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Agency Certification Instructions — SL 2024-55 (Require ICE Cooperation

& Budget Adjustments)

Preface

These instructions are designed for agencies that need to certify budget changes made in SL 2024-55
(see table 1). This document does not include a comprehensive list of actions usually associated with the
annual budget certification process, but instead focuses on those areas that are relevant to SL 2024-55.

Table 1: Agencies that Need to Certify Budget Changes Made in SL 2024-55

Administrative Office of the Courts

Department of Commerce

Department of Health and Human Services - Division of Health Benefits

Department of Health and Human Services — Division of Health Services Regulation

Department of Information Technology

Department of Public Instruction

Department of State Treasurer

Department of Transportation — Highway Divisions

Housing Finance Agency

Indigent Defense Services

North Carolina Community Colleges System

North Carolina General Assembly
Statewide

University of North Carolina

If additional bills affecting appropriations become law later in the fiscal year, OSBM will issue further
instructions.

This document provides:
1. A high-level overview of the certification process;
2. Step-by-step instructions for certification for changes in SL 2024-55; and
3. A checklist for each task in the certification process.

Following these instructions closely will help to expedite the budget certification process and minimize
the need to revisit tasks and/or revise entries.

Process Overview

Following the passage of appropriations bills, agencies work with their OSBM budget development
analyst to certify budget adjustments. Budget certification is done in IBIS and will interface with the
North Carolina Financial System (NCFS). Agencies submit certification entries, which reflect adjustments
(+/-) that appropriation bills made to the existing certified budget. OSBM budget development analysts
review entries to ensure they are correct. When all entries have been approved and interfaced with
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NCFS, OSBM analysts generate a BD 307, which is the official certification report and reflect changes as

enacted by the General Assembly.

Timeline

November 26 | Certification Instructions issued to applicable agencies.

December 6 Deadline for Agencies to complete all items on the Agency Certification Checklist.

December 13 | OSBM Analysts to complete their review of Agency Certification entries and approve

all entries

Step by Step Guide for Budget Certification:

1)

2)

3)

4)

IBIS. Agencies and OSBM will use IBIS to certify SL 2024-55, The direct link to the IBIS system is
http://ibis.nc.gov/ibis-webapp/IBIS.html. If you have system access issues, email the IBIS Help Desk

at NCIBIS-Help@osbm.nc.gov.
a. For detailed instructions on how to use IBIS certification forms, see the Operating

Certification user guide in the Job Aids section on OSBM’s website (under the ‘Certification’
tab).

Enacted Legislation. Work with your OSBM budget development analyst to review SL 2024-55, to
ensure the agency is certifying all items; balancing appropriation and allocation totals; and that
items are certified in the correct Budget Codes and Budget Funds.

NCFS Chart of Accounts. Agencies will enter all certification items using the NCFS Chart of Accounts
(COA).
a. Agencies can run the NCFS Chart of Accounts Combination Report (RTR157 — Available in:
Shared Folders>Custom>FBRCustom>General Ledger) to confirm existing and valid chart
segments.

New Chart of Account Requests.

a. Important: Identify any Chart of Account Interfund segments needed and move forward
with establishing new ones as soon as possible — many agencies have experienced delays
related to this during the certification processes. Please share and/or request interfund
segments needed for certification with your budget development analyst as early in the
process as possible.

b. OSBM leads the process for creating new Budget Codes and Budget Funds. Identify any
new Budget Codes and Budget Funds needed and submit these requests to OSBM for
approval via IBIS.

a. If your agency needs more than 10 new Budget Codes or Budget Funds, you
should complete the bulk Budget Code / Fund request template, which is available
in the Job Aids section on the OSBM website, under the Budget Certification tab.

c. Agencies will also need to identify any new chart of account segments needed outside of
Budget Codes and Funds required for certification. OSC leads this process:
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a. Agencies will need to submit a spreadsheet template to OSC for changes to
Agency Management Unit, Agency Program, and Project that are not currently
being used.

b. The template can be found here: NCFS COA Maintenance | NC OSC
New NCFS Account requests are submitted via this form and follow the standard

review process with the OSC Financial Reporting team and COA Committee.
d. For new accounting combinations, OSC has provided an accounting combination

template to assist agencies with creating valid accounting combinations in both
NCFS and IBIS.
e. After OSC approves and successfully uploads changes to NCFS, the new COA
segments will interface with IBIS overnight.
d. Agencies should consult with OSBM and work with OSC to create statewide accounts if
needed.

5) Certifying Allocations and Cash Balance Transfers. The enacted bill may appropriate funds to an
agency to be allocated to other state agencies and non-state entities. In these cases, the
appropriation and subsequent allocations are certified.

a. The certification entry for an agency receiving state appropriation to be transferred should
include the transfers out to other entities receiving the allocations in the agency’s
expenditure accounts.

b. A state agency receiving an allocation must also submit a certification entry certifying this
allocation in its receipt accounts.

c. This same principle applies to cash balance transfers —one agency must certify the transfer
out of the cash balance in its expenditure accounts and the receiving entity must certify the
transfer in of these funds in its receipt accounts.

d. All transfers in NCFS require the Inter-Fund segment. Agencies should work with your OSBM

development analyst to verify the correct reciprocal Budget Fund needed.

6) Statewide Reserves —SL 2024-55, Sec. 5.1 eliminates the Education Enroliment Reserve. There are
no statewide reserve items that impact individual agencies.

7) Certification Forms. Agencies create new certification forms in IBIS for all items.

a. Once you have logged into IBIS, from the Work Queue page, click on ‘Create New Request’,
selecting the ‘Budget Certification’ and then the ‘Operating’ options.
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INTEGRATED AUDGET INFORMATION STSTEM
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8) New Certification Form — Popup. When you create a new certification request, IBIS will bring up a

popup screen, as shown below. The Biennium and Fiscal Year are already recorded, but you will

need to complete the other parts. Choose the appropriate option from the dropdown menus for

Session Law, Department, BRU, and Budget Code. For Committee Report Item Title, as there is no

committee report this year, the naming conventions are different from usual practice and from

those provided in the Operating Certification user guide. Please enter the section title from the bill

associated with the item, followed by R or NR, depending on whether the item is recurring or non-

recurring. (Example: for funds allocated to the Department of Commerce in Section 8.1 of SL 2024-

55 this would be ‘Funding for Water and Sewer Projects in Chatham County - NR’.) Choose the

appropriate Budget Adjustment Type from the dropdown menu, and finally, click Yes or No to

answer the question about whether the item is recurring.

a. If anitem has both recurring and non-recurring adjustments, prepare a separate

certification entry for each.

November 2024



~9SBM

OFFICE OF STATE BUDGET
AND MANAGEMENT

New Operating Certification Form - Basic Information *
Pleaze enter the information below and click Proceed
Biennium : (@ 2023-25 [
Fiscal Year: (@ 2024-2025
Session Law : w
Department/Agency : w
BRU : W
Budget Code : w
Committee Report Item
Title :
Budget Adjustment Type : w
Is this Recurring? : ()Yes ()No
Cancel B> Procead

9) Basic Information Tab. (Note: some of this information may be carried forward from the popup
screen — please check each line to ensure it is correct.) Fill out the Basic Information tab of the
certification form, including Biennium, Fiscal Year, Session Law, Department/Agency, BRU, Budget
Code, Committee Report Item Title, Budget Adjustment Type, and whether the item is recurring or
non-recurring.

a. For the Committee Report Item Title, the naming conventions are different from usual
practice and from those provided in the Operating Certification user guide, as there is no
Committee Report. Enter the section title associated with the item, followed by ‘R’ for
recurring or ‘NR’ for non-recurring. (Example: as noted above, for funds allocated to the
Department of Commerce in Section 8.1 of SL 2024-55, this would be ‘Funding for Water

and Sewer Projects in Chatham County - NR’.)

b. For the Committee Report Item Number, enter the Session Law number and Section
Number. (Continuing the Commerce example above, since this change was in SL 2024-55,
the Committee Report ltem Number would be '55-5.8.1".)
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10) Position Tab SL 2024-55 does not create new positions.

11) Budget Detail tab. Fill in the Budget Detail as needed. The form will automatically fill in zeros for
Chart of Account segments that are not needed. Please refer to Appendix A for guidance on the use
of Fund Source.

TiterTEST for L North o Afars)
Status 0SEM Dratt
Basicinformation | Postions | Budget Detail | Budget Overview | Atiachments
Screen 1D - [EETNENN |
BIS D : [18Ua9
[Requirements
it Row Remove Row(s) SotRows Excel Pocessing
150210 P ~ [Prooram# + [Frasier < [Projects + [int Frgz <] ¥1 Amt Y2Am sca
nnnnnnn smount Amount
Budget Fung ezt Account Descrption Ay Program Fund Sre Projct Inter Funa gty pimounts
150210 s1mi0000 EPAREG SALARIES 0000000 woorst 4000 0000000000 000000 000 52500000
150210 s2142000 VIDEO TRANSMISSH SUPRORT 0000000 oot o000 0000000000 000000 5000 51000000
Receints
it Row Remove Row(s) SatRows Excel Processing
Bdot Fnd# [Accounts  Jauus ~ [ Program# - |Frdsict ~ | Projectt ~ [intFrg ] Y1 Amt Y2 am Add
account Amount Amount
Budge Fund ey Account Desciplion Ay Program Fund S Projct InterFund pmoust phmoun
No tems o show
summary
202324 202425
5000 $35,000.00
5000 so00
000 535000.00
T

12) Budget Detail Upload. Agencies may use the upload template for IBIS certification forms to speed
up certification entry in IBIS. This form is available in IBIS and allows agencies to enter multiple lines

6 November 2024



~9SBM

OFFICE OF STATE BUDGET
AND MANAGEMENT

for a single certification entry into an Excel spreadsheet. Agencies can then upload the Excel sheets

into IBIS after completing the Basic Information Tab. Using this form may streamline entering
complex entries into IBIS.

For the Budget Detail tab, select ‘Excel Processing’ and then ‘Upload & Process’ (as shown below).
Make sure that all Chart of Account segments are filled out to allow the form to process correctly,
including the appropriate number of zeros for Chart of Account segments that are not used.

Certification- Operating ( Title:TEST for Leg

at Chapel Hill Budgy

of North Carolina at Chapel Hill )

Status: OSBM Draft

202324

50.00
50.00
50.00

202625

s0.00

s0.00
s0.00

Basic nfomaton | Postons | Budget Detail | Budgel Oveview | Atachments
Sereen D
Bis 1D [ 14009
Requirements
Edit Row Remove Row(s) Sort Rows Excel Processing 7| I}
" &) Dounload Template
150210 ~ |Account# Amug v |Program# ~ |Fnd Src# v | Project# ~ jint Fne Add
] Upload & Process
Budget Funa jcourt Account Descripton Ay Program Funasic @ e pimoundy e
o tems to shov. ) Coporto Tonpite
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Edit Row Remove Row(s) Sort Rows Excel Processing ¥
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13) BD 307 Reports. Once certification forms are entered, agencies can generate a BD 307:
IBIS>Reports>Self Service Reports>Certification Reports>.

a.

Short Session, agencies should run the BD 307 Revised Report.

There are two BD 307 options: BD 307 Original Report and BD 307 Revised Report. In the
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—:: IBM Cognos Analytics

1/1 Alerts @ What's New To read about what's new in Getting Started, click More Info.

@ Home « [ » SelfSe..eports » Certificat...Reports + & 7Tl
BD 306 Capital Certification Report
Q —eil ) 6/12/2024 1%:39 AM [
] My content | EEE?ZS!%‘E?&?DO&
® /12,
[Q Team content 5 E[_)F%E)"?‘f)lm’gltleﬂ Report (SubGroup Level)
BD 307 Revised Report
® Recent B 6/7/2024 12:45 pM « L R 8 N B )

BD 307 Revised Report (Sub Group Level)
) 6/12/2024 10:34 AM

b. Agencies can run a BD 307 to include forms in draft status (includes any forms not
submitted to OSBM), OSBM status (includes any form submitted to OSBM but not
approved), or in an approved status (includes any forms approved by OSBM). This allows
agencies to create and review a BD 307 before all certification entries have been approved.

c. Agencies should review all accounts in their BD 307 to identify any negative accounts and
work with OSBM analyst to address them.

14) OSBM Notification. Notify your OSBM budget development analyst once your entries are ready for
review. When OSBM has completed its review, IBIS will interface with NCFS. Your OSBM analyst will
notify you when the certification interface is complete.

15) IBIS/NCFS Reconciliation. Once your OSBM budget development analyst has notified you that IBIS
has interfaced with NCFS, the next step is to verify that the budget information in NCFS matches
that in IBIS. To do this, you will need to run a BD 701 Report in NCFS and compare it to the IBIS-
generated BD 307, using the July 2024 report in both cases (SL 2024-55 is effective July 1, 2024; this
should also avoid capturing revisions made subsequently).

If the BD 701 and BD 307 do not match for any reason, the agency will need to work with OSBM to
reconcile and correct any differences. This step guarantees that the correct budget was loaded into
NCFS and matches the official budget contained in IBIS. It will also give you a point-in-time snapshot
of the budget before new budget revisions are approved and loaded into NCFS.
a. OSBM has created a quick reference guide on how to run a BD 701 in NCFS, which can be
found here: How to run a BD 701 (nc.gov)

Responsibilities for Reconciliation Check: OSBM checks that all systems reconcile at the Budget Code
and Budget Fund levels. Agencies should ensure certification entries are correct at the detailed account
level when reconciling between the BD 307 and the BD 701.
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16) Official Certification Copy. The budget is considered certified once it is signed by the State Budget
Director. Your OSBM budget development analyst will send an electronic copy of your signed BD 307
to complete the certification process.
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1. Re-review SL 2024-55. Consider whether any Interfund segments are needed and set

process in train to establish any new ones that are needed.

2. Submit any new Budget Code and Budget Fund requests in IBIS to OSBM. Submit any

new NCFS chart of account requests to OSC.

3. Create certification entries in IBIS.

4. If applicable, review all transfers and confirm that the interfund is both entered and

correct.

5. Notify your OSBM development analyst that your entries are ready for review. When
OSBM has completed its review, IBIS will interface with NCFS. Your OSBM analyst will

notify you when the certification interface is complete.

6. Review the BD701 in NCFS against the BD 307 in IBIS to ensure IBIS and NCFS match.
If IBIS and NCFS do not match, contact your OSBM budget development analyst.

7. Notify your OSBM budget development analyst that IBIS and NCFS match. Your
OSBM budget development analyst will send you an official signed copy of your BD

307.

10
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Appendix A: Fund Source
Check for appropriate and consistent use of Fund Source for all certification entries, particularly
those including new positions. Funding sources to be used with payroll and benefit expenditure
accounts are 1, 2 and 3 types and will be derived from the internal order in BEACON. Funding
source will identify the year of funding from the grantor. This means the same parent/child
project numbers can be used from year to year should the agency determine this meets their
grant tracking and reporting needs. For grants that are split funded or require a match, agencies
may use the funding source beginning with a 6 if they prefer with the exclusion of payroll and
benefit expenditure accounts.

Funding Source MUST be used on all the accounts listed below. It is optional on others such as
operating accounts.

. Allowable values are: (XX = YEAR)
NCFS FUNDING SOURCE [DESCRIPTION
10XX APPROPRIATION
20XX RECEIPT
30XX FEDERAL
A0XX UNIVERSITY
60XX SPLIT FUNDED (ONLY NON-PAYROLL EXPENDITURES)
00XX UNDESIGNATED (DHHS ONLY?)

o The Federal Funds Fund Source (30XX) is rarely used in certification. Agencies
should include it ONLY when federal funds are being drawn down by the agency
directly, not when the funds come from statewide reserves that hold federal
funds.

o  Agencies cannot use the Fund Source 6000 for split-funded positions. They must
break them down into separate lines in the positions tab in IBIS and use the
appropriate funding for each. For example, positions with half federal funding
would include a 0.5 FTE position with federal funding and a 0.5 FTE position with
General Fund appropriations.

On Other Accounts — If an agency chooses to use funding source on non “required” lines such
as operating account lines, the agency should be CONSISTENT on using the field within the
AMUY/Project/Program. For example, if a revision for a specific budget fund has 1000 for
appropriations on 52199900 of Miscellaneous Contractual Services, but not on another account
number such as 54521000 Office Equipment, the funding source should be consistently
applied.
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