June 10, 2008
Home | Checkiist | Versions | Publications | Logout PosList | Posinfo | Pos Benefi Pos Calcs | Pos Alloc | Pos Emp | DefAlloc | Chg Pka Descr
E R 5 @ @ Pos Ho: 83VAC0001  Pos SeqHo:1  Yr: 2009 Hame: Michael Scott  Rpt Lvl: 11000 ADMINISTRATION AND SUPPORT SERVICES
Benefit Type Detail Amt  Sub Amt  Grand Amt
- —— Base
onu | Rotng Lyl | Projscts Salary 36.108.80
Benefits
P-083 - Attorney General-Kansas Bureau of Ir FICA 2.310.08
¥ 00 - Attomey Genaral-Kansas Bureau | FICA 2 540.26
TEI‘IDDD—GeneraISEN\':es HLT1 4.812.60
- £11000 - ADMINISTRATION AHD 5
| = &11010 - ADMINISTRATION LONGEVITY 1.150.00
| - &11020 - Fiscal RET 2,969 53
| - Leal RSAL 186.29
-£11040 - Human Resources
| “&11110 - Kirbs UNEMP 48.44
} t:ulgu - Registration WKCMP 331.60
- £11060 - BUILDING SERVICES
| “&11080 - DATA PROCESSING Subtotal 12,348.77
| &11000 - communications Base Total 48 457 57
& =11uu Record k Off-Budget
#- 855000 - Investigations—Summary
- &70000 - Laboratory Services—Summ: Grand Total 48.457.57
$-98000 - Debt Service-—-Summary
»- £00000 - Capital Improvements—-Sum

Affinity Global Solutions Copyright ¢ 1995-2008

Dane 7 & Intemet F 0% T

The Pos Ben Calcs page displays the salary and all the benefits for the selected position. No
entries are made on this screen. The Subtotal line is a total of the benefit amounts. The Base
Total and Grand Total are the Salary amount plus the Benefit amounts.  This information is
based on entries from the Pos Info and Pos Benefits pages.
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Pos Calcs (Position Calculation) Page

= https:Jfibars.ks.govfibars/build/build_frames_login. jsp?txt-main,- Microsoft Internet Explorer provided by The State of Kansas

oo

| &] hetps:fpibars.s.goviibarsfbuidbuid_frames_login,jsp?tt=main v &[4 [x] |

7

W [@https:ﬂflbars‘ks‘gDvﬂ\barsﬂbulldfbu\\d_ﬁames_lugm.]s‘H I I T~ B - @ - [5hpage - G Tods -

report!/EDPR/Z009A0300083/8iM Internet Budget and Repo stem Tuesday, June 10, 2008

Home  Checklist | Versions  Publications  Logout PosList | Posinfo  Pos Benefits  Pos Ben Calc osAHoc PosEmp  DefAlloc  Chg Pkg Descr

E # b @ @ Pos No: 83VAC0001  Pos SeqNo:1  Yr: 2009  Mame: Michael Scott  Rpt Lvl: 11000 ADMINISTRATION AND SUPPORT SERVICES
Salary FICA FICA2  HLT1 LONGEVITY RET RSAL UNEMP WHKCMP Total
s 06/15/2008 Est 1388.80 8611 2014 18610 000 11089 6.4 181 1236 1811.95
06/20/2008 Est 138880 8611 2014 18510 000 11089 694 1.81 1236 181195
07M32008 Est 1388.80 8610 2014 18510 0.00 110689 695 1.80 1236 1311.94
V082 - Attomey Ceneralkancas Buesuofrn  UT27/2008  Est 138880 8611 2044 18510 000 11088 6.4 181 1236 1811.94
b 800 - Attarney General-Kansas Bureau s 08/10/2008 Est 138880 8610 2013 18510 000 110689 694 1.80 1236 1,811.92
b Eun Geneslservices ap 0B242008  Est 138880 8641 2044 18510 0.00 11089 696 181 1236 1811.96
| UZ1r0t0- mpmmisrrarron - 09/07/2008 Est 138680 8610 2014 18510 000 11089 634 1.80 1236 181193
| = &12020Fisca 092172008 Est 138880 15741 3681 18510 115000 20234 1270 330 2260  3,159.06
| Cfamteal 10/05/2008 Est 1388.80 8611 2014 18510 000 11089 6.4 181 1236 1811.95
[ T e 1019/2008 Est 138880 8610 2014 18510 000 11088 694 1.80 1236 131192
|- & e 11022008 Est 138880 8611 2013 18610 0.00 11069 696 1.81 1236 1811.95
| -fidenBuILoING sERvICEs 1116/2008 Est 138680 8610 2014 18510 000 11069 634 181 1236 181194
| U $11990 - Communications 11/30/2008 Est 138880 8641 2014 18510 000 11089 695 1.80 1236 181195
:2;;;§gf::s:|:ﬁt:j;uiﬁf: 12114/2008  Est  1,388.80 8610 2014 18510 000 11088 6.94 1.81 1236 1,811.93
b E70000 - Laboratery Serviess _summ: 1212812008 Est 138880 8611 2013 18510 000 110689 694 1.80 1236 131193
#9300 - Debt Service—Summary 011172009 Est 138880 8610 2014 18610 0.00 110689 695 1.81 1236 1311.95
> $o0000 - Capital Improvements—Sum 1250009 Est 1,386 80 8611 2014 18510 000 11089 6.4 1.80 1236 1811.94
02/08/2009 Est 138880 8611 2014 18510 000 11088 695 1.81 1236 181195
022272009 Est 1388.80 8610 2013 18510 000 11089 6.4 1.80 1236 1811.92
03/08/2009 Est 138880 8611 2014 18510 000 11089 694 1.81 1236 181195
032272009 Est 138880 8610 2014 18510 0.00 110688 695 1.80 1236 1311.93
04/052009 Est 1388.80 8611 2014 18610 000 11089 6.4 181 1236 1811.95
04119/2009 Est 138880 8610 2013 18510 000 11089 695 1.81 1236 131194
05032009 Est 1388.80 8611 2014 18610 000 11089 6.4 1.80 1236 1811.94
05(7/2000 Est 138880 8610 2014 18510 000 11088 694 181 1236 181193
05/31/2009 Est 138880 8611 2014 18510 000 11089 695 1.80 1236 1811.95
Total 36,108.80 2.310.05 4025 4.812.60 1150.00 2969.53 186.29 4844 33160 4846757

Affinity Global Solutions Copyright ; 1995-2008

Dane IF & Intemet 0%~

The Pos Calcs page displays the salary and benefit amounts by pay period.
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Pos Alloc (Position Allocation) Page

= hitps:Hfibars.ks.gov/fibars/build/build_frames_login. js p?txt=main - Microsoft Internct Fxplorer provided by The State of Kansas

@.\:_/ | @] https:ffibars.ks.govfibarsfbuidfbuid_frames_login,jsp?tt=main & |[4][x] |

w e [@https:ﬂflbars‘ks‘gDvﬂ\barsﬂbulldfbu\\d_ﬁames_lugm.]s‘H lil G-8

_ »
dmh ~ |7bPage - {CJ Tools ~

report!/BOPR/2009A0300083/8/M Internet Budget and Reporting Sy%'l\A Tuesday, June 10, 2008

Home Checklist Versions Publications Logout PosList Posinfo Pos Benefits Pos BenCalcs  Pos Calc: Pos Alloc pos Emp  DefAlloc  Chg Pkg Descr

E = b2 @ lgl Pos Ho: 83VAC0001 Pos SeqHo:1  Yr:2009  Hame: Michael Scott  Rpt Lvl: 11000 ADMINISTRATION AND SUPPORT SERVICES
Rpt Lvl Bud Unit Alloc Pct
Menu  Rptnglvl  Projects
[ 11000 ADMINISTRATION AND SUPFORT SERVICES w| | 0083 OPERATING EXPENDITURES [v| | 05
[ 11000 ADMINISTRATION AND SUPFORT SERVICES w| [ 2010 RECORD CHECK FEE FUND v | 05
#-083 - Attorney General-Kansas Bureau of Ir

¥ &00 - Attorney General-Kansas Bureau |
¥+ £11000 - General Services

L 11000 - ADMINISTRATION AND 5
- £11010 - ADMINISTRATION

“ £11020 - Fiscal

“ &11030 - Legal

811040 - Human Resources
“&11110 - Kirbs

- £11130 - Reqistration

- £11060 - BUILDING SERVICES
811930 - DATA PROCESSING

L £11990 - Communications

P~ £11120 - Record Check Off-Budget

- &55000 - Investigations—Summary

»- &70000 - Laboratory Services—-Summ:
$-98000 - Debt Service—Summary

+ &99000 - Capital Improvements—Sum

3
~

Affinity Global Solutions Copyright ¢ 1895-2008

Done 73 & mtermet H100% <

The Pos Alloc page shows how a position is funded. The user can change a position’s funding

by adding or deleting lines and changing the allocation percent for each line. The allocation
percent must total 1 (ex. .5+ .5=1).
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Pos Emp (Position Employee I1D) Page

= https:Jfibars.ks.govfibars/build/build_frames_login. jsp?txt-main - Microsoft Internet Expizrer provided by The State of Kansas
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Menu tng Lvi Projects
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»- &00 - Attorney General-Kansas Bureau | Emp Date2
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Affinity Global Solutions Copyright ; 1995-2008
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The Pos Emp page is where the Employee ID and Name are tied together. For existing
positions, this page should not be changed. For newly requested positions, the user fills out the
fields as described below.

= Emp ID - Employee ID is unique to each employee. For newly requested
employees, the user fills out this page first.

REMINDER: For newly requested positions, the Emp ID must be created first on the Pos Emp
page, then the user can fill out Pos Info and the other pages. For newly requested positions, use
agency number followed by ‘“VAC’ followed by a four digit unique number (ex. 34VAC0001
and 280VAC0001). For newly requested positions, the Emp ID and Pos No can be the same.
Don’t forget to tie the newly requested position to a change package.

IBARS User’s Training Manual Page: 27 6/25/2008




POSITION DETAIL DATA

Pos Emp Page (cont.)

= Name — Employee’s Name. |If it is a newly requested position, the name can be
whatever the user wishes to identify the requested position — up to 30 characters (ex.
New Auditor).

= Anniversary Date — Not used.
= Longevity — Employee’s hire date. This field is used to calculate longevity bonus.
= Emp_date2 and Emp_date3 — Not used.

= New Emp Ind — New employee indicator. This box should be checked for a newly
requested employee.

REMINDER: After the user has saved a new position on the Pos Emp page, the screen
becomes blank. The system does this so the user can add several new positions at one time.
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Def Alloc (Default Allocation) Page
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Menu tng Lvl Projeq ——— =—T=] 7 = = [ s
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The Def Alloc page allows the user to set a funding mix for salaries and wages without having to
enter the allocation percentages for each position. The user can use the default allocation
method to fund all positions in a version or all positions in a specific reporting level. Below is a
description of each box and column and related function.

= All Scenarios — Default allocation scenarios. Used to add new scenarios or choose a
scenario.

= Current Scenario — When adding a new scenario, type the name of the scenario in
this box.

= Default — Put a check mark in the box of the one scenario that you want to be the
default scenario.

= Current Funding — Click to create an allocation scenario based on the current
funding used for the version selected.

» Run Default Funding — Click this button to run the default funding scenario.
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Def Alloc Page (cont.)

= Tab Option — Allocation scenarios can be done by version, reporting level, or line.
Click the dropdown to select your option.

= Version — Will contain the name of the current version.
= Rpt Lvl - Click the dropdown arrow to select the reporting level.

= Series — Expenditure type. In this module, Series is not used because salaries is the
only option.

= Year - Click the dropdown arrow to select the fiscal year.
= Bud Unit - Click the dropdown arrow to select the budget unit.

= Allocation — Allocation percent. Each scenario must total 1 (ex .9 +.1 =1).
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Chg Pkg Descr (Change Package Description) Page
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The Chg Pkg Descr page allows the user to add change packages that can be used in the
Position Detail Data module and the Budget Request Summary module. Below is a description

of each field.

=  Group - Identifies who is requesting the item.

= Type — Identifies the type of change (i.e. supplemental or enhancement).

= Change Description — Gives the title and brief description of the change requested.
The top box is for the title and the box below is used for the brief description.

= Change No — The number of the package. Each group/type combination must have
its own unique number (i.e. AC1, AC2, AEL, and AE2).

» Include — Determines if the change package is included in the budget totals the
agency submits. To include, the box must have a checkmark in it. Agency reduced
resource packages are not to be included in the agency’s submitted version.

= Priority No, Onetime, and Print Ind — Not used.
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Position Detail Data — Recap

Once the user has reviewed and updated all the position information and added newly requested
positions through a change package, the user can click the Position Detail Data module to
complete. Clicking the Position Detail Data module to complete is done by clicking the box to
the left of the “Not Complete” box on the Checklist page. This process takes a few minutes.

A Progress Status box will show up on the screen that shows the progress of posting the position
data to the Budget Request Summary module.

Clicking this box will take the salaries and wages totals by object code, sub-PCA level, and
fiscal year and post the information to the Budget Request Summary module.

Position Detail Data Checklist:

v Review the data and make adjustments to reflect current employee status (i.e. changes
in salary, medical insurance, funding source, etc.)

v' Clean up the data to remove obsolete positions or to make other necessary
adjustments.

v' Make sure newly requested positions are attached to a change package.

v" Check the Position Detail Data module to complete.

Appendix A on pages 77-83 details an example for adding a position, page 84
details an example for deleting a position, and pages 85-89 details default
allocation.
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Budget Request Summary Page — before reporting level is selected
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The Budget Request Summary module allows the user to enter non-salary expenditure detail
into the system. When the Budget Request Summary module is first selected, the system will
prompt the user to “Please select a reporting level (PCA).” Click on the blue arrow to the left of
the agency name (on the left side of the screen). Now the user will see the agency name listed
twice. The user should click on the blue arrow of the second agency name to get to a PCA level.
The user will need to click the blue arrow next to a PCA to get to a sub-PCA level. Click on the

title of the desired PCA or sub-PCA. Agency users work in the sub-PCA level to enter budget
request information.

REMINDER: Make sure the current version you’re in is the one that you wish to work in.
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Summary Page
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Affinity Global Solutions Copyright ; 1995-2008

The Summary page allows the user to view Expenditure, Funding, and Statistics (FTE) totals by
agency, PCA, and sub-PCA levels. To get the agency Summary, click on the agency name on
the reporting level (PCA) tree. For PCA and sub-PCA, click on the names on the tree.

REMEMBER: When the system is opened on August 11, IBARS will contain the expenditure
and funding for the FY 2008 Actuals. The current year (FY 2009) and budget year (FY 2010)
must be entered by the agency. Biennial agencies will also be required to enter FY 2011.

To get to the Detail page, the user can either click on the Detail tab at the top right of the screen
or click the Expenditures, Funding, or Statistics names listed (i.e. Commodities, STATE
GENERAL FUND, or FTE).

REMINDER: The user can extract any Budget Summary Request page to Excel by clicking on

the Excel icon a-@ )
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Detail Page
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The Detail page allows users to enter expenditure and funding amounts in the Base Budget
Entry columns for both the current year (CY) and budget year(s) (BY) by reporting level. The
user can add lines as needed.

REMINDER: Never delete rows in IBARS. Deleting rows can cause the FY 2008 Actuals
expenditure and funding to be out of balance. The only way to fix this problem is by contacting
the System Administrator in the Division of the Budget.

REMINDER: Salary and wage expenditures, funding, and FTE count for FY 2009 and FY
2010 automatically feed into the Budget Request Summary after the Position Detail Data is
checked to complete. The expenditure, funding, and FTE will be in the Posted Payroll columns
for each year.

Because the salary and wage amounts are populated from the Position Detail Data module to the
Posted Payroll columns, users should make only minor funding changes to salaries and wages.
Any funding changes are required to be made in the Base Budget Entry columns.
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Detail Page — Expenditure
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Done IF3i & Internet H100% -

» Expenditure Data Entry

The user will select Expenditure from the Obj Type* dropdown menu. Next, the user will
choose a Series* from the dropdown menu (i.e. Contractual Services and Commodities).
The user can then enter amounts for the CY and BY and add Object No rows as needed by

clicking the add icon » . After the user has saved the entries, the Total row at the bottom
of the screen will sum all the expenditures in columns (the user may have to scroll down to
see the Total row).

REMINDER: Make sure the Total matches the Total Funds for each column. If they match,
the user is in balance for that expenditure Series*. If they are not in balance, the user must
determine how to fix the imbalance.

Don’t forget to enter the Shrinkage amounts by reporting level. Shrinkage must be
entered as a negative number (ex. -30156) in the appropriate expenditure series.
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Detail Page — Funds
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Done P2 & Internet H100% -

For funding, the user is instructed to “Please select the Series value (fund) from the above drop
down.” The user selects the Series* (Fund) from the dropdown menu. The user will also select
the Obj Type (Exp)* from the dropdown menu.

Remember: Because the salary and wage amounts are populated from the Position Detail Data,
users should make only minor funding change to salaries and wages. Any funding changes
should be made in the FY 20XX Base Budget Entry columns as they cannot be made to the
posted payroll columns.
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Detail Page — Funds (cont.)

= https:/fibars.ks.govfibars/build/build_frames_login. jsp?txt-main - Microsoft Internet Explorer provided by The State of Kansas

@; S = | &) httpssifibars. ks, gowjibars buildibuild_frames_login,jsprtct=main

File Edit Wisw Favorites Tools  Help

= = »
Ve 4| @hitps:fibars.ks.govibarsibuld/buld_frames_login.is... || fi - B - M - [hPage - oo -
cadmin/BDPRIZ00IDOI00TSOIAMM Internet Budget and Reporting System Wednesday, June 18, 2008
Home | Checklist ' Versions | Publications | Logout Summary | Detail | ChgPkg | ChgPkgDescr | Def Alloc
H 5 b q) @ 01100 Operations
Obj Type= | Funds > Series= | 1000 STATE GENERAL FUND v
Menu  RptnglLvl  Projects Obj Type (Exp)= | 2 Contractual Senices v
}-790 - The Office a
| ¥ @00 - The Office ArZLLE A7ELTE
| | ¥ S01000 - Operati FY 2008 Base Agency Adjusted
| | | “&o1100 - operatians FY 2007 FY 2008 FY 2008 Base Budget Change Budget FY 2009 FY 2009 Ba
} } LL,QDHDD' Bud Unit Actuals  Posted Payroll Budget Entry Request Packag Request  Posted Payroll Budget En
NS [ 58692 | 0 | 62345 | 62345 | 0 | 62345 | | 62,2
| | b &09000 - Capital Improvements )
Total | 58692 | 0 | 62345 | 62345 | 0 | 62345 | | 62,
Total Expenditures | 106639 | 0 | 120080 | 120080 | 0 | 120080 | | 129,(
Total Funds | 106639 | 0 | 120080 | 120080 | 0 | 120080 | | 1290
< >
Affinity Global Selutions Copyright ; 1995-2008
Done IF3i & Internet H100% -

» Funds Data Entry

After the correct Series* and Obj Type (Exp)* are chosen, the user can then enter amounts

for the CY and BY and add Bud Unit rows as needed by clicking on the add icon » . After
the user has saved the entries, the Total and Total Funds rows at the bottom of the screen
will sum all the funding entries in that column (the user may have to scroll down to see the

Total rows).

REMINDER: The Total row is the total funding for that selected Series* (fund) and Obj Type
(Exp)*. The Total Funds row is the total of all Series* (funds) for that Obj Type (Exp)*.

REMINDER: Make sure the Total Expenditures matches the Total Funds for each column. If
they match, the user is in balance for that Obj Type (Exp)*. If they are not in balance, the user
must determine how to fix the imbalance.

Don’t forget to enter the Shrinkage amounts. Shrinkage for the FY 20XX Base Budget
Entry must be entered as a negative number (ex. -30156).
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Detail Page — Statistics (FTE information)
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The user will first select Statistic from the Obj Type* dropdown menu. The user can then
select from two items in the Series* dropdown. The user can select either 9000 FTE or 9001
Non-FTE Unclassified Permanent. If the Position Detail Data module is checked to complete,
the user should not have to enter anything on this page because the FTE count will be calculated
and posted from the Position Detail Data module into the FY 20XX Posted Payroll columns. If
the FTE count is not correct, go back to the Position Detail Data module and make sure the
Pryll Ind on the Pos Info screen is Y Yes for all positions that should be counted as an FTE or
N No for positions that should not be counted as an FTE.

REMINDER: For the actual year’s FTE, make sure the FTE count by PCA is in the written
narrative submitted to DOB and Legislative Research. DOB will enter the actual FTE data.
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Chqg Pkg (Change Package) Page

= https:/fibars.ks.govfibars/build/build_frames_login. jsp?txt-main - Microsoft Internet txglarer provided by The State of Kansas

@\ 5 v | https:ffibars.ks.qowfibars buidjbuld_frames login.jsp?txt=main ~| &[] % o[-
File Edit View Favorites Tools  Help
B [ R »
Ve 0| @httpsijfibars.ks.govfibarsibuldfbuild_frames logins... || f3 - B - =& - [=rPage v (& Tooks -
cadmin/BDPR/2003D0300750/AM Internet Budget and Reporting System Wednesday, June 18, 2008
Home  Checklist Versions  Publications = Logout Summary Dslm\g Phg Descr | Def Alloc
H 5 () @ 011‘0[] Operations )
Obj Type= | Expenditures v | Series= | 2 Contractual Senvices v
Menu  Rptnglvl  Projects
$-790 - The Office
| ¥~ €00 - The Office FY 2008 FY 2009
RS Agency Agency
|11 s Incl  Ont Change Change
- ranch Change Package Object No Ind Ind Packages Packages
| | » &o2000 - Physical
| | ¥~ &93000 - Debt Ses v v [ 0 0
| | - 899000 - Capital Improvements
Total I 0| 0
Total Funds I 0| 0

Affinity Global Solutions Copyright ; 1595-2008

Done IF3i & Internet H100% -

The Chg Pkg page will allow users to add change package amounts to the agency’s base budget
request for the current year (CY) and budget year (BY). The user must create change package
descriptions in the Chg Pkg Descr page before the actual expenditure and funding amounts can
be entered. Once the user has put the agency’s base budget request in the Detail page, then the
user can add supplemental change packages for the CY and enhancement change packages for
the BY.

Agencies use change packages to request incremental changes to the CY approved budget and
the BY allocated budget. This would include requests for vehicles, additional appropriated
funds, and major changes to programs. The change package reflects incremental expenditures
and personnel requirements, as well as the method of financing the request.

REMEMBER: New position requests are added in the Position Detail Data module. After the
Position Detail Data module is checked to complete, the salary and wage expenditures and
funding amounts along with the FTE count entered for the position will be posted in the Chg Pkg

page.

IBARS User’s Training Manual Page: 40 6/25/2008




BUDGET REQUEST SUMMARY

& https:Mibars.ks.gov/ibars/build/build_frames_login. jsp?txt=nain - Microsoft Internet Explorer, provided by The State of Kansas

2
5

File Edit Wiew Favorites Tools  Help

~ | ] hitps:fibars.ks.gov/ibarsfbuidibuid_frames_login jsp7t=

e &0 | @ nttpeifibars ks, govilbars/buldjbuild_frames loginds... | |

»
- [z Page ~ () Tooks ~

Internet Budget and Reporting System

cadmin/BDPR/200300300730/AM

Home Checklist Versions Publications

Logout
A4

L.ii 01100 Opet ns
Obj Type\| Expenditures |+ | SpHies= | 2 Contractual Services hd

Menu | RptngLvi | Projects

W5 xe

Wednesday, June 18, 2008

Summary | Detai | ChgPkg | Chg PkgDescr | DefAllsc

#-790 - The Office
| - 800 - The Office FY 2008 FY 2009
| | » &o1000 - Opes Agency Agency
| | | -&o1100 Incl  Ont Change Change
| || < &01200 Change Package Object No Ind  Ind Packages Packages
| | »- &02000 - Physical Plant
| | »- &08000 - Debt S A v 0 0
| | ¥ &99000 - capital Improvements
Total 0 0
Total Funds 0 0
Affinity Globsl Solutions Copyright ; 1395-2008

Done 73 & Internet H00% -

> Expenditure Data Entry

The user selects Expenditures from the Obj Type* dropdown menu. Next, the user chooses
a Series* from the dropdown menu (i.e. Contractual Services and Commodities, also known
as record class). If it is the first change package for this expenditure series, then the user

should not have to click the add icon 7 because there should be one blank row. Otherwise,

click the add icon B to insert a change package expenditure row. Below is a description of

each column and its function.

= Change Package — The group, type, number, and description of the change package.

Click the drop down arrow and select.

= Obj No — The object number for the expenditure. Click the drop down arrow to

select.

= Include Ind box — This is checked if the user wishes to include the change package

amounts in the total budget request.

=  Onetime Ind box — Not used.

= FY 20XX Agency Change Packages — The user enters change package expenditure

amounts in these boxes.
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> Funds Data Entry

After the correct Series* and Obj Type (Exp)* are chosen, the user can then enter the
change packages. If it is the first change package for this fund series, then the user should

not have to click the add icon & because there should be one blank row. Otherwise, click

the add icon » to insert a change package funding row. Below is a description of each
column and its function.

= Change Package — The group, type, number, and description of the change package.
Click the drop down arrow and select.

=  Bud Unit — The budget unit of the fund. Click the drop down arrow and select.

= Include Ind box — This is checked if the user wishes to include the change package
amounts in the total budget request.

=  Onetime Ind box — Not used.

= FY 20XX Agency Change Packages — The user enters change package funding
amounts in these boxes.
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Chqg Pkg Page (cont.)

REMINDER: Make sure the Total Expenditures match the Total Funds for each column. If
they match, the user is in balance for that Obj Type (Exp)*. If they are not in balance, the user
must determine how to fix the imbalance.

REMINDER: If the user wants to use a new fund or a new budget unit with a change package
that currently is not within the chart of accounts, then the user must contact the system
administrator to create it.
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The user first selects Statistic from the Obj Type* dropdown menu. The user can then select
one of two items from the Series* dropdown. The user can select either 9000 FTE or 9001
Non-FTE Unclassified Permanent. If the Position Detail Data module is checked to complete
and the user has attached newly requested positions to a change package, the user should not
have to enter anything on this page because the FTE count will be calculated and posted from the
Position Detail Data module into the FY 20XX Agency Change Packages columns. If the FTE
count is not correct, go back to the Position Detail Data module and make sure that any newly
requested position is tied to a change package (Bud Chg) and the Pryll Ind on the Pos Info page
is Y Yes for those positions that should be counted as an FTE or N No for those positions that
should not be counted as an FTE.

IBARS User’s Training Manual Page: 44 6/25/2008



BUDGET REQUEST SUMMARY

Chqg Pkg Descr (Change Package Description) Page

{Z https:Hibars.ks.govlibarsibuildibuild_frames_login. jsp?ixt-main - Microssf* Internet Explorer provided by The State of Kansas

@k‘ 4 ¥ &) https:ffibats ks, gov fibars/buildibulld_frames _login jspatxt=main MRS RP-
File Edit Miew Favorites Tools Help
W |@https:mbars.ks‘qnvt\harstbu\ldfhuMdjramesilnqm.is.H ‘ | B - B - @ - [Srrege - Tk
cadmin/BDPR/2003D0300790/A/M Internet Budget and Reporting System Wednesday, June 18, 2008
Home  Checklist Versions  Publications  Logout Summary | Detail | Chg PDeH\IIu:
= 7 ) @ Group Type Change Description
A Agency + || C Supplemental ~ |[Postage
Menu | Rptnglvl  Projects Change No[1I Include [addtional fund for postage
Priority No Onetime []
Print Ind [ H
Title of the package
Group Type Change Description
AAgency + || EEnhancement Package |+ [|New FTE positions B - - .
rief description of the package
Change No |1 Include jnew auditor p p g
Priority No Onetime []
Print Ind []
Group Type Change Description
A Agency + || EEnhancement Package * ||Replacemert Vehicle
Change No [2 Include [replacement for audtor
Priority No Onetime []
PrintInd [
Group Type Change Description
A Agency + ||| Capital Improvements ~ | [storage Shed
Change No |1 Include |Sterage shed for paper
Priority No Onetime []
Print Ind [
Affinity Global Solutions Copyright ¢ 1595-2008
Done IF3i & Internet H100% -

The Chg Pkg Descr page allows the user to add change packages that can be used in the
Position Detail Data module and the Budget Request Summary module. Below is a description
of each field.

Group - ldentifies who is requesting the item.
= Type - Identifies the type of change (i.e. supplemental or enhancement).

= Change Description — Gives the title and brief description of the change requested.
The top box is for the title and the box below is used for the brief description.

= Change No — The number of the package. Each group type combination must have
its own unique number (i.e. AC1, AC2, AEL, and AE2).
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Chq Pkg Descr Page (cont.)

= Include — Determines if the change package is included in the budget totals the
agency submits. To include, the box must have a checkmark in it. Agency reduced
resource packages are not to be included (no checkmark) in the agency’s submitted
version.

* Priority No — Not used.
=  Onetime — Not used.
=  Print Ind — Not used.

For agencies, change packages are used to request supplementals in the CY, enhancements in the
BY, or reduced resources in the BY. DOB uses change packages for DOB changes, Governor
changes, and Legislative changes to the agencies’ Base Budget Request. Agencies use change
packages to request incremental changes to the CY approved budget and the BY allocated
budget. This would include requests for vehicles, additional appropriated funds, and major
changes to programs. The change package reflects incremental expenditures and personnel
requirements, as well as the method of financing for the request.

REMINDER: Reduced resource packages are not to be included (no checkmark next to
Include) in the agency’s submitted version.

REMINDER: Newly requested positions should be completed in the Position Detail Data
module by tying to a change package (Bud Chg) on the Pos Info page.
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The Def Alloc page allows the user to set a funding mix for expenditures without having to enter
the allocations for each fund. The user can use the default allocation method to fund all
expenditures in a version or in a specific reporting level, or to fund all expenditures in a specific

expenditure type or object code. Below is a description of each box and column and related
function.

= All Scenarios — Default allocation scenarios. Use to add new scenarios or choose a
scenario.

= Current Scenario — When adding a new scenario, type the name of the scenario in
this box.

= Default — Put a check mark in the box of the one scenario that you want to be the
default scenario.

=  Screen Mode - Leave on Default Alloc.

=  Run - Click to run the chosen default allocation scenario.

IBARS User’s Training Manual Page: 47 6/25/2008



BUDGET REQUEST SUMMARY

Def Alloc Page (cont.)

Source Object — Click the dropdown arrow and select “expenditures.”
= Post Object — Click the dropdown arrow and select “funds.”

= 1 to1- Make sure the box does not contain a checkmark.

= Post Method - Click the dropdown arrow and select “overwrite.”

= Source Column — The budget request column that you are default funding, should
always match ‘Post Column’.

= Post Column — The budget request column that you are default funding, should
always match “Source Column’.

The user will click the save icon fod after the above fields are complete to save the scenario.
The next page shows how to finish the funding scenario.
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= Tab Option — Click the dropdown arrow to select one of the following: version,
reporting level, object, or line.

= Version — Contains the name of the current version.
= Rpt Lvl - Click the dropdown arrow to select a reporting level.

= Series — Click the dropdown arrow to select an expenditure type (Contractual
Services, Commodities, etc.).

= Object - Click the dropdown arrow to select a specific expenditure object code
(2010—~Postage, 3320—Fuel Qil, etc.).

= Bud Unit — Click the dropdown arrow to select a budget unit.

= Allocation — Allocation percent. Each scenario must total 1 (ex .9 +.1 =1).
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Budget Request Summary — Recap

Once the user has entered all the expenditures and funding by reporting level, including change
packages, the user can click the Budget Request Summary module to complete. Clicking the
Budget Request Summary module to complete is done by clicking the box to the left of the “Not
Complete” on the Checklist page. This process takes a few minutes.

A Progress Status box will appear on the screen that shows the progress of posting the
expenditures and funding to the Special Fund Balance module.

If the Budget Request Summary module is not in balance, then the user is instructed to run the
Budget Validation report, which is found under Publications — Standard reports. This report
will assist the user in finding the error in order to correct it. The Budget Request Summary
module cannot be checked to complete until the budget is in balance.

Once the user has checked the Budget Request Summary module to complete, the user can run
reports to assist with entering data in the Special Fund Balance module.

REMINDER: When entering a dollar amount, do not use special characters such as “$”, or “,”,
or cents. Budget only in rounded dollars.
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Budget Request Summary — Recap (cont.)

Budget Request Summary Checklist:

v' Enter base budget expenditures and funding in FY 20XX Base Budget Entry
columns by sub-PCA level.

v Enter expenditures and funding for Shrinkage. Shrinkage should be entered in as a
negative number in the FY 20XX Base Budget Entry columns.

v Make sure Official Hospitality is budgeted.
v' Enter expenditures and funding for FY 20XX Agency Change Packages columns.

v" Make sure for the CY and BY that Non-Expense expenditures are not funded with
appropriated funds, such as the State General Fund.

v" Make sure that expenditure object codes 1780 and 1990 are not budgeted in either the
CY and BY.

v Make sure reduced resource change packages are entered, but turned off (i.e. Include
box not checked).

v Provide DOB and Legislative analysts with the FTE count for the FY 20XX Actuals
column by PCA.

v" Check the Budget Request Summary module to complete.

Appendix B on pages 90-93 details an example for adding expenditures and
funding for the base budget. Pages 94-97 detail an example for adding
expenditures and funding for a change package. Pages 98-99 detail an
example for default funding by reporting level.
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The Special Fund Balance module is where the user enters the estimates of revenue that finance
the agency’s budget request. Some users may find it helpful to fill out and check to complete the
Position Detail Data and Budget Request Summary modules before filling out the Special Fund
Balance module. This allows the user to have the actual amount of expenditures posted in this
module, thus telling the user how much revenue is required in order to finance the requested
budget.

REMEMBER: The Position Detail Data module posts to the Budget Request Summary
module and the Budget Request Summary module posts to the Special Fund Balance module.

However, other users may find it helpful to fill out the Special Fund Balance module first.
Then the user knows how much funding it has to support the budget request.
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Special Fund Balance — Overview (cont.)

No matter when the Special Fund Balance module is filled out, it is like a checkbook. For any
one fund, the maximum amount that an agency should spend equals the amount available in the
fund. Year-end fund balances should never be negative (some federal funds may be an
exception).

The Special Fund Balance module will already have the FY 2008 actual revenues; the FY 2009
appropriated, reappropriated, and lapse amounts; and any amounts deducted for the 27th payroll.
These amounts should not be adjusted. If the user believes that any of these amounts are
incorrect, the user should contact his or her DOB analyst. The agency will have to enter the FY
2010 appropriation amounts (allocation amounts from DOB).

REMINDER: Do not include any supplemental or enhancement amounts related to change
packages in the Special Fund Balance module. The Special Fund Balance module is used only
for the approved and allocated resources budget.

After the user has entered all the revenue estimates, the user runs the 404 or 404 Aggregate
report to determine the ending balance of each budget unit. If the ending balance in the CY or
BY is negative, the user must either decrease expenditures or increase revenues.
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Special Fund Balance — Summary Page
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The Summary page allows the user to view a selected Fund Type* and the budget units in the
selected Fund Type*. Described below are all the dropdown menus, boxes, and columns.

=  Bud Unit Type* - The type of fund (i.e. State General Fund, Special Revenue Funds,
Federal Funds, EDIF, etc.). Click the dropdown and select from the menu.

= Display Only Active Bud Units box — When checked, the budget units with existing
revenue activity will be displayed in the Bud Unit column. If the user does not see a
budget unit in the list, uncheck the box and it will likely appear.

= Bud Unit — List of budget units for the selected Bud Unit Type* for the agency.
= XX Actuals — Actual revenues for the actual year by budget unit.

= XX Agency Expenditures — Expenditures entered in the Budget Request Summary
module for each budget unit for each year. This will post after the Budget Request
Summary module is checked to complete.
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Special Fund Balance — Summary Page (cont.)

= XX Balance — Difference between the XX Agency Expenditures and the revenue
estimates entered in the Detail page for each budget unit for each year.

=  Total row — The sum of each column.
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Special Fund Balance — Detail Page
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The Detail page allows the user to enter revenue estimates for the CY and BY for each budget
unit. The user must select a Bud Unit Type* and then each Bud Unit* (budget unit) within
each type to enter the estimates. Below is a description of each dropdown and column.

= Bud Unit Type* — The type of fund (i.e. State General Fund, Special Revenue Funds,
Federal Funds, EDIF, etc.). Click the dropdown and select from the menu.

=  Bud Unit * — The budget units that are within the selected Bud Unit Type*. Select a
budget unit from the dropdown menu.

= Current Agcy Transaction Obj — The revenue object code and description of the
revenue object code. Click the dropdown and select an object code/description.

Rows can be added as needed by clicking the add icon » .
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SPECIAL FUND BALANCE

Special Fund Balance — Detail Page (cont.)

= XX Actuals — The actual revenue amounts as downloaded from STARS. The user
cannot change these amounts. If the user believes any of these amounts are incorrect,
the user should contact his or her DOB analyst.

= XX Agency Revenue — The agency enters its revenue estimates in these columns for
each Bud Unit Type* and Bud Unit*. Appropriated, reappropriated, lapsed, or 27th
payroll information for the CY should not be changed.

=  Total row — The sum of each column.
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SPECIAL FUND BALANCE

Special Fund Balance — Recap

If the user desires, make sure the Position Detail Data and Budget Request Summary modules
are checked to complete. This will post the expenditures into the Special Fund Balance module
and may be helpful.

The user enters the agency revenue estimates for each relevant Bud Unit Type* and Bud Unit *
(budget unit).

Special Fund Balance Checklist:

v

FY 2008 Actual revenues; FY 2009 appropriated, reappropriated, and lapse amounts;
and any amounts deducted for the 27th payroll will already be in the system. This
information is generated from the STARS system and should not be changed.

Enter all revenue estimates for each Bud Unit* used in the Budget Request
Summary module, including the FY 2010 appropriation amounts (allocation amounts
from DOB).

Do not include any supplemental or enhancement amounts related to change packages
in the Special Fund Balance module. The Special Fund Balance module is used
only for the approved and allocated resources budget.

Run the 404 or 404Agg report to review each budget unit’s expenditure and funding.

Make sure no Bud Unit has a negative Balance Forward by running a 404
Aggregate report.

Click the Special Fund Balance module to complete on the Checklist page.

Appendix C on pages 100-102 details an example for entering CY and BY
revenue estimates.
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CHILDREN'S SERVICES

Children’s Services
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The Children’s Services module allows the user to enter agency’s Children’s Budget into
IBARS. The Children’s Budget is a summary of the agency’s efforts in meeting the needs of
children. The data reflect expenditures the agency makes in providing various categories of
services to children and brief descriptions of the different programs offered by the agency. This
module is free standing within the system; it does not pull or feed information into any other
modules.
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CHILDREN'S SERVICES

Children’s Services — Children’s Services Select
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The Children’s Services Select page will list the Children’s Services programs within an
agency. The user must add each program on the Information page in order for the program to
show on the Children’s Services Select page. Below is a description of each column.

= Description — The title/name of the Children’s Services program.

=  Number — The group the program serves (C — Children, F — Family, N — Neither
Children or Family are identifiable).

= Version — The current version the user is working in.

The user can go the Information page by clicking on the Description name of a Children’s
Services program (i.e. Child Death Review Board, Child Exchange & Visitation Center).
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Children’s Services — Information

CHILDREN'S SERVICES

= https:/hsww.ibars.test. daweb.ks.govfibars/build/build_frames_login. jsp?txt=main - Microsoftiiternet Explorer provided by The §

@“ o = | @ https:ifsww. ibars.test.daweb.ks.gov/ibarsfbuid/buid_frames_login, jsp?tt=main

File Edit Wiew Favorites Tools

Help

w | @8 hitpsijfmoms bars test daweb. ks, govjibarsbuibul .. | |

v | lad Certificate Error

x Al

BB } rage - @ Tods =
- B 8 - [2rPage - () Tods -

cadmin/BDTS/2003E0300082/A/ Internet Budget and Reporting System \Iu’sdavulunew.zuus
Home Checklist Versions Publications Logout Children's Services Sa
HFrxe @ o
Program Name Description
P [P F—— Child Death Review Board
Type
N1 c
P-Administration . B B - . B .
P-Preparation N1: For each service, insert C for children served; F for families served; or N for neither children or familes.
PEes The 1992 Legislature, in response to a national trend to initiate child deatl
Program Description
FY 2007 FY 2008 FY 2009
Actual Revised Budget
Expenditures Expenditures Request
Number Served Number Served Number Served
424 576 505
State General Fund State General Fund State General Fund
70.434 93,757 93,757
All Funds All Funds All Funds
T0.434 93.757 93,757
el FY 2009 Governors
Enhancement
Recommended
Package
Number Served Number Served
< 0 0
State General Fund State General Fund
0 0
All
All Funds Funds
0 0
Affinity Global Solutions Capyright ; 1995-2008
Done {F3i \j Local intranet 00 v

The Information page allows the user to input the information about the Children’s Budget.
The user enters the required information on the Information page. Each children’s program has
its own Information page. Below is a description of each data field. The user completes all the
data fields, except the FY 20XX Governor’s Recommendation column.

= Program Name — The title of the program.

= N1 - The type of people served by the program.

= Program Description — Brief description of the program.

= Number Served — Number of people served by the program for a specific fiscal year.

= State General Fund — The amount of State General Fund dollars spent on the
program for a specific fiscal year.

= All Funds — The amount of funds spent from all funding sources, including State
General Fund, for the program for a specific fiscal year.
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CHILDREN'S SERVICES

Children’s Services — Recap

Users must remember to complete this module. It is easy to forget about this module and submit
the budget with the Children’s Services module blank. If it is blank and the agency has
Children’s Services programs, then the budget will be returned to the agency and the agency will
have to resubmit after the module has been completed.

Appendix D on pages 103-105 details how to enter Children’s Services
programs.
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REPORTS

Running Reports

Reports are used to assist the user in preparing the agency’s budget. They can summarize
expenditure, funding, and FTE information. The next pages will briefly describe each report

available.

The following are the basic steps to running any report.

1.
2.

The user will click on the Publications tab at the top left of the screen.

The user can choose either STANDARD or CUSTOM from the Select* dropdown
menu.

The user will click on the Report ID name of the desired report. When the user’s
mouse is on the Report ID name, the name will become underlined. Once the Report
ID name is underlined, left click the mouse to select the report.

The report options window then comes up and the user selects several items such as
reporting levels (PCA) and FY columns.

The user will also select how the data are returned for viewing (HTML, PDF, and
CSV).

The user will then click ‘OK” and then the report is generated.

TIP: When reports are run, they are generated in a different window and not attached to the
same window as IBARS. Therefore, the user can run a report and keep it open and also be
working in the different modules within IBARS. Example: If the user needs to run the Budget
Validation (SR06) report to find and fix imbalances in the Budget Request Summary module,
the user can have the SR06 report window open and fix the imbalances at the same time.
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REPORTS

List of Reports

STANDARD:
SRO1 - Lists reporting levels (PCA) for the agency and other details.

SR04 - Change Package Summary. This report shows the user the expenditure and
funding for each change package.

SRO5 — This can be run as an SR05, SRO5A, SR05S, and SRO5N, which are described on
pages 68 and 69. This report shows expenditure and funding by the entire agency, PCA,
or sub-PCA.

SR06 — Budget Validation. This report is run if the agency is out of balance in the
Budget Request Summary module. A budget version cannot be submitted when it is out
of balance.

SR13 - Personal Services Budget. This report summarizes position information
including position, year, class code, new position, FTE, alloc %, fund, base salary, base
fringe, and lump sum.

SR14 - Position Detail. This report details each position’s information and totals salaries
and benefits by reporting level.

SUBSCH1 - SubSchedule Info. This report can be run to get Children’s Services
information. The report is just a snap shot of the Information tab in the Children’s
Services module.
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List of Reports (cont.)

CUSTOM:

404 — This report shows the revenue object code totals, the expenditure totals, and the
balance forward for each budget unit (account).

404 Agg — This report shows the revenue object code totals, the expenditure total, and the
balance forward for each fund. The user selects a Line 1d* (Fund). Next the user selects
one or multiple Fund No* (budget units).

406/410S — This report shows each major expenditure group amount. The report details
each expenditure group’s funding by budget unit and shows each total by fund/budget
unit. This report can be run as an agency total or by an individual sub-PCA or PCA total.

CHGPKG - Change Package Summary. This report shows the expenditure, funding,
and FTE for each change package.

DA 402 - This report gives total expenditures by PCA and by fund.
DA 412 — This report gives totals for each Class Code in the position module. It breaks
them down by major Position Type Code (regular classified, regular unclassified, etc.)

The report also gives total fringe benefit amounts and total salary and wage expenditures.

DA 417 — This report summarizes the Children’s Services information for the selected
agency without the description of each program.

DA 417D - This report summarizes the Children’s Services information for the selected
agency with the description of each program.

SR FUND - This report summarizes each expenditure series (salaries and wages,
commodities, etc.) by each fund/budget unit for each PCA.
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Running Reports with Options

The following are the options on an SR05. Many reports will have some of the same options. A
brief description of each option is below.
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Agency* — This allows the user to run the report as an entire agency, like an SRO5A. The report
will show individual sub-PCA totals, expenditure series totals for the entire agency or PCA (or

sub-PCA), fund totals for the entire agency or PCA (or sub-PCA), and FTE totals for the entire
agency or PCA (or sub-PCA).

Series* — This allows the user to run the report for all the agency’s sub-PCAs with expenditure
and funding, like an SR05S. The report shows every expenditure object code, every fund, and
FTE by each sub-PCA.

Negative Values* — This retrieves only lines that contain negative values like an SRO5N. The
report will show every expenditure object code, every fund, and FTE by each sub-PCA.
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Running Reports with Options (cont.)

Code Type Rollup* — This gives the user the option to choose PCAs instead of sub-
PCAs in the Reporting Level* dropdown menu. This report can be run as either an
Agency*, Series*, or Negative Values* report.

Sub Schedule* — Not used.
Project* — Not used

Reporting Level* — The dropdown allows the user to select just one sub-PCA or PCA.
This report can be run as either an Agency*, Series*, or Negative Values* report.

Column 2-7* — This allows the user to select which columns to place on the report. The
columns that are available are as follows: FY 20XX Actuals, FY 20XX Posted Payroll,
FY 20XX Base Budget Entry, FY 20XX Base Budget Request, FY 20XX Agency
Change Packages, FY 20XX Adjusted Budget Request, and other columns depending on
the version selected.

Code 1* — This allows the user to select from the dropdown menu either Budgetary or
non-Budgetary data.

Code2* — Not used.
Output Type* — The user can choose which form to have the report produced. The

options are HTML, PDF, and CSV (which is a format Excel accepts). If you wish to
print the report, DOB recommends PDF. For viewing choose, either HTML or PDF.
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Saving Reports Profiles

Saving a report profile allows the user to create a profile that saves a report with the same
column options. The user would create a report profile if a certain report is run often with the
same columns. Saving report profiles can be done with any report.

To save a new report profile:

1.

o g &~ w

Go to the Publications tab and select a report.

If saving an SRO5 report and wish to save it as an Agency*, Series*, or Negative
Values* report, the user must select this option first.

Click the add icon ** .

Type a name for the new profile in the Profile Edit* box.

Select your report options.

Click the save icon fod to save the new report profile. A box will pop up asking if

the user wishes to save the new profile. Click OK if you wish to save and Cancel if
you do not wish to save the new report profile.

Selecting a previously saved report profile:

Go to the Publications tab and select a report.

If selecting an SR05 saved report, the user will have to select Agency*, Series*, or
Negative Values™* report, if it was saved with that specification.

Click the Report Name* dropdown arrow and select from the menu.
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SUBMITTING THE BUDGET

Submitting the Budget Through IBARS

The user should complete the following steps before submitting the budget through IBARS.

1.

Review, update, add newly requested positions through a change package, and check
the Position Detail Data module to complete.

Enter the CY and BY base budget request, enter change packages, and check the
Budget Request Summary module to complete.

Enter revenue estimates and check the Special Fund Balance module to complete.
Make sure that all funds have a positive ending balance in both the CY and BY by
running the 404 Aggregate report.

Enter all Children’s Services programs and check the Children’s Services module to
complete.

Run reports to assist in completing the budget.
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SUBMITTING THE BUDGET

Submitting the Budget Through IBARS (cont.)

Once all the steps on the previous page are complete, the user will submit the version by going to
the Versions page and clicking Submit for that version. See below.
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SUBMITTING THE BUDGET

Submitting the Budget Through IBARS (cont.)

Once the user has clicked Submit, the following screen appears. The user will then click the

Copy button.
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A box will pop up making sure that the user wants to copy the version to a submitted (B)
version. Click *OK’ and the system brings up a progress box (as seen on the next page) that will
tell the users how much of the copying process is complete.
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SUBMITTING THE BUDGET

Submitting the Budget Through IBARS (cont.)
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SUBMITTING THE BUDGET

Other Items to Remember About Submitting the Budget

1.

Printed Budget — Make sure to give DOB two printed copies of the agency’s budget
narrative submission. KLRD should get one copy of the agency’s budget narrative
submission. An example of the proper format for an agency’s budget narrative can be
found in the most recent edition of The Budget Instructions, available on the DOB’s
website at http://budget.ks.gov.

Performance Measures — Remember to include performance measures that are used
in Volume 11 as part of the agency’s budget narrative submission.

FTE and Non-FTE counts — For the actual year, remember to include the FTE and
Non-FTE Unclassified Permanent counts by PCA in the agency’s budget narrative
submission. This FTE information is not generated in IBARS.

CY Approved Budget — Make sure the CY approved appropriated funds in IBARS
equal or are less than what was approved by the Legislature. Any amount above the
approved amounts should be in a supplemental change package.

BY Allocations — Make sure the BY allocation for appropriated funds from the DOB
match what is in IBARS. Any amount above the allocation amounts are required to
be in an enhancement change package.
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Appendix A
Position Detail Data Module Example — Add a Position

Adding a Request for a New Position

The user should know the following details about the newly requested position for this example.

Start date of December 2008 or half way through the FY 2010, or 1040 hours
Full time employee

Classified

Public Service Executive Il (class code 4273A4)

Step 4 of pay matrix

KPERS eligible

Eligible to receive health insurance

Funding split--25% State General Fund, 25% Dundee Award Fund, and 50% Paper
Fund

N o 0o s~ D PE

The following pages shows how each of the pages in the Position Data Detail module should be
filled out along with step by step instructions. For this example, agency 790 will be used.
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Appendix A
Position Detail Data Module Example — Add a New Position

Adding a Request for a New Position (cont.)

1. Select Position Detail Data module from the Checklist page.

2. Select reporting level (sub-PCA) 01100 Operations from the menu tree on the left by
clicking on the blue arrows and then selecting the desired reporting level (sub-PCA)
by clicking on the words of the reporting level (sub-PCA).

3. Click on the Chg Pkg Descr page.

Click the Add/Insert icon B :

Select A Agency for the Group.
Select E Enhancement for the Type.
Type New FTE Position for the Title.
Type 1 in the Change No box.

© o N o g B

Make sure there is a check mark in the Include box.

10. Click the Save icon b .
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Appendix A
Position Detail Data Module Example — Add a New Position

Adding a Request for a New Position (cont.)
11. Click on the Pos List page.

12. Click the Add/Insert icon * .
13. Click OK when asked “Do you wish to add a new employee?”
14. The system will take you to the Pos Emp page.

15. Enter 790VACO00001 in the Emp Id field. The Emp Id must be unique for each
employee. Use agency number followed by ‘VAC’ followed by a unique number.

16. Type New Auditor in the Name field.
17. The Longevity, emp_date2, and emp_date3 boxes will stay blank.
18. Make sure the New Emp Ind box is checked since this is a new position.

19. Click the Save icon e )
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Appendix A
Position Detail Data Module Example — Add a New Position

Adding a Request for a New Position (cont.)
20. Click the Pos Info page.
21. Type 2009 in the Year box.
22. Select 4273A4 Public Service Executive 11 from the Class Cd dropdown box.

23. Type 790VACO00001 in the Pos No box. The Pos No can be the same as the Emp
ID.

24. Type 4 in the Step box.

25. Type 1 in the FTE box.

26. 790VACO00001 should be in the Emp Id box.

27. Select 01 FT Classified Regular from the Pos Type Cd dropdown box.
28. Select Funded from the Unfunded Ind dropdown box.

29. Type 1040 in the Duration box. Remember the person is requested to be hired half
way through the fiscal year.

30. Make sure the New FTE Ind box has a check in it.

31. Select the A/E/1/New FTE Positions change package from the Bud Chg dropdown
box.

32. Select Y Yes from the Pyrll Ind dropdown box.
33. Click the Save icon b .
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Appendix A
Position Detail Data Module Example — Add a New Position

Adding a Request for a New Position (cont.)

34. Click on the Pos Benefits page.

35. Select RET/KPERS/0/.0797 from the Retirement dropdown box.

36. Select FICA/SS/0/.062 from the FICA dropdown box.

37. Select UNEMP//0/.0013 from the UNEMP dropdown box.

38. Select WKCMP/00034/0/.0155 from the WKCMP dropdown box.

39. Select RSAL//0/.005 from the RSAL dropdown box.

40. Select HLT1/EHI11/185.1/0 from the Single Health dropdown box.

41. Select FICA/MEDZ2/0/.0145 from the FICA Medicare 2 dropdown box.
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Appendix A
Position Detail Data Module Example — Add a New Position

Adding a Request for a New Position (cont.)

42. Click on the Pos Ben Calcs page.

43. Verify the calculations and the benefits selected are correct.

44. If desired, go to the Pos Calcs page to see the positions salary and wages breakdown
by pay period.
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Appendix A
Position Detail Data Module Example — Add a New Position

Adding a Request for a New Position (cont.)

45. Click on the Pos Alloc page. There should be one line filled out.

46. Select the 01100 Operations reporting level from the Rpt Lvl dropdown menu, on
the first row.

47. Select 0100 Operations from the Fund dropdown menu on the first row.
48. Type .25 in the Alloc Pct box, on the first row.

49. Click the add icon ** .

50. Select the 01100 Operations reporting level from the Rpt Lvl dropdown menu.
51. Select 2554 Dundee Award Fund from the Fund dropdown menu.

52. Type .25 in the Alloc Pct box.

53. Click the add icon * .

54. Select the 01100 Operations reporting level from the Rpt Lvl dropdown menu.
55. Select 2950 Paper Fund from the Fund dropdown menu.

56. Type .50 in the Alloc Pct box.

57. Click the save/update icon fo .

= https:/fibars.ks.gov/ibars/build/build_frames_login.jsp?txt=main - Microsoft Internet Explorer provided by The State of Kansas r___|E.'z
O - | s //bars.os.gowloars buid bulkd_fames_logh, fsptt=man vl ][] % £
File Edit View Favrits Took Hop
£ -
Google (G~ vicoog B~ % Bookmarkse B 14214 biocked % Chack « 4 - [ Send o @ setings= | 2
WS | b s b v s bkl i _frarms... -2 @&--G-9- 83
J T — Budget and Reporting Syst Friday, dune 13, 2008
Home  Checklisi  Versions Publications Logout Pos List  Pos indo  Pos Benefits Pos Ben Calcs Pos Cales  Pos Alles Pos Emp Def Alice g Pg Deser
Wrxe [H Pos o: TOOVACDODO01 Pos SeqMie:1 Yr2000  Name: ew Aucitor  RptLvi: 00 The Office
Meeu  RpingLei | Projects Rpt Lyl Bud Unit Alloc Pet
01100 Opérahons w | 0100 Operations w 03¢
1250 . The Offlce 1100 Operations | 2554 Dunces Award Funa » [F3
| ¥ @08 - The Office. [—
| 1 ¥ B01000 - Operations 01100 Operations - 2950 Paper Fund L | 0.50
| ¥ @030 - Physcal Plast
| P 48003 - Debl Servive
F99000 - Capital Lasprovements

—
Mty Slotal Solutioes Cocyright | 19652208

71 start [P rrbos-Merosall ./ b jbars ke | GO KS e manusl_ . [ N dbove B Beyord - | /7 Colebeity gossip |

Ex o HEDEMEE L LA

IBARS User’s Training Manual Page: 83 6/25/2008



Appendix A
Position Detail Data Module Example — Delete a Position

Deleting a Position

© o N o 0 bk~ w

Select Position Detail Data module from the Checklist page.

Select reporting level (sub-PCA) 01100 operations from the menu tree on the left by
clicking on the blue arrows and then selecting the desired reporting level (sub-PCA)
by clicking on the words of the reporting level (sub-PCA).

Select the position to delete by clicking on position’s Pos No.
The system will go to the Pos Info page.
Click in any white box, such as Pos No or Step.

Click the Delete icon = .
The system will make everything gray on the page.

To delete the position, click the Save icon fod :

If the user decides not to delete the position, then click on the Pos List page. The
system will ask “Save Changes To Current Page?” Click Cancel, this will undo or
not save the deletion.
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Appendix A
Default Allocation for Salaries Examples

Default Funding for Salaries by Version

1. Select the Add Scenario option from the All Scenarios drop down on the Def Alloc
page.

2. Enter the name of your new scenario in the Current Scenario text box.

3. Click the Save icon b )
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Appendix A
Default Allocation for Salaries Examples

Default Funding for Salaries by VVersion (cont.)
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4. Select Version from the dropdown in the Tab Option. The version you are working in
will automatically appear in the Version field.

5. Click the dropdown in the Year field to select the fiscal year. You may use the same
funding scenario for one or both budget years.

6. Click the dropdown on the Bud Unit field to select the budget unit you are using and
enter the desired percent of funding in the Allocation field. Use the Add function to add
more budget units and percentages. The scenario must total 1 for each year (ex .9 +.1 =
1).
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Appendix A
Default Allocation for Salaries Examples

Default Funding for Salaries by VVersion (cont.)
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7. Click the Save icon b to save the scenario.
8. Click the Run Default Funding button to apply the funding.

9. Go to the Checklist page and check or re-check the Position Detail Data module to
complete.

10. Go to the Budget Request Summary module to see the new salary funding.

IBARS User’s Training Manual Page: 87 6/25/2008



Appendix A
Default Allocation for Salaries Examples

Default Funding for Salaries by Reporting Level

1. Select the Add Scenario option from the All Scenarios drop down on the Def Alloc
page.

2. Enter the name of your new scenario in the Current Scenario text box.
3. Click the Save icon bd .

4. Select Reporting Level from the dropdown in the Tab Option. The version you are
working in will automatically appear in the Version field.

5. Select the desired reporting level from the dropdown in the Rpt Lvl field.
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Appendix A
Default Allocation for Salaries Examples

Default Funding for Salaries by Reporting Level (cont.)

6. Click the dropdown in the Year field to select the fiscal year. You may use the same
funding scenario for one or both budget years.

7. Click the dropdown on the Bud Unit field to select the budget unit you are using and
enter the desired percent of funding in the Allocation field. Use the Add function to add
more budget units and percentages. The scenario must total 1 for each year (ex .9 +.1 =
1).

8. Click the Save icon b to save the scenario.

9. Click the Run Default Funding button to apply the funding.

10. Go to the Checklist page and check or re-check the Position Detail Data module to
complete.

11. Go to the Budget Request Summary module to see the new salary funding.
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Appendix B

Budget Request Summary Module Example — Entering
CY & BY Expenditure and Funding for Base Budget

Base Budget Entry — Expenditure

This exercise describes how to enter expenditures for the agency’s base budget request.
Remember that actual expenditures and funding for the previous fiscal year are already in
IBARS.

1. Make sure to review and check the Position Detail Data module to complete so the
expenditures, funding, and statistics for salaries and wages are posted in the Budget
Request Summary module by sub-PCA level.

2. Select a sub-PCA to begin entering data by clicking the reporting level (PCA) tree on
the left side of the screen.

3. To enter CY and BY expenditures either (1) click on the Contractual Services (or
another expenditure type) or (2) click the Detail tab and select a Series* from the
dropdown menu.

4. Users enter numbers in the FY 20XX Base Budget Entry columns for the CY and
BY. These columns are white. Expenditure Obj No rows are already in the system
for the actual year expenditures. Use the existing Obj No or if needed add new Obj
No rows.

REMINDER: If the user tries to save two rows with the same Obj No, a “saved failed” error
will appear. The user must delete one of the identical Obj No rows and add the expenditures or
funds together, so it is in one row. This is the only time users should delete rows.

5. If a desired Obj No is not already listed in the previously saved rows, then the user
can add a line and select the desired Obj No from the dropdown menu. To add a
row, click the add icon F .

6. Enter data in both the CY and BY Base Budget Entry columns for each expenditure
Series.

REMINDER: Previously saved rows are NEVER to be deleted. Deleting previously saved
rows could cause the FY 2008 Actuals expenditures and funding to be out of balance. The only
way to fix this problem is by contacting the System Administrator who must restore the deleted
data.
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Appendix B
Budget Request Summary Module Example — Entering
CY & BY Expenditure Base Budget

Base Budget Entry — Expenditure (cont.)
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Expenditure Detail page - The example above shows entries for Commodities. The gray
Object No rows are previously saved rows. The last row, 3501-Motor Vehicle Parts, is a newly
added row. The user scrolls to the right to make entries into the BY or FY 20XX Base Budget

Entry column. Save the entries by clicking the save icon d . Once saving is complete, the
Total (expenditure) row is populated for each column. The user can then go to the funding side
to fill out funds by expenditures Series*.

The example above shows that the FY 2008 Base Budget Entry column is not in balance. The
user must enter $23,850 on the funding side for Commaodities to balance.

REMINDER: Expenditure and Funding must match by Expenditure Obj Type for each
column.
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Appendix B
Budget Request Summary Module Example — Entering
CY & BY Funding Base Budget

Base Budget Entry — Funding

This exercise describes how to enter funding for the agency’s base budget request. Remember
that actual expenditures and funding for the previous fiscal year are already loaded in IBARS.

1. Make sure to review and check the Position Detail Data module to complete so the
expenditure, funding, and statistics for salaries and wages are posted in the Budget
Request Summary module by reporting level.

2. Select sub-PCA to begin entering data by clicking the reporting level (PCA) tree on
the left side of the screen.

3. To enter CY and BY funding either (1) click on one of the fund names listed, or (2)
click on the Detail tab and select Funds for the Obj Type* from the dropdown menu,
select a fund from the Series* dropdown menu, and select an Obj Type (Exp)* from
the dropdown menu.

4. Users enter numbers in the FY 20XX Base Budget Entry columns for the CY and
BY. These columns are white. Bud Unit rows are in the system from the actual year
funding. Use the existing Bud Units and if needed add new Bud Unit rows.

REMINDER: If the user tries to save two rows with the same Bud Unit, a “saved failed” error
will appear. The user will have to delete one of the identical Bud Units and add the funding
together, so it is in one row. This is the only time users should delete rows.

5. If a desired Bud Unit is not already listed in the previously saved rows, the user can
add a line and select the desired Bud Unit from the dropdown menu. To add a row,
click the add icon B :

6. Enter data in both the CY and BY Base Budget Entry columns for each Fund
Series* for each Obj Type (Exp)*.

REMINDER: Previously saved rows are NEVER to be deleted. Deleting previously saved rows
could cause the FY 2008 Actuals expenditures and funding to be out of balance. The only way
to fix this problem is by contacting the System Administrator who must restore the deleted data.
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Appendix B
Budget Request Summary Module Example — Entering
CY & BY Funding Base Budget

Base Budget Entry — Funding (cont.)
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{Fail @ Internet

g. | Eiks_train_manual_.. | © ab

=L

Funding Detail page - The example above shows entries for the State General Fund (0100
Operations) for the Series* in Commodities Obj Type (Exp)*. The gray Bud Unit rows are
previously saved rows. The user will scroll to the right to make entries into the BY or FY 20XX

Base Budget Entry column. Save the entries by clicking the save icon o . Once saving is
complete, the Total and Total Funds rows will be populated for each column. The Total row is
the total funding for the currently selected fund Series*. The Total Funds row is the total of all
funds in the selected Obj Type (Exp)*. The Total Funds row and the Total Expenditures

should match for each column by each Obj Type (Exp)*.

The example above shows that the FY 2008 Base Budget Entry column is in balance.

REMINDER: Expenditure and Funding must match by Expenditure Obj Type for each
column.
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Appendix B
Budget Request Summary Module Example — Entering
CY & BY Change Packages

Change Package Entry — Change Description

This exercise shows users how to enter expenditure and funding for change packages. Change
packages should be entered after the Base Budget Entry columns are complete for the CY and
BY. This exercise has the user fill in the expenditure side first and then the funding side for each
Expenditure Obj Type.

\ REMEMBER: Position change packages will be complete in the Position Detail Data module.

1. A change package description must be created before change package expenditures
and funding can be entered.

2. Click the Chg Pkg Descr tab at the top right of the page.

3. Click the add icon » to insert a new change package description.

4. The screen on the next page shows an agency change package for one replacement
vehicle for the budget year. The user fills out the boxes as described below.

Group: Agency, since this is an agency request.

Type: Enhancement, since this is a BY request.

Change Description — title: Replacement vehicle.

Change Description: Replacement for auditor.

Change No: 2, since this is the second agency enhancement change package.

Include: should be checked, since this item is part of the agency’s submitted
request.

5. Save the change package description by clicking the save icon ol :
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Appendix B
Budget Request Summary Module Example — Entering
CY & BY Change Packages

Change Package Entry — Change Description (cont.)

= https:Hfibars.ks.govfibars/build/build_frames_login. jsp?txt-main - Microsoft Internet Explorer provided by The State of Kansas

@‘C_/ - ‘E https: fibars. ks, govfibars/buildibuild_frames_login, jsp2txt=main Vl QJ *2|[ X ‘

File Edit Miew Favorites Tools Help

— = . »
W I@https:mhars.ks‘qnvt\harsthu\ldfhu\\djramesilnqm.is.H ] I % - B - &= v [=hPage ~ () Tooks ~

cadmin/BDPR/2003D0300790/AM

Internet Budget and Reporting System

Thursday, June 18, 2008

Home Checklist Versions Publications Logout Summary  Oetal ChgPkg  Chg Pkg Descr Def Alloc

=] 5 X (7] @ Group Type Change Description
|AAgency VH C Supplemental Vlanstage
Menu  RpmngLvl  FProjects Change No[1 Include [addtional fund for postage
Priority No ’7 Onetime []
LI%6 T Oice PrintInd []
Group Type Change Description
|AAgency v H E Enhancement Package ~ | [New FTE positions
Change No f Include |new auditar
Priority No | Onetime []

Print Ind_[]

roup Type Change Description

|AAgem:y v H E Enhancement Package | [Replacement Venicle
Change No [2 Include [replacement for audtor

Priority Mo | Onetime []

Print Ind []
Group Type Change Description
|AAgency v H | Capital Improvements . | [storage Shed
Change No [~ Include [Storage shed for paper
Priority No ] Onetime []

Print Ind []

Affinity Global Solutions Copyright ; 1995-2008

Done IFi| € Internet H100% -
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Appendix B
Budget Request Summary Module Example — Entering
CY & BY Change Packages

Change Package Entry — Expenditure Entry

6. Click on the Chg Pkg tab.

7. Select Expenditures from the Obj Type* dropdown menu.

8. Select Capital Outlay from the Series* dropdown menu.

9. Select 4050- Passenger Cars from the Object No dropdown menu.

10. Select A/E/2/Replacement vehicle from the Change Package dropdown menu.
11. Make sure the Include Ind has a checkmark in the box.

12. Enter 11600 into the FY 2009 Agency Change Packages column.

13. Click the Save icon b )

REMINDER: When entering in dollar amounts, do not use special characters such as “$”, “,”,
or cents. Budget only in whole dollars.

 https:/ibars.ks.gov/ibars/build/build_frames_login.jsp?txt=main - Microsoft Internet Explorer provided by The State of Kansas \;HE\E

v | |4 x o

@ :‘/ ~ €] https://ibars ks.gov/ibars/build/build_frames_login, jep7hd=main

File Edit View Favorites Tools  Help

a
Google [G~ v Goo§ E - €% Bockmarksy E14214 blocked 9P Check + - | Send o @) Settings= Gﬂ
] _’,éhttps://‘\bars‘ks‘guvf\barslhuild/hui\djrames.‘.[ \ - E-E-G-e-da
jadmin/BDPR/2003D0300790/A/M Internet Budget and Reporting System Friday, June 13, 2008

Home Checklist Versions Publications Logout Summary  Detal  Chg Pkg Chg Pkg Descr  Def Alloc
= | 01200 Scranton Branch
Obj Type | Expenditures | Serfess |4 Capital Outlay v
Menu | Rptnglvi | Projects
»-790 - The Offica
| ¥ &o0 - The Office 72T [RYALD
e Agency Agency
N Incl  Ont Change Change
} I L g Change Package Object No Ind Ind Packages Packages
S AJE 12]Replacement Vehicle v || 4050 - PASSENGER CARS v 0 11600]
11
Total o 0
Total Funds o 9
Affinity Global Solutions Copyright ;, 1955-2008
Done {Fi| @ Internet H100% -

. [ Dhks_tain_manual_.. | & aho yond -... 7 101 FM

&
Gl o -
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Appendix B
Budget Request Summary Module Example — Entering
CY & BY Change Packages

Change Package Entry — Funding Entry

1. Select Funds from the Obj Type* dropdown menu.

2. Select the fund that will finance the change package from the Series* dropdown
menu.

Capital Outlay should still be selected for the Obj Type (Exp)*.

The user will select the Bud Unit that will finance the change package from the
dropdown menu.

Select the A/E/2/Replacement vehicle from the Change Package dropdown menu.

&

Make sure the Include Ind has a checkmark in the box.
Enter 11600 into the FY 2009 Agency Change Packages column.

S.
6.
7.
8.

Click the Save icon b )

 https:/ibars.ks.gov/ibars/build/build_frames_login.jsp?txt=main - Microsoft Internet Explorer provided by The State of Kansas \;HEWX
@:‘/ ~ €] https://ibars ks.gov/ibars/build/build_frames_login, jep7hd=main v |G| [4]x 2

File Edit View Favorites Tools  Help

a
Google [G~ v Goo§ E - €% Bockmarksy E14214 blocked 9P Check + - | Send o @) Settings= Gﬂ
] I@https://'\bars‘ks‘guvf\barslhuild/hui\djrames.‘.[ \ G- R ®-E-Ge-g3
B A R Internet Budget and Reporting System Friday, June 13, 2008
Home Checklist Versions Publications Logout Summary  Detal  Chg Pkg Chg Pkg Descr  Def Alloc
H ﬁ B-‘ @ @ 01200 Scranton Branch
Obj Type= Series= 1000 STATE GENERAL FUND v
Mt Rt bl e Rroiects Obj Type (Exp)= | 4 Capital Outlay -
790 - The Offica
|+ Bo00 - The Office FY 2008 FY 2003
|1 rations Agency Agency
|11 Incl  Ont Change Change
} I L g Change Package Bud Unit Ind Ind Packages Packages
| T» 0 11600
M= Total 0 11,600
Total Expenditures 0 11,600
Total Funds 0 11,600

Affinity Global Solutions Gopyright ; 1995-2008

Done | @ Internet H100% -

{2 htp g.. | DiKS train_manual .. | & she

ERTZEE= L LA
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Appendix B
Default Allocation for Operating Budget Example

Default Funding for Operating Budget by Reporting Level

1. Select the Add Scenario option from the All Scenarios drop down on the Def Alloc
page.

2. Enter the name of your new scenario in the Current Scenario text box.

3. Click on the check mark in the 1 to 1 box to remove it.

4. Select the Overwrite option from the Post Method drop down.

5. Select the FY 2XXX Base Budget Entry option from the Source Column(s) drop down.
In the Budget Request Summary module separate funding scenarios have to be created

for each fiscal year.

6. Select the FY 2XXX Base Budget Entry option from the Post Column(s) drop down.
This entry must be the same column that was chosen in step 5.

7. Click the Save icon b )

= https:/fwww.ibars.test.daweb.ks.povfibars/build/build_frames_login. jsp?txt-main - Microsoft Internet Explorer provided by The 5

@;; - ‘E https: ffwmaw, ibars, best, daweb, ks, gov/ibars/build/build_frames_login, jsp?txt=main Vl@' Certificate Error ‘ *2|[ X ‘ | RP-

File Edit View Favorites Tools  Help

W & I@https:ttwww‘ihars‘tast‘daweh‘ks‘gnvtiharsfhuildthuw" ]_I v B v [rPage - i Taok -

itadmin/BOTS/2003A0200730/A/M Internet Budget and Reporting System Wednesday, June 12, 2008
Home  Checklist Versions  Publications = Logout Summary | Detal  ChgPkg  Chg PkgDescr  Def Alloc

Wl»xe @ Ag::;l?gosundmg 1 V‘ f;;;zg‘tl:;e;ua:;ng 1 | Default? [] (;g:fz:\ll\::\\: O Curent Alloc fun »
Menu  RptnglLvl  Projects Source Object Post Object Post Method ~ Source Column(s) Post Column(s)

*fnﬂfﬁfﬁm 1t01 ‘ Overwrite + ‘ | FY 2009 Base Budget Entry b | | FY 2009 Base BudgetEntry ~ :
$-01000 - Oparataoir -

#-02000 - Phy: nt Tab Option  Version RptLvl Series Obj Bud Unit  Allocation

B ot ot mprovements 200940200790

Affinity Global Solutions Copyright ; 18952008

Done Fil % Local intranet: 1% -

— —— = =
74 start ErsoEBEDO S G | 8] 1nbox - Microsoft out... | D ks train_manual FY... /O h e, B& Gl 4spm
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Appendix B
Default Allocation for Operating Budget Example

Default Funding for Operating Budget by Reporting Level (cont.)

htips:/fwww,ibars.test.daweb.ks.gov/ibars/build/build_fram

P aarE L » E
@L— > \g hitps: i femw,ibars.test.daweb. ks, gov/ibars/build/build_frames_loginjsp?tst=main Vl@' Certificate Errar ‘ *2|| X ‘ G00gls | R~
W | (& bkt ffuwewn ibiars best, daweh ks, govjibars buildibuil . ‘ | f - Bl B v [mhPage - {0 Tods -
PR AR S5 o U KL A Internet Budget and Reporting System Wednesday, June 18, 2008
| Home  Checkiist \Versions  Publications  Logout Summary | Detail | ChgPkg | Chg PkgDsscr  Def Alloc
All Scenarios Current Scenario Screen Mode A
¥ [E = A
bl = > D Operating Funding 1 ¥ %Operaung Funding 1 | Default? [] @ Default Alloc O Current Alloc =
Menu | Rptnglvi | Projects Source Object Post Object Post Method  Source Column(s) Post Column(s)
}-700 - The Office ndit 1to1 [ ‘Overwm.e VHFYZDUS\Base Budget Entry V”FYZDDS\Ease Budget Entry V| =
P £00 - The Office v
$-01000 - Operatair =
»-02000 - p::;:—_a?:fant Tab Option Version Rpt Lvl Series  Obj Bud Unit Allocation
yiwnm;abf?;mm | Reporting Level V‘ 1200940200790 \ELDO Operations Vl |nmn Operations Vl 5
| Reporting Level Vi [200820200780 ‘ 01100 Operations Vl | 2554 Dundee Award Fund Vl [ 5
£ | &
Affinity Global Solutions Copyright ; 1895-2008

{F3i| % Local intranet F 100w -

74 start ErsEBEBEO-S G KS_tr: al FY.... = h e ﬂ'{_‘;’a-.-.url.ﬂ 4531 PM

1. Select Reporting Level from the dropdown in the Tab Option. The version you are
working in will automatically appear in the Version field.

2. Select the desired reporting level from the dropdown in the Rpt Lvl field.
3. Click the dropdown on the Bud Unit field to select the budget unit you are using and

enter the desired percent of funding in the Allocation field. Use the Add function to add

more budget units and percentages. The scenario must total 1 for each year (ex .9 +.1 =
1).

4. Click the Save icon b to save the scenario.

5. Click the Run Default Funding button to apply the funding.

6. Go to the Summary page to see the new operating expenditures funding.
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Appendix C
Special Fund Balance Module Example

Entering CY & BY Revenue Estimates

This exercise describes how to enter revenue estimates to finance the budget request.

1. If the user desires, make sure the Position Detail Data and Budget Request Summary
modules are checked to complete. This will post the expenditures into the Special
Fund Balance module and may be helpful.

2. The user selects the Special Fund Balance module from the Checklist page.
The user then selects a Fund Type* from the dropdown menu.

4. Next the user selects a Fund (budget unit). This can be done two ways: (1) clicking
on the name of a budget unit, or (2) clicking the Detail tab and then select the desired
budget unit from the Fund* dropdown menu.

5. The user will then enter revenue estimates in the XX Agency Revenue columns for

either the existing revenue object codes or the user can add new revenue object code
rows by clicking the add icon F . After entering the revenue estimates for one
budget unit, click the save icon bl . The user selects the next budget unit and enters
the revenue estimates for both years and saves the data. Continue this process until
all the budget units in all the funding types are complete for each one that is relevant
to the agency.

REMINDER: The Detail page can have the same revenue object codes listed more than once.
The system will sum the revenue object codes amounts together for the 404 and 404 Aggregate
reports.

6. The system will automatically calculate the cash forward for the CY and BY for the
404 and 404 Aggregate reports. Therefore, the user does not need to calculate these
amounts.

7. The 404 and 404 Aggregate reports should be run to make sure each budget unit or
fund does not have a negative Balance Forward into the next fiscal year.

8. Click the Special Fund Balance module to complete.

REMEMBER: Reductions such as lapses or transfers out should be entered as a negative

number (ex. -300500). Also, do not use special characters such as “$” , “,”, or cents. Budget in
whole dollars.
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Appendix C
Special Fund Balance Module Example

Entering CY & BY Revenue Estimates — Examples

The screen below and on the next page shows a couple of examples of completed Special Fund
Balance - Detail pages.

Appropriated Budget Unit

= https:/fibars.ks.gov/ibars/buildihuild_frames_login.jsp?txt=main - Microsoft Internet Explorer provided by The State of Kansas

G - [l ntips: ibars s govbars i\ ames_ogin.sprixt=man v & |[#][x o

© File Edit View Favorites Tools Help

: : gn
: Google (G- v Go¢@ B v | ¥ Bookmarks+ 14214 blocked | % Check v - | Send to @ settings~ - G':]

w* o I@https:,’/lbars‘ks‘gnv/\hars,’buMdfbu\\dj’ames.‘. ’T] R-0 & -E-%-o3
Jadmin/BDPRI2009D0300730/AM Internet Budget and Reporting System Friday, June 13, 2008

Home  Checklist Versions Publications | Logout Summary  Detail

HFxe & Version 200900300790
Agency 00790 The Office
Monw | Fotog vl | Projects Bud Unit Type« | State General Fund ~| Bud Unit- [0100 Operations |~

&00 - The Office

¥ &01000 - Operations.

} thD;L:;gg Soerations ch Current Agey 08 Agency 09 Agency
ranton Brand o .

»smm Physical Plant Transaction Obj 07 Actuals Revenue Revenue

: 98000 - Debt Service RO001 APPROPRIATION [ 245865 | 247719 | 263,228

245,865 247719 | 263,228

T - The Office
|
|
|
|
|
|

f
I
|
|
|
|

I~
|l

Affinity Glogal Sclutions Capyright ¢ 1995-2008

] & Internet ®100% -
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Appendix C
Special Fund Balance Module Example

Entering CY & BY Revenue Estimates — Examples (cont.)

Special Revenue Funds

login. jsp?bet=main

© File Edit View Favorites Tools Help

£ https://ibars.ks.gov/bars/buildbuild_frame

£ Y
i Google |G~ v \o @ B - % Bookmarks~ 14214 blocked | % check 4 -~ H | Send v (@ Settings~ @
¥ b | @ htpeybars ks govibars ouidioud fames... | | -5 @ P08 83
oSBT P2 MER S LAT Internet Budget and Reporting System Friday, June 12, 2008

Home  Checklist Versions Publications  Logout Summary  Detail

W xe = Version 2000D0300790

Agency 00790 The O;
Menu  Rptoglvl  Proiects | Bud Unit Typ€~ | Special Revenue Funds ) [+ Bud Unit- | EEEIETRNTE ~

&

¥ 801000 - Operations

} t,:% . Current Agcy 08 Agency 09 Agency
d - Scranton Brand i i

V- £02000 - Physical Plant Transaction Ohj 07 Actuals Revenue Revenue

: i 15,000 18,254

€900 - Debt Service R1020 INTANGIELE v 12649 | [

R2099 OTHER SERVICE CHAR | | 203456 | 211226 | 213,645
[ [
I I

R2210 MANUFACTURED PROL + | | 298,877 305,000 315,000
Total | 514,982 531,226 546,899
C C

Affinity Global Selutions Capyright ¢ 1995-2008

Done {7 @ Internet
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Appendix D
Children’s Services Module Example

Entering the Children’s Services Budget

This exercise will describe how to complete the Children’s Services module.

1.

SAREE S

10.
11.

12.

13.

Select the Children’s Services module from the Checklist page. The Children’s
Services module will be blank at first.

The user will click the add icon # . This takes the user to the Information page.

Type in Program Name — "Kansas STARBASE”.
Fill in the N1 box - *C’.

Fill out the Program Description box — “Provide academies to 4th, 5th, and 6th
grade students to teach them a better understanding of math and science concepts
within the context of a variety of careers.”

Fill in the FY 20XX Actual Expenditure column — *3340” for Number Served, ‘0’
for State General Fund, ‘471761" for All Funds.

Fill in the FY 20XX Revised Expenditure column — ‘5000’ for Number Served,
‘0’ for State General Fund, ‘480000’ for All Funds.

Fill in the FY 20XX Budget Request column — *5000° for Number Served, ‘0’ for
State General Fund, ‘820000’ for All Funds.

Fill in the FY 20XX Enhancement Package if the agency is requesting new funds
for the program. The user does not have to add a change package description as in
other modules because this module is not tied to any other modules.

Click the save icon b )

To enter the next Children’s Services program, click the Children’s Services Select
tab.

Once on the Children’s Services Select page, click the add icon » to insert the
next program’s data on the Information page. Continue this process until all
programs are entered and saved in IBARS.

After all the Children’s Services programs have been entered into IBARS, then click
the Children’s Services module to complete on the Checklist page.
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Appendix D
Children’s Services Example

Entering the Children’s Services Budget (cont.)

This page shows the Children’s Services Information page filled out with the information
detailed in items 3 through 10 on the previous page.

- https:/fwww.ibars.test.daweb.ks.govfibars/build/build_frames_login. jsp?txt=main - Microsoft Internet Explorer provided by The 5

@\‘/ ~ & httpsiffuman. bars.test. daweb s, govibarsfbuld/buid _frames_login.jsaPtst=main v |1 contficate Errar | 42/ ||| [[2]-

File Edit Wiew Favorites Tools Help

. »
W l@https:Mwww‘ibars‘test‘daweb‘ks‘guvﬂibarsfbuildﬂbu\\‘H I I I ] |5z Page ~ ) Toals ~

@

cadmin/BOTS/2009E0300034AM Internet Budget and Reporting System Thursday, June 19, 2008

Home Checklist Versions Publications Logout Children's Services Select  information

Wrxe [= -
Program Name Description
Menu_| RetngLvi_| Projects [Kansas STARBASE
Type
N1 Cy P

»-Administration
P-Preparation N1: For each service, insert C for children served; F for families served; or N for neither children or familes.

Reports - "
Provide academies to 4th, 5th and 6th grade students to teach them a be

Program Description

FY 2007 FY 2008 FY 2009
Actual Revised Budget
Expenditures Expenditures Request
Number Served Number Served Number Served
3.340 5,000 5,000
State General Fund State General Fund State General Fund
All Funds All Funds All Funds
471,761 480,000 820,000
s FY 2009 Governors
Enhancement
Recommended
Package
Number Served Number Served
< | 3
State General Fund State General Fund
All
All Funds Funds
Affinity Global Solutions Copyright ; 1885-2008
Done 7 % Local intranst F100% -

IBARS User’s Training Manual Page: 104 6/25/2008



Appendix D
Children’s Services Example

Entering the Children’s Services Budget (cont.)

This page shows the Children’s Services Select page after the data has been saved

- https:/hwww.ibars. test. daweb.ks.govfibars/build/build_frames_login. jsp?txt=main - Microsoft Internet Explorer. provided by The S

g\t} A |@ https: /fwwmw.ibars test.daweb. ks.govfibars{build/build_frames_login jsp?txt=main

| & cetficate Emar | /[ X |
File Edit Wiew Favorites Tools Help

w o I@https:waw.ibars.test.daweb.ks.guvﬂ\barsﬂbu\\dfbuil‘..] ]

s B - [BhPage - £ Tooks - i
Bradman/BOTS/2008A0200034/A1A Internet Budget and Reporting System Wednesday, April 16, 2008
Home  Checklist Versions Publications  Logout Ghildren's Services Select information
Hrxe [H
Description Humber Version
Kansas STARBASE c
Menu Rptng Lvl Projects = 200940200034
P-Administration
P-Preparation
F-Reports
< 3
Affinity Global Solutions Copyright ¢ 1995-2008
Done £l &J Local intranet # 10 v
sCrBED ~ ~EBEG Fzie.. | B mbox-

“= Prink 5¢... B
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Appendix E
Initial Computer Setup

Steps the User Must Preform to Setup the Browser Prior to Using IBARS

Pop-ups

You will be instructed to allow pop-ups for this site. Click “OK” when prompted.

Windows Internet Explorer i[

L] E Please 'permanently’ allow popups Far this site and add to trusted sites list and then refresh the browser
.

84 |

Please perform the following steps before logging into IBARS for the first time.

1. Click on Tools from the menu.

2. Then select Pop-up Blocker.

3. If Pop-up Blocker is off, click on Turn on pop-up blocker and then select - ”"Pop-up
Blocker Settings”

<N ahout:blank - Microsoft Internet Explorer

File Edit View Favorites BGGEES Help
- ; ; Mail and Mews r | e - = |
@ Bl 7 \ﬂ Pop-up Blocker Turn Off Pop-up Elocker .__‘-l * %
= Manage add-ons... Pap-up Blacker Settings. ..
Address i:§| abaut:blank 2 ) - s =
| Synchronize. ..

Windows Update

Windows Messenger

‘Yahoo! Messenger

Diagnose Connection Problems, .,
3un Java Console

Internet Cptions...
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Appendix E
Initial Computer Setup

Pop-ups (cont.)

1. Inthe web address line, type in “https://ibars.ks.gov/ibars” then Click “Add.”
2. The site should then be in the “Allowed sites:” box.
3. Click “Close.”

Pop-up Blocker Settings

Exceptions
Pop-ups are cumently blocked. You can allow pop-ups from specific
Web sites by adding the site to the list below.
Address of Web si :
@er IP Address From URL Above Here: > | [ Add
Allowed sites:
Remove
Femove Al
Motifications and Fitter Level
Play a sound when a pop-up is blocked.
Show Irformation Bar when a pop-up is blocked.
Fitter Level:
| High: Block all pop-ups {Cid to ovemide) W |
Pop-up Blocker FAQ
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Appendix E
Initial Computer Setup
Pop-ups (cont.)

The URL will then show up in the “Allowed sites:” box.

Pop-up Blocker Settings

Exceptions
Pop-ups are cumently blg€lked. You can allow pop-ups from specific
Web sites by adding tHe site to the list below.
Address of Web site to ghow:
I— | [
All s
| <IP Address From URL Heres Remove
Matifications and Filter Level
Flay a sound when a pop-up is blocked.
Show Information Bar when a pop-up is blocked.
Filter Lewvel:
| High: Block all popups {Ctd to ovemide) v.|
Pop-up Blocker FAGQ
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Appendix E
Initial Computer Setup

Installing SVG Viewer

You may be required to have your IT support staff do this because you may not have
administrative access to add programs to your computer.

Next you will be asked to install SVG Viewer.

Windows Internet Explorer E'
P SYGViewer is not installed on wour browser,
*-_‘:]/

Click Ok to redirect the browser to the download page

Please re-stark the browser after install

| Ok |[ Cancel ]

Click “OK” when prompted above. It will take you to the SVG Download page. Scroll down
until you see the following. Select Win 98-XP. When the File Download screen appears click
“Run” or “Save.” You will have to restart internet explorer after the SVG viewer is complete.

DOVWNLOADS

By downloading software from the Adobe Web site you agree to the terms of our license
agreement. Please read it before downloading.

Installing Adobe 5VG Viewer

Double-click the downloaded installer.
2. Follow the on-screen instructions.

3. Ifyou are not using Internet Exporer for Windows, then you will need to restart your browser
before viewing SVG.

Viewers
Language Operating system Version Date

Englizh Win 98—XP 3.03 0472005
Mac 8.6-9.1 3.0 1172001
Mac 10.1-10.4 3.0 1172001

RedHat Linux 7.1-9e 3.01 beta 3 1272003

Solariz 8 3.0 beta1 1172001
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Appendix E
Initial Computer Setup

To Determine if User has Internet Explorer 6 and Internet Explorer 7

1. Open a window in Internet Explorer.
2. Go to “Help” and select “About Internet Explorer.”
3. A box will pop-up and either say Internet Explorer 6 or Internet Explorer 7.

4. Instructions follow for the two versions. Use the appropriate version.
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Appendix E
Initial Computer Setup

Instructions for Internet Explorer 6

1. Click on Tools, then go down to and click Internet Options.

A http:/localhost:BOBOMweb_framework/startup. jsp?stat=fail - Microsoft Internet Expl... E||E|E|
File Edit YWiew Favorites KRS Help :‘r

—_ *
T Mail and Mews [ . =S v :
@ Back ~ (7 \ﬂ Pop-up Blocker y EE |T o L _.I @? *

5 . ; | Manage Add-ons... 2
Address |a€| http: {flocalhost: 508 . — : | Go
Links @] Google @] FOXMNews  ‘Windows Update sahawks @] Sorics (@] Agswiki 2

Diagnose Conneckion Problems. ..
Zreake Mobile Favorite, .,
Sun Java Console

Internet Options. ..

S ————

Enables vou to change settings,
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Instructions for Internet Explorer 6 (cont.)

2. Click on the Security Tab.

3. Click on Custom Level button.

Internet Options

Select a'wWeb content zone to specify itz zecurity settings.

® ©@ 0 @9

Internet Local intranet  Truzted sites Festicted
zites

Local intranet
| Thizs zone containg all Web sites that
are an yaur arganization's intranet.
Security level for thiz zone

Custom

Custom zettings.
- Ta change the settingz, click Custom Level.
- To uze the recommended zettings, click Default Level.

@tnm Level... D[ Default Lewvel ]

[ ak ][ Cancel ] Apply
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Appendix E
Initial Computer Setup

Instructions for Internet Explorer 6 (cont.)

Allowing Downloads

4. Enable the items circled below for downloads.

Security Settings

Setkings:

@ Diownloads
@ Automatic prompting For file downloads

. Disable
. Disable

&] Miscellaneous

#&] Access data sources across domains
T RaooL

< I | »

[

[

Feset custom setkings

Reset to: | Medium VH_ Reset ]

[ 8] 4 ][ Cancel ]
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Appendix E
Initial Computer Setup

Instructions for Internet Explorer 6 (cont.)

Allowing Scripting

5. Enable the items circled below for scripting.

Security Settings

Settings:

Scripking ~

Active scripking
. M

P TR b
< i )
Reset custom settings

Reset bo: | Medium vl [ Reset ]

[ Ok ] [ Cancel ]
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Appendix E
Initial Computer Setup

Instructions for Internet Explorer 7

1. Click on Tools, then go down to and click Internet Options.

e hI:I:p:,.-",.-"localhosl::"ﬁ'ﬁl‘],.-"'welzi'_frah'lé'6-|:l'(',:

@.\— -:,. - @http:,l’,l’localhost:8DSD,I’web_FrameworKI'startup.jsp - | |[#|| X 2|~
File Edit Wiew Favorites Help
e |@http:ﬁlocalhost:s Delets Browsing History... fr B o [hPace - & Tools - @ Br 7
Pop-up Blacker L4 "
Phishing Filker 4
Manage Add-ons L4
3

WWindows Update

Diagnose Connection Problems. ..
Create Mobile Favaorite...
Sun Java Consale

Internet Options

|Enables you ko change settings. *100% A
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Instructions for Internet Explorer 7 (cont.)

2. Click on the Security Tab.

3. Click on Custom Level button.

Internet"'ﬁptiuns

Connections L_ Programs [ Alvance

Genetsl I @ ” Privacy | [ Cortert

Select a zone to view or change security setkings,

@ @ v 0O

Inkernet Localintranet  Trusted sites  Restricked
sikes

Local intranet :
This zone is For all websites that are Lﬂ——l

found an wour intranet,

Security level for this zone

Custom
Cuskom setkings,
- Ta change the settings, click Custom lewel,
- To use the recommended settings, click Default level,
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Appendix E
Initial Computer Setup

Instructions for Internet Explorer 7 (cont.)

Allowing Downloads

4. Enable the items circled below for downloads.

Security Settings - Loca

Setkings

,gﬁ Downloads
@ﬁ Automatic prompting for File downloads
(") Disable
Enable
@ﬁ File domnload

() Disable
j& Faredawnload

(7 Disable
@) Enable
Prompk

,_i\ﬂ Enable .MET Framework setup
(") Disable
(@ Enable

& | Miscellaneous

M frrace daka conwrac acrrnee damaine

1 =

*Takes effect after vou restart Internet Explorer

Reset customn sekkings

Reset to; Mediurm-low {default)
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Appendix E
Initial Computer Setup

Instructions for Internet Explorer 7 (cont.)

Allowing Scripting

5. Enable the items circled below for scripting.

Security Settings - Local Intranet 2one
Sethings

=7 Scripting
& | Active scripting
{7) Disable
@)
Frompt
Allow Programmatic cipboard access
Disable
(@ Enable
Frampt

& | Allow status bar updates via script

£ Fieablo
{@ Enable
| Allow websites to prampt for information using scripted wind:

P—

(") Disable -
@ Enablz
= SovinFine oF Tawa annlabe &

1 b

i

=
L=l

E."u

*Takes effect after vou restart Internet Explorer

Reset custom sethings

Resettol  mediumelow (default) - Reset..
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Appendix E
Initial Computer Setup

Monitor Resolution to Work Best With IBARS

The window resolution settings should be set to 1024x768 as shown below. To define or check
this setting, follow the instructions below.
1. Right-click on your desktop, and then click Properties.
2. In the Display Properties dialog box, click the Settings tab.
3. Drag the Screen resolution slider to the left to decrease, or right to increase the resolution
of your monitor, so it is as close to 1024x768.
4. Click OK.

5. If the resolution is not set to the suggested setting, users may have to scroll on screens to

view all the data.

Display Properties ? (%
| Themes || Dezktop || Screen Saver || .-'f-.ppearance| Settings

%

Drigplay:
Plug and Play Maonitar on [ntel[R] 328656 Graphics: Controller
Screen resolution Calar quality
Less 3 Mo IHighest (32 bi v|
1024 by 768 pivels (I N e
[ Troubleshoot. . ] [ Advanced ]
[ ak. ] [ Cancel ] [ Apply ]
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Appendix E
Initial Computer Setup

Bookmarking the IBARS Page

If the user wants to bookmark the page, click “Favorites” and then click “Add to Favorites.” In
the Name box, you can name it whatever you desire, then click “Add.” After the user
bookmarks the page, follow these instructions or the user will get a “Connection is not active,
returning to login screen” error at each login.

1. Go to Favorites and highlight the name saved for IBARS by putting your cursor on the
name. Then right click on the name.

2. Click on Properties. Make sure the URL reads “https://ibars.ks.gov/ibars” and click
L‘OK.11
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