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PREFACE

This user guide describes how to use IBIS to complete a certification operating form. For policy guidance regarding

certification, please consult the State Budget Manual.

CERTIFICATION — OPERATING

Once you have successfully logged in, you should see the Work Queue page as shown below. This could be a BRU,
Agency Work or OSBM Work Queue page depending on log-in credentials.

View indicator contains only your BRU, Agency or OSBM. If you have access to multiple
departments and/or agencies, those you have access to will appear in a drop-down list in
this field for you to select from.
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J When you click on ‘Create New Request’, the
drop-down will display the following: access to

Create Mew Request

Budget Revision 3 will appear in a drop-down list in this field for
Budget Allotment ] you to select from.
=| Budget Certification " EQ Operating

Iﬂ Capital
3

Work Sheet |

E2 Work Sheet Click on the Budget Certification — Operating

E2) Work Sheet il option on the menu. After clicking the operating
£ Scenario option, a New Operating Certification Form —

Basic Information window will appear as shown

in the following screenshot.

Strategic Planning Form

&l &1

Program Data Form

Select the Biennium that you are certifying.

C||Ck on the radlo button next to the Mew Operating Cerfification Form - Basic Information
Pleasze enter the information below and click Proceed
appropriate biennium. Only one biennium
Biennium : (@) 2017-19

mav be selected at a time.

Fiscal Year: (®)2017-2013

Session Law : | SL 2017-Tech-Comrection: »

SL 2017-57
5L 2017-Tech-Comections

Select one option from the dropdown list in

Department/Agency :

the Session Law field, only one item can be

Budget Code :

selected.

Committee Report Item
Title :

Budget Adjustment Type :

Is this Recurring?: () ves ()Mo

In most cases, access will be restricted to a
single department/agency so it will default to
your Department/Agency and BRU. If a user
has access to multiple departments/agencies
and BRUs, a dropdown option will appear for
selection.
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Note the next two fields labeled Department/Agency and BRU. In most cases, access will be restricted to a single
department/agency so it will default to your Department/Agency and BRU. If a user has access to multiple
departments/agencies and BRUs, a dropdown option will appear for selection.

Mew Operating Certification Form - Basic Information *

Please enter the information below and click Proceed

Biennium : (® 2017-18

Fiscal Year : (&) 2017-2018

Session Law : [3L 2017-57 -
DepartmentiAgency : | Deparment of Agriculture and Consumer Services -
BRU - :DEFARTMENT OF AGRICULTURE { o

Click on the dropdown arrow for the Budget Code field. This will display a list of valid Budget Codes for the selected
Department/Agency and BRU.

Mew Operating Certification Form - Basic Information »

Please enter the information below and click Procesd

Biennium : (# 2017-19

Fiscal Year: (@) 2017-2018

Session Law : | SL 2017-57 -
DepartmentAgency : | Department of Agriculture and Consumer Services "
ERU - | DEPARTMENT OF AGRICULTURE w
Budpget Code : »
Committee Repur_tr!t;arn 13700 Agriculture and Consumer Serviges - General Fund F
ite : | .- - .- - . e
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Select a Budget Code from the list. Once selected, the budget code will populate the field and the list will disappear as
shown below.

Mew Operating Certification Form - Basic Information bt

Please enter the information below and click Procesd

Biennium : (# 2017-18

Fiscal Year: (@) 2017-2013

Session Law - | 5L 2017-57 r
Department'Agency : Department of Agriculture and Consumer Sernvices -
ERU - |DEPARTMENT OF AGRICULTURE -
Budget Code : | 13700 e

Click in the Committee Report Item Title field. A flashing cursor will appear in the field. Type a title for the certification
entry. As you type, the title will appear in the field as shown below.

New Operating Certification Form - Basic Information *

Please enter the information below and click Procesd

Biennium : (® 2017-18

Fiscal Year : (@) 2017-2013

Session Law : 3L 2017-57 w
Department'Agency - Department of Agriculture and Consumer Services P
ERL - | DEPARTMENT OF AGRICULTURE P
Budget Code - | 13700 i

Committee Report lem |Tale
Title :
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The Budget Adjustment Type field is a dropdown field. You must select one item from the dropdown list. Once selected,
you will see that the field is populated with the Adjustment Type selected and the Budget Adjustment Type list

disappears.
Hew Operating Certification Form - Basic Information »

Flease enter the infermation below and click Procead

Biennium : (® 2017-19
Fiscal Year: (@) 2017-2013
Session Law - | 3L 201747 -
DepartmentAgency : |Peparment of Agriculture and Consumer Services -
BRU - |DEFARTMEMNT OF AGRICULTURE w

Budpet Code - | 13700 v

Committee Report ltem |Tile
Title :

Budget Adjustment Type : »

Technical
Expansion
Reduction
Continuation

Is this Recurring? :

The final item on this window asks if this entry is recurring. Only one answer can be chosen.
Mew Operating Certification Form - Basic Information *

Flease enter the infermation below and click Proceed

Biennium : (® 2017-19

Fiscal Year: (w) 2017-2013

Session Law - |SL 2017-57 -
DepartmentiAgency - | Jepartment of Agriculture and Censumer Services -
ERL - [DEPARTMENT OF AGRICULTURE -
Budget Code - [ 13700 -
Committee Report lem [Tilke
Title -
Budget Adjustment Type : Expansion -

Is this Recurring? = (#) Yes ()Mo

# | Cancel = Procesd
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If you click on the Cancel button, the window closes, nothing is saved, and you return to the BRU Work Queue.
If you are satisfied with your entries and want to continue, click on the Proceed button as highlighted below.

New Operating Certification Form - Basic Information X

Flease enter the information below and click Proceed

Biennium : (® 2017-19

Fiscal Year : (@) 2017-2018

Session Law : | SL 201757 w
Department' Agency : Department of Agriculture and Consumer Servicas w
BRU - |DEFARTMENT OF AGRICULTURE w
Budget Code - | 12700 e
Committee Report Hem [Tile
Title :
Budget Adjustment Type : |[Expansion -

Is this Recurring? - (® Yes ()Mo

*| Cancel 5 Proceed
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After clicking Proceed, you will see an Operating Certification form open. Note: The form’s five tabs (Basic Information,

Positions, Budget Details, Budget Overview and Attachments) will appear in the upper left corner of the screen as shown
below.

Certification- Operating ( Title:Title BRU:DEPARTMENT OF AGRICULTURE Budget Code:13700-Agriculture and Consumer Services - General Fund )

/ Staws: BRU Draft

Basic Information Positions. Budget Detail | Budget Ouerview | Attachments

Fiseal Year : 20172018 Certification Type : Operating Certification

Sereen ID
Session Law - 5L 201757 v Committee Report Item Number BISID - 5100
Department/Agency - Department of Agriculture and Consumer Services

Committes Report tem Title - | 792
ERU - DEPARTMENT OF AGRICULTURE Budget Adjustment Type : | Sxpansien ~
Budget Code - 13700-Agriculture and Consumer Services - General Fund
s this Recurring? @ Yes (N

Committee Report Htem Narrative

Click hese for Rich Text Ediar

Export FOF Save Draft Save & Cloze Ready To Submit = Delete Regquest

This user guide will only address the first four tabs. The Attachments tab will be addressed in a different user guide that
is available on the IBIS website.

Page 8



7CIBIS

Certification - Operating IBIS User Guide

When the form opens, the Basic Information screen comes to the forefront. It is the default position when creating a
new, or opening an existing form.

Certification- Operating ( Title:Title BRU.DEPARTMENT OF AGRICULTURE Budget Code:13700-Agriculture and Consumer Services - General Fund )

Status: BRU Draft
Basic Information Positions. Budget Detail | Budget Ouerview | Antachments

Fiscal Year : 2017-2018

Session Law - 5L 2017-57 ~

Certification Type : Operating Certification Sereen 1D - |EENN

Committee Report ltem Number IBISID - $10Q

Department/Agency - Department of Agriculture and Consumer Services Committes Report tem Title - | 792

BRU - DEPARTMENT OF AGRICULTURE
Budget Code - 13700-Agriculture and Consumer Services - General Fund

Budget Adjustment Type : | Sxpansien v

Is this Recurring? : @

Committee Report tem Narrative
Click here for Rich Text Editor

Export FOF Save Draft Save & Cloze Ready To Submit = Delete Regquest

Verify the information displayed in the following fields — all but Committee Report Item Number, Committee Report
Item Title, Adjustment Recurrence and Budget Adjustment Type are non-editable:

Biennium: The form will show the Budget Cycle selected in the initiation window
Committee Report Item Number: Fill in the appropriate Committee Report tem number
Session Law: The form will show the Session Law reference selected in the initiation window
Department/Agency: The Department/Agency that is associated with your IBIS ID

BRU: The BRU associated with your IBIS ID and selected in the initiation window

Budget Code: The Budget Code selected in the initiation window

Committee Report Item Title: The Committee Report Item title entered in the initiation window — this may be
changed at this time
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Adjustment Recurrence: Displays the answer selected in the initiation window — this may be changed at this
time

Budget Adjustment Type: Displays the answer selected in the initiation window — this may be changed at this
time

Click in the Committee Report Item Narrative field and either click on the underscored link to the Rich Text Editor where

it says “Click here for Rich Text Editor” or click directly in the box to enter text.
Committee Report tem Narrative
Click here for Rich Text Editor

By clicking the Rich Text Editor, a window will come up as shown below where text entered in the justification field can
be edited or where a justification can be entered. Additional formatting options are available beyond those displayed on
the screen by using shortcuts such as “Control + U”.
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Enter the appropriate information in the field and click on the Positions tab at the top of the form to continue filling out
the form. When clicked, the Positions tab will appear on your screen.

Certification- Operating ( Title:Title BRUZDEPARTMENT OF AGRICULTURE Budget Code:13700-Agriculture and Consumer Services - General Fund )

/ Status: BRU Draft
Easmlnfmmatm Budget Detail | Budget Overview | Attschments

Fiscal Year : 2017-2018 Certification Type : Operating Certification

Sersen D

Session Law : |SL 2017-57 v Committee Report Item Humber : IBISID: 5100
DepartmentiAgency - Department of Agriculturs and Consumer Services Committ=e Report ltem Titla - | 192
BRU - DEPARTMENT OF AGRICULTURE Budget Adjustment Type : Expansion -

Budget Code : 13700-Agriculture and Consumer Services - General Fund
Is this Recurring? : @ Yes (ONo
Committee Report tem Narrative
Click here for Rich Text Editor
This is text associated with a Cartification form|

Export FOF Save Draft Save & Close Ready To Submit | Delete Request

If the Certification form being developed includes staffing positions, information regarding such positions will be filled
out on this tab. The information will be entered in the section labeled:

|Pos itions Requested |

In this section, four buttons appear: Edit Row, Remove Row(s), Sort Rows and Cancel Edit:

Edit Row Remove Rowi(s) Sort Rows

The above buttons can only be utilized once rows have been created. Since this guide’s focus is developing a new

Certification form, we will look first at adding rows then return to describe the functionality associated with these
buttons.
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To Add a Row, you will work with the fields outlined with a red box below:

Cartficstion- Oparstng [ T Titie BALZ D ARSCAL Ttk Ducges Code [T C [
s BRU Dran
Bave icbararn  Powricns  Bucgue Gucsl  Dusgar v Aachraccy
Sowen 0 [T ¢
s 3000
Lot Rrarite)
Lation Uni limn) ttiom Farai Faseming =
= o 2] — — — a8 |
Pl - il G e T
VTCaN ey . Wero D Feveet e ey - - o~ —

. T2
i e sy (RIS

Note that the following fields are required: Fund, Cost Center, Account#, Classification, Program, Annual Salary,
Effective date, FTE Y1 and FTE Y2.

Fill in the fields in the order they appear in the row. Fund, Cost Center and Program are all dropdown lists and your
entry can be selected from the dropdown lists or typed in manually.

Cost Center is an optional field and the cost center dropdown list will only display values if the Department/Agency uses
cost centers and there are costs centers setup for the selected fund code. A cost center can be selected from the

dropdown list or typed in manually.
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The Account field will present a list of accounts once the user has entered three digits into the field. Accounts are so
numerous that you can narrow the list down by entering the first few digits, or you may type the full account code
manually.

537

537010 RESERVE-CI PROJECTS 2
537100 RESERVE-INDIRECT COST DFR | 5
537101 BAMG'S DISEASE [
537102 TE AND GLANDER S

5337103 RE3-GYP3Y MOTH

537104 RES5-AGRONCOMIC LAB

537105 RE5-AG CTR-STALL ELDG

537108 RES-WFM-WINTERIZE ELDG S

537107 RES-HEADHOUSE/GREENHOUSE

537108 RES-BIOLOGICAL CONTRL FAC

537108 RES-MYCOTOXIN TESTING

537110 RES5-SHEEF DEMMSTRATN PR

337111 RES FOR FOREST MANAGEMENT

537112 RES-VET SERVICES COMP 5Y 35

537113 RE5-ME AGRIC CENTER =

Once selected or typed into the field, the account code will show and the account description will appear in the field to
the right of the account code as shown below.

1980 = |CC—# | | | 337153 SOIL & WATER T

Click in the Position Number field to make the field editable. A cursor will appear and you may type in the appropriate
position number. The position number is an optional field.

1930 w ICC# w | | 537153 SOIL & WATER T Position Number || Classification

Click in the Classification field to make the field editable. A cursor will appear and you may type in the appropriate
classification. If positions are entered in a reserve account (537XXX), the classification is optional.

1820 - | (387133 SOIL & WATERT 123854 Classification annual Salary

Step 29: In the Annual Salary field, enter the annual wage for the position(s) in whole numbers, without a dollar sign,
comma or decimal point.

B
4200

Annual
Salary

In the Effective Date field, enter the beginning date of the position(s) requested, formatted as shown, or select the date
from the calendar by clicking on the calendar icon next to the field.
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TR Jul 2097w #e
Su Mo Tu We Th Fr 5a

(=]
=
=
P
P
=
[ X} ;

[

16 17 18 18 20 21
23 24 25 28 27 2

a0 3

o7ioi2ot Today Cancel

In the next two fields, FTE Y1 and FTE Y2, enter the number of positions of this type that are requested for FY1 and FY2
of the budget period. Numbers may be entered as either positive or negative number.

FTE ™1 FTE 2

1 1

Click the Add button and the row will populate the positions grid, clearing the fields for entry of another row; however,
the row will retain the last fund code and cost center entered in an attempt to reduce the amount of manual entry
required by the user in order to create a second row. Although these entries will be pre-filled, other Fund Codes and
Cost Centers may be selected by the user.

Add

Repeat the above process to add all the Position rows necessary for the Certification form you are creating.
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To edit a row that has been entered, click on a row to highlight it:

[eTe——
[Coannteasen P
Anmaal Efavive
F— e Ti
Himen one

Click on the Edit Row button and the data in the selected row will populate the Edit/Add row line at the top of the grid.

e ] e T
v o [hezoumss I b |avunste neer: annual Saisey 1 SteiaEs EFTE Y1

X - Aeasl Efnuimn
Raswuri Beverwmen Suanderia o =

(T oretsr

B UL L WATER TECH RESERVE

Below is a screenshot of a row that populates the data entry row and may be edited.
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e
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When a row has been selected for edit, you may change any of the data previously entered. To save changes you must
click on the Update Button at the end of the row.

Blanas BRY Cval
Eais wrmgten  Paunoar  BusgeOenl  Budge Dvines  Amssamanny

Pt i [ s — p—— pr— peow i e LA

Once Update has been clicked, the add/update row will clear (except for the Fund Code and Cost Center fields) and the
updated data will show in the grid below.

Ponpcan Argetyied
Est B Rurrceve Aowr(a) Serl Rom
— — = —— — =

To delete a row that has been entered, click on a row to highlight it:

wan o [ -
r
|FFE aas
it F
e 200
wan o [ -
r
Easas Reguesng
EdBm Rarwwn Jew Bt Bem Loy Sooapng
o - |[meconner Position Faumber [Classiicscn arruuct Salary oot SYIFTE Y |fFEe aca
Feateos [ et Fr— P——— pre— o L R oh
s SO0 & WATLR LG RESL e . s sz v 2o

To cancel the deletion, click the Cancel button, to complete the deletion, click the OK button.
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#

0 Are you sure vou want to remove the selected Row(s)?

e

Cancel

To Sort the rows that you have entered, click the Sort Rows button.

et Cnus e

The rows will sort in Fund Code, Cost Center, Account Number order, ascending. Click a second time and they will resort

in descending order.

If a row has been selected for edit by highlighting and clicking the Edit Row, but then no edit is necessary, simply click
the Cancel Edit to clear the Add/Edit row and to return the selected row to the grid, unchanged.

Positions Requested
Edit Row Remove Rou(s)

1000

Fund Code Cost Center
1800
1000

1000

Sort Rows

MR

Cancel Edit

‘Account
Mumber

TFORESTRY TECH .

Account Deseription

FORESTRY TECH RESERVED

SOIL & WATER TECH RESERVE
TENMESSEE VALLEY RESERVE

Exczl Procassing

orio1i2017 | |1
Effective
Date
0712017

125305 ED 24000
Annual
Salary

Position Number Classification

125388 SR

$24.000.00

123854
1235880

SPA oma12017

oma12017

SPA

-

Update

FTE ¥
(2017-13)

1.000

FTE v2
(2018-19)

1.000
1.000 2,000

{1.000) {2.000)

At the bottom of the Positions tab, a Summary table is displayed. The Summary information is taken from the data
entered above in the Positions Requested table and none of the data in the Summary is editable. Any changes to the
Summary information must be made by editing the data in the Positions Requested table.

Summary
Fund Code 1
=] 1990 Fund (1990) ...
1980
1980
1980

Account

537152
537153
537158

FTE -
(2017~

100

1.000

FTE ¥:
{2018
1.000
1.000

1.000 2.000

(1.000) {2.000)

Annual Salary

%54,000.00
$24,000.00
$42,000.00
$18,000.00
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Move to the top of the Certification form and click on the Budget Detail tab to bring that portion of the Certification
form to the forefront.

Basie Information Positions i Budget Overview | Attachments

Once clicked, the Budget Detail tab will appear as shown below.

Certification- Operating ( Title:Title BRU:DEPARTMENT OF AGRICULTURE Budget Code:13700-Agriculture and Consumer Services - General Fund )

Status: BRU Draft
Basic Information Fositions

Budget Overview | Attschmants

Serzen D o

15 10:| 5100
Bequirements
Edit Row Remove Raw(s) Sort Rows Excel Processing ¥
Fundi# ‘ ~|[cc# = |Accuunt# ¥1 Amt vz Amt Add
Fund Code Cost Canter fecourt Account Description [?ﬁqg‘j‘g ' (i“u”“g‘f{‘é}
No items to shaw.
Receipts
Edit Raw Remove Raw(s) Sort Rows Excel Processing ™
Fund# ‘ -~ ‘cw | = |Accnunt# ¥1Amt ¥2 Amt Add
Fund Codz Cost Canter foceunt Acoount Description [;;:;'_“1;] (QAU”::S-J;:}
No itams to shaw.
Summary
201718 201318
Tofal Requirements 30.00 30.00
Total Receipts s0.00 s0.00
Appropriation 50.00 5000
. ,
Export POF Save Draft Save & Clase Ready To Submit | Delete Request

Inserting rows in the Requirements and Receipts sections of the Certification form works in the same fashion as inserting
rows on the Positions tab. In the Requirements section, there are four buttons that appear first: Edit Row, Remove
Row(s), Sort Rows and Cancel Edit. These functions are only utilized when rows have been entered into the form and
will be described later in this user guide.

To add a requirement of this Certification form, focus on the data entry row highlighted in red in the screenshot below.
Bequirements

Edit Row Remove Rowi(s) Sort Rows. Excel Processing ¥

I|Fund# ‘ - |CC# | - |Accounl# | 1 Amt Y2 Amt Add |
T

Fund Code Cest Center Account Deseription 2017-18) 20118

No items to show.

The fields in this row are editable, and when the end of the row is reached, the Add button will save this data so that
another row can be entered.

The Fund field contains a dropdown list that displays Fund codes available to the agency/BRU. A fund code can be
selected from the dropdown list or typed in manually.
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Edit Row Remove Row(s) Sort Rows
|1| x| « | |CC#
1011 General Administration 3

1012 Administrative Services

1013 Public Affairs

1014 Human Resources

107 Emergency Pregrams Division
1012 Intermal Audit

1018 IT Services

1020 Markets Iz
1027 Property and Construction

1035 Small Farms

1040 Agronomic Services

1050 Federal - State Agricultural Statistics
1070 Commercial Feed and Pet Food

1080 Commercial Fertilizer Analysis

1090 Pesticide Control and Analysis 2
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Cost Center is an optional field and the cost center dropdown list will only display values if the Department/Agency uses
cost centers and there are costs centers setup for the selected fund code. A cost center can be selected from the
dropdown list or typed in manually.

|I31 ;,g| = |ﬁ.c-:u:uun1#
Account
Mumber
a000ad
AO0002 Mo iterm:
00020

The Account field will present a list of accounts once the user has entered three digits into the field. Accounts are so
numerous that you can narrow the list down by entering the first few digits, or you may type the full account code
manually.

| =37 w |
537010 RESERVE-CI PROJECTS o
§5ar100 RESERVE-IMDIRECT COST DFR L i
5arim BANG'S DISEASE 1
§ar102 TE AND GLANDERS
537103 RES-GYPSY MOTH
537104 RES-AGROMOMIC LAE
537105 RES-AG CTR-STALL ELDG
537108 RES-WFM-WINTERIZE ELDGE
537107 RE 5-HEADHOU SE/GREEMHOUSE
537108 RES-BIOLOGICAL CONTRL FAC
5ar109 RES-MYCOTOXIN TESTING
537110 RE 5-SHEEF DEMNSTRATHN PR
5aT111 RES FOR FOREST MAMAGEMENT
§3ar112 RES-VET SERVICES COMP 5¥ 5
537113 RES-ME AGRIC CENTER -

Once selected or typed into the field, the account code will show and the account description will appear in the field to
the right of the account code as shown below.

EE SOIL & WATER T

The next set of fields in the Add/Edit Row area are Year 1 and Year 2 amount fields
¥1 Amt Y2 Am
Enter amounts in the Y1 Amt and Y2 Amt fields. The values will reformat to dollars when you click Add to finish the row

entry. Amounts may be entered as either positive or negative amounts. Amounts are not required to be entered in
both year fields and if an amount field is left blank, then the value added to the table will be $0.
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Step 52: When you have completed the new row click on the Add button. The row will move down to the grid below,
and the majority of the Add/Edit row will clear (Fund Code and Cost Center will be retained).

Add

Add as many rows of requirements as appropriate to complete the Certification form. Once the first row is added, the
Fund Center and Cost Center codes will pre-populate with the choices made when entering that first row to help quicken
the entry of subsequent rows. If these values are not appropriate for subsequent row(s), they can be overwritten.

Edit Row Remove Row(s) Sort Rows Excel Processing ¥

|'1u1s = 1 |Accuum# | Y1 Amt Y2 Amt

Account  Desoriog Amount Amount

Fund Code Cost Center facount Account Description e e
1018 537156 MGT FLEXIBILITY REDUCTICN $62,000.00
1010 800002 53 SOIL & WATER TECH RESERVE 540,000.00

The Add/Edit Row(s) functionality for Receipts is identical to the Requirements functionality and therefore each step will
not be replicated here.

Receipts
Edit Row Remove Rowiz) Sort Rows Excel Processing. ¥
Fund# |+ [cc# | [+ [Aceouns ¥1 Amt V2 Amt add
Fund Cods Cost Cantar Spount Account Deserigtion S T

No items to show.

To edit a row that has been entered (in either Requirements or Receipts), click on a row to highlight it.

Remove Rowis] Sort Rows Excel Processing ¥
- - ~ |Accuum# | 1 Amt ¥2 Amt
Fund Code Cost Center fecount Agsoun: Dezeription l.;ﬁ"““.,‘_““é.‘ (;ﬂ""gf‘“g‘}
1010 537158 MGT FLEXIBILITY REDUCTION $63.000.00
1010 800002 537153 SOIL & WATER TECH RESERVE $40,000.00

Click on the Edit Row button and the data in the selected row will populate the Edit/Add row line at the top of the grid.

Requirements

b i Remove Row(s) Sort Rows Caneel Edit Excel Processing
1013 = | [R5 MGT FLEISILIT. 53000 52000 Update
‘ Fund Cods Cost Center fecoumt count Deseription l?cﬂg—w \(ﬂ%
1018! 5371 MGT FLEXIBILITPAREDUGTION £3.000.00 52.000.00
1018 800002 537153 SOIL & WATER TECH RESERVE 540,000.00 50,000.00

When a row has been selected for edit, you may change any of the data previously entered. To save changes you must
click on the Update Button at the end of the row.
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Remous Rawls) Sort Rows Cansel Ed Eucel Processing ™
1018 - | [T MGT FLEXISILIT.. 3000 52000 Upaste
Account . Amount Amount
Fund Cods Cost Canter Ascount Acsount Daseription g gl
1018 537955 MGT FLEXIBILITY REDUCTION $63.000.00 $52,00000
1018 B0z 537153 S0IL & WATER TECH RESERVE 54000000 55000000

Once Update has been clicked, the add/update row will clear (except for the Fund Code and Cost Center fields) and the
updated data will show in the grid below.

To delete a row that has been entered, click on a row to highlight it

Remous Rawis) Sort Rows Cansel Ed Eucel Processing ™
= [0 MGT FLEXISILIT. 83000 52000 Update
Account . Amount Amount
Cost Center P Account Deseription (201 7-18) (201818)
537955 MGT FLEXIBILITY REDUCTION $63.000.00
1018 B0z 537153 S0IL & WATER TECH RESERVE 54000000

Click on the Remove Row(s) button, and a confirm deletion message box will appear.

| Confirm e

o Are you sure vou want to remove the selected Row(s)?
Ok | Cancel

To cancel the deletion, click the Cancel button, to complete the deletion, click the OK button.
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To Sort the rows that you have entered, click the Sort Rows button.

Bequirements
Edit Row Remove Fow(s) Cancel Edit Excel Processing ¥
107 3 .| T MET FLEXIZILIT. 2000 2000 Update
- Account Amount Amount
Fund Code Cost Centar Neonber Account Description IZEEIIW-TSB tx".";_""g}
1018 537155 MGT FLEXIBILITY REDUCTION $63,000.00 552,000.00
1018 &00002 537153 SOIL & WATER TECH RESERVE $40,000.00 550,000.00

The rows will sort in Fund Code, Cost Center, Account Number order, ascending. Click a second time and they will resort
in descending order.

If a row has been selected for edit, by highlighting and clicking the Edit Row, but then no edit is necessary, simply click

the Cancel Edit to clear the Add/Edit row and to return the selected row to the grid, unchanged.
Bequirements

Edit Row Remove Rowi(s) Sort Rowrs Cancel Edit Ewcel Processing  +

1019 = e s 63000

MGT FLEXIBILIT... 52000

Update
s Account -+ Decerio Amount Amourt
Fund Code Cost Cantar S Account Deseription mrTs) Fetc)
1018 537155 MGT FLEXIBILITY REDUCTION 563.000.00 552.000.00
1018 500002 537153 SOIL & WATER TECH RESERVE 540.000.00 S50.000.00

When requirements and/or receipts have been entered into the Certification form, the data populates the Summary
table at the bottom of the Budget Detail tab. The Summary table will add all requirements entered in this form and
display them in their appropriate budget cycle. The Summary table will also add and receipts entered in this form and
display them in their appropriate category/year. The Appropriation row will then calculate requirements minus receipts
and display those amounts in their appropriate budget cycles.

Summary
2017-18 201818
Total Reguirements $103,000.00 $102,000.00
Total Receipts $100.000.00 5100.000.00
Appropriation §3.000.00 52.000.00
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Move to the top of the Certification form and click on the Budget Overview tab to bring that portion of the form to the

forefront.

Certification- Operating ( Title:Title BRU:DEPARTMENT OF AGRICULTURE Budget Code-13700-Agriculture and Consumer Services - General Fund )

Basic Information Positions. Budget Detail | Budget Overview = Attachments
Bequirements
Fund Code Account Number
=) 1019
1019 537153
1018 537155
Fund Totals
Receipts
Fund Code Account Number
o 1019
1018 £37115
Fund Totals
Summary

Total Requirements
Total Receipts
Appropriation

Export FOF Save Draft Save & Close

Status: BRU Draft

Aceount Description

SOIL & WATER TECH RESERVE
MGT FLEXIBILITY REDUCTION

Account Description

LIQU. DAMAGE COLLEGTIONS

Year!

$40,000.00

563,000.00

$103.,000.00

Year!

5100,000.00
§100,000.00

201718 201310
$103,000.00 $102,000.00
$100.000.00 §100,000.00

§3,000.00 §2,000.00

Ready To Submit | Delete Request

Sereen D : m

IBISID:| $10Q

Year2

$50,000.00

§102,000.00

Year2

$100,000.00
§100.000.00

The Budget Overview tab is a read only tab that reflects the data entered on the Budget Detail screen and it shows
summaries by fund. None of the data on this tab is editable and will not display cost center data.

At the bottom of the Certification form there are form action buttons that are available while working on every tab in
the form. The buttons are: Export PDF, Save Draft, Save & Close, Ready to Submit and Delete Request. Usage of these
buttons is standard within the IBIS application and their functionality is covered in the “Standard Form buttons” training

document located on the IBIS website.
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