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BFM Overview and Basics

1. BFM Overview

The Budget Formulation and Management (BFM) system is the software tool used by departments
to prepare and monitor budgets. BFM is also used to calculate and forecast salary and benefit costs.
[t includes a reporting solution that allows users access to budget data that exists in BFM.

1.1. How to Access BFM

BFM is accessed via the web browser.
e BFM Links: Your BFM system administrator will provide the required links to connect to BFM.
e Reporting: In BFM, go to Links / BFM Reporting to access reports.

BFM Reporting

e ID/PW: Your BFM system administrator will send your User ID and Password.

o Timeout: Web-based applications have a timeout built in. This is required so users do not leave
idle windows open for excessive amounts of time, impacting overall performance. The current
timeout is set at 20 minutes. Be sure to save often as you work. If you are idle for more than 20
minutes, you will have to log back in and any work you did not save will be lost.

1.2. Supported Browsers
The following browsers are supported for BFM version 5.0 or greater:

. G Google Chrome
. Microsoft Edge

° ev Mozilla Firefox

When you first use BFM on a new computer, the browser may ask you to trust the application, accept
pop-ups, or ignore warnings. Accept any of these requests, and, when possible, check the options not to
be reminded in the future, always trust, etc.

1.3. Logging In

1.3.1. Click on the BFM link or select it from your Favorites.

1.3.2. From the top-level menu bar at the top left of the screen, click on Home, then Login.

If successful, you will see the top-level menu items to which you have access. If you believe you need
additional access, contact your BFM Administrator.

1.4. BFM Terminology

e PCF: Personnel Cost Forecasting. BFM creates a personnel forecast based on HR data and
planning values loaded in the system.

e Budget Form: This is how you enter data into BFM. A Budget Form is a specific layout that has
certain required fields, such as text, price, quantity, or other information.



e Report: This is how data from multiple forms is consolidated. Reports are also used to view
historical actuals and adopted budgets alongside the budget request data.

e Stage: Stages are how BFM creates workflow. End users will enter their budgets in the Budget
forms. When a budget request is at a stage that you do not have access to, you can no longer
make changes to it. You can still view the budget through reports.

o Form Instance: A form instance is the generic term for a particular budget form that you access
to enter your budget. Each form instance has an ID, called a Form Instance ID, which is a unique
numerical code assigned to each budget request.

e Org/Organization: A generic term referring to the organizational dimension (Department).

2. Basic Navigation

Each user has different Security. The level of Security controls the menu items that appear in the
application. BFM relies mostly on the mouse for navigation. Some users prefer navigation using
keyboard shortcuts, tabs/enter, and other shortcuts. Currently, only a few of the typical keyboard
shortcuts work. We encourage users to use mouse point-and-click for most of the navigation.

2.1. How to Navigate

Hover over any top-level menu item to see the assigned entries.

ﬁ, SHERPA Home Operations Plans Budget Request Budget Revisions QPR Pei

Form 5 - {5000)
Form 3 - (5300)
My DaSh bOaI’d Form 1 COF Balances- (5100)
Form 1 COF Receipts - (5400)
Proposed  Form 6- Personnel Classification (5800)
O 0 Form 14 - Schools Universities Financial Summar'}_.4
Form 14A - Hospital Auxiliary & Universities

Form 17 - PS Restricted & Unrestricted 3ersor‘nelir‘E

U

3

Place your cursor directly below and click to select any menu item.

2.2. Paging through records

The bottom panel determines how many records are visible per page and allows you to page through
records. A record refers generically to a piece of data that may vary based on the screen you are on; in
some screens it may be a distinct budget form instance, in other screens it may be a detailed budget
entry. Click on the Records Per Page, the default setting of 50 is highlighted. With this setting, 50
records are displayed. To change the number of records displayed, click the Records Per Page dropdown
and select the number of records to display.



009 Forestry Commission
010 Finance
011 Public Health

ni2 Transnnrfafinn

Records per page: |EO T&  © Advanced Search
10
25
|
100
500

Click on the on the double arrow '™ (next page) or double arrow with an end line 2 (Jast page) in the
lower right hand corner of the table to page through available records.

| S —
N el Financial Memt 2. Rano Fd;f Nelota ‘
- JRecords: 156 - Page: | 146 | &0 1 |||l

2.3. Quick Search

Instead of paging through records, often a quicker option to find a record is the Quick Search function.
This function is an option for most of our menu screens. For example, within each budget form you
have access to perform a Quick Search.

X Close +AddNew Ocopy 4 Export I import © Refresh [ Configuration U equip

Budpet
Object

Row Fund | Subfund | Subfund Name Budget Object Name FY 2025 Y 2025 FY 2025 FY 2025 Expenditures

First Quarter Second Quarter Third Quarter Fourth Quarter Total

o, 010D [} Not Used

| Records pes page: |50 % O, Advanced Search Recordic 1 - 3 of 3 - Pages
Type any text in the Quick Search box. Once you stop typing for one second, you will see ‘Loading...” in
the table area below. The search will be applied to all non-data columns. All rows that contain the
Quick Search text will be returned in the table. Do not press Enter or any other buttons to execute the

search, just wait.

Example: Searching by text
Search: "equip"
Result: All entries that include the word "equip"

tefresh I Configuration O, ‘equip

Budget Object Name FY 2025 FY 2025 FY 2025 FY 2025 Expenditures
First Quarter Second Quarter Third Quarter Fourth Quarter Total

- Transportation
has EQuipment Operations 0 0 @ 0 9
Transportation
Equipment Purchases
Other Equipment
Purchases

1300

1400

- Records: 1 -3 0f 3 - Pages: | 144




3. Entering Data in Budget Forms

3.1. Adding Budget Entries

3.1.1. Select the appropriate Budget Form. Form definitions are selected from the Operations Plans,
Budget Request, Budget Revisions, or QPR Performance menus.

Home Operations Plans Budget Request Budget Revisions QP
Form 5 - (5000)
00) Operating Plan b form3 - s300)
7 Form 1 COF Balances-{5100)

‘eate Budget Forms & Screen Confi|
1 Form 1 COF Receipts - (5400)

_ Form 6 - Personnel Classification (5800)

Form 14 - Schools Universities Financial Summa

Form 144 - Hospital Auxiliary & Universities
After selecting a budget form, the List Page appears, which will return forms based on your security. All
the budget forms navigate in the same manner. There is a Header page that provides the options for a
long text description or attachments. There is a Detail page where budgets amounts are entered. You
will mostly use the Detail page for forms.

3.1.2. Click the Detail button to open the budget form entry details. Note: The system executes a query
once you click the tab which may take a few seconds for the screen to open.

Form 8 - (8100) Operating Plan by Fund
+ Add New *Create Budget Forms =) Screen Configuration B Action Configuration 0, Search

Last
Update

| | | |
Stage Code | Stage Name | Appr Unit] Dept | Fund Appr Class | Function| Rows Last User Workflow | Actions

nitial ] i} Submit Header Detaily Delete
130 itial ] o100 Submit Header Detall Delete
430 3 il 00 01 5 b, Submit Header Detail  Delete
3.1.3.In the detail screen, double-click on any line to update the editable columns.

Operating Plan

orm 8 Header Q1 Total Q2 Total Q3 Total Q4 Total Total

$0 $0 $0 $0 $0

e CEE—— ER—
¥ Close Msaveall xcancelall <+ addmew (Copy 4 Export T import & Refresh 2 Configuration Q, gaarch

Audit | Budget | | |

|
Trail Fund | Subfund | Subfund Name Object Budget Object Name FY 2025 | FY 2025 FY 2025 | FY 2025 Expenditures |
| ! SR First Quarter Second Quarter | Third Quarter Fourth Quarter Total Jiis Descriptic]
‘ 1 T Not Used 0100 Personnel Costs [ (100 )l (150 ) [[200 ][50 | 0 ‘" -
o100 o E Ban e

3.1.4. Click the Save All (at the bottom).

3.1.5.If additional Line Items for a particular year are needed, Click Add New button to add a new line.

3.1.6. Use the Search icon (magnifying glass) to select the appropriate chart of account values (like Fund
and Budget Object).

3.1.7. Click on the code and then Select button. Note that you can also type in the code or name in the



Quick Search, wait for one second, and then select from the filtered list.

Budget Form Entry - Add New Line

| X Close 52 Screen Configuration # Action Configuration

Form ID | Form Definition

4299 8100
Fund Budget Object
. - ] et
State General Fund Travel-In State
Subfund
o X
Not Used

Description: {

FY 2025 irst Quarter:
FY 2025 Second Quarter: | 200
FY 2025 Third Quarter:

FY 2025 Fourth Quarter: 100

3.1.8.In this example, enter allotment amounts for each quarter, and a Description.
3.1.9. Click Save.

3.2. Audit Trail

Audit Trail stores the amount and text changes with the corresponding user and date timestamp.
3.2.1. Click on Magnifying Glass icon on a budget line.

| X Close +AddNew ([ Copy { Export T Import C Refresh G2 Configuration

|0l

Subfund | Subfund Name Budget Object Name FY 2025 FY 2025 FY 2025 FY 2025 Expenditures
First Quarter Second Quarter Third Quarter Fourth Quarter Total
1 o 0100 o Not Used 0100 Personnel Costs o 0 0 0 o

The Budget Form Expense Line History window opens with a complete audit of all budget line changes.

Audit Trail
| X Close 4 Export | O, search | |
¥| Stage | Posting | Fiscal Year ¥| Period ¥| User Date / Time Amount ¥ |
User Entry | 8101 ALLOTMENTS | 2025 1 JO Grimes (jd.grimes@budgetal:| 03/28/2024 13:43:25 1,000.00| Excel upload
User Entry | 8101 ALLOTMENTS | 2025 2 1D Grimes (jd.grimes@budget.al| 03/28/2024 13:43:25 1,000.00| Excel upload
User Entry | 8101 ALLOTMENTS | 2025 E JD Grimes (jd.grimes@budgetali| 03/28/2024 13:43:25 1,000.00| Excel upload.
UserEntry | 8101 ALLOTMENTS | 2025 4 1D Grimes (jd.grimes@budget.ali| 03/28/2024 13:43:25 1,000.00| Excel upload.
User Entry | 8101 ALLOTMENTS | 2025 1 JD Grimes (jd.grimes@budget.ali| 03/28/2024 13:42:43 1,000.00 | Excel upload.
UserEntry | 8101 ALLOTMENTS | 2025 2 1D Grimes (jd.grimes@budget.al| 03/28/2024 13:42:49 1,000.00 | Excel upload.
User Entry | 8101 ALLOTMENTS | 2025 3 JD Grimes (jd.grimes@budget.ali| 03/28/2024 13:42:43 1,000.00 | Excel upload.
UserEntry | 8101 ALLOTMENTS | 2025 4 1D Grimes (jd.grimes@budget.ali| 03/28/2024 13:42:49 1,000.00 | Excel upload.
Recordsperpage: [50  |%| O Advanced Search - Records:8- Page: [ lse | 1 [ |low

3.2.2. For the audit trail to be easy to follow, deleting rows is currently not allowed. Just type a 0 in any
field you wish to 'delete' and delete any text and Save All.



3.3. Add an Attachment
3.3.1. Click Header on the appropriate Budget Form ID on the Budget Form List Page to add an

attachment.

oL A =

Form 8 - (8100) Operating Plan by Fund

‘ + Add New *Create Budget Forms 5 Screen i & Action C ion ‘ O, Search
- 4 Last A
Stage Code | Stage Name | ApprUnit| Dept | Fund Appr Class | Function| Rows Uniate Last User Workflow | Actions
4299 007-0100-011-0000-0002 8101 Initial 0000 001 0100 011 0002 144 3/28/2024 1D Grimes submit | Header ~Detail Delete
4300 001-0100-651-0000-0430 8101 Initial 0000 001 0100 651 0430 16 3/26/2024 bryan.reed@she| Submit Header Detail Delete

This brings up the form in the 'Header' view.

Budget Form Header

(2 Mention History O Mention  (®Submit &2 Configuration X Close

Instance 1D Form Definition | Definition Name Department:
4209 5100 Farm 8 - (8100) Operating Plan by Fund 001-0100-011-0000-0002 001
Stage Coder* Department:
[ 8101 ] [ 001 ]
Initial Agricuiture & Industries
[ Operating Plan ” _Attachments ” System Maintained
Name:* [ 001-0100-011-0000-0002 ) | B ‘
Notes:

Budget Header — Attachments tab

The Attachments tab contains the documents attached to the form. There are pre-defined file types
that are acceptable for uploads (PDF, Word, Excel, etc.). If a file you want to upload is not a valid file
type, contact Sherpa to have that type added to the list of acceptable file types.

3.3.2. Click the Attachments tab.

3.3.3. Click the Attachments button

3.3.4. Click Add Files to open Folder Structure.

3.3.5. Select the File. Currently Word, Excel, and PDF are supported file types.

3.3.6. Click Open button.

3.3.7.Click on a file in the list to download attachments that are on this form.

Budget Form - Document Attachments

Upload multiple files up to a maximum of 50 GB per file.

| [ Add Files X Close

Description




Budget Form Instructions
4. Form 5 Budget Request

4.1. Form 5 Entry
4.1.1. After logging into BFM, begin by hovering over ‘Budget Request’ on the header menu, and then
select ‘Form 5 - (5000)’.

_!,;. SHERPA Home Operations Plans Budget Request QPR Performance Links
Form 5 - (5000)
Form 5 - (5000) Form 3 - (5300)
+ Add New
Stage Code | Stage Name Short Name
8440 001-0100-011-0000-0002 5001 Initial 0000 00 0100 011 0002
8441 001-0100-651-0000-0430 5001 Initial 0000 001 0100 651 0430

4.1.2.0n the ‘List Page’, you will see the Form 5s to which you have access based on your security.
Form 5 - (5000)

+ Add New

I h
Stape Code | Stage Name Shart Name Appr Unit| Dept | Fund | Appr Clas| Function Rows :‘:‘::ﬂ b’r"‘;_‘“. Last User Workflow | Actions

Hebder' Deta
Header  Deta
Header  Deta

Heade,

4.1.3. Click on ‘Header’ on the row of the form you would like to edit.
4.1.4.The Form 5 has two tabs for entering data, ‘Budget Request’ (major objects) and ‘Source of

’
Funds’.
Budget Form Header
| & Mention History Q Mention 3 Submit X Close
Instance ID Form Definition Definition Name Department: | Function:
8444 5000 Form 5 - (5000) 001-0100-656-0000-0441 001 0441
Stage Code:* Department:
[ 5001 001 ]
Initial Agriculture & Industries
[ Budget Request ” Source of Funds ” Attachments ” System Maintained
Short Name: |
( ] | Saver\
Notes:

4.1.5. Click on the ‘Budget Request’ tab.

4.1.6. The Budget Request detail tab is prepopulated with prior year Actuals and Current Year
Operations Plan data. To update any budget line, double click in the corresponding row. The
editable fields are the current year Ops Plans Revisions and the future year Budget Request.
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Budget Request

orm 5 Header Actuals CY Ops Plan Revisions CY Ops Plan Tot Total Request
$2,314,044 $1.003,874 0 $1,003,874 0

FY 2023 Actusls FY 2024 Operstion Plans

5
T

FY 2024 Ops Plan Totsl FY 2025 Budget Reguest

| X Close BSaveAll X ConcelAll +AddNew () Copy & Export T lmport C Refresh () Configuration 0, Search i
FY 2024 FY 2024 FY 2024
Budget 5 5 -
Objact Budget Object Name FY 2023 Operation Ops Plan Ops Plan
d Actuals Plans Revisions Description
1 0100 | 0100 Personnel Costs 520,826 S Senll 0 0 |
2 Q 0100 0200 Employee Benefits 183,048 292,107 (4] 292,107 [+]
3 e 0100 1100 Grants and Benefits 1,610,170 300,000 4] 300,000 Qo
Records perpage: 50 [3%] O, Advanced Search - [ savean ][ cancetanl| - Recoros:1-30f3-Pages: [l <] 1[5l

4.1.7. Enter the dollar amounts for Revisions and Budget Request and add a Description (optional). After
you save, the Ops Plan Total column will populate (current year Operations Plans + current year
Ops Plans Revisions).

4.1.8. You can edit more than one line at a time, unsaved lines will show in red. Click the Save All.

4.1.9.To add rows if needed, click ‘Add New’.

Budget Request

Actuals
$2,314,044

FY 2023 Actuals

Form 5 Header CY Ops Plan Revisions
$1,003,874 0

FY 2024 Operation Plans

CY Ops Plan Tot
$1,003,874

Total Request
0

‘ X Close [ Save Al X Cancel Al + AddNew [ Copy L Export I Import C Refresh G Configuration ‘ Q, Search ‘|

4.1.10. Use the Budget Object magnifying glass to select the appropriate budget object. Enter the
dollar amounts for Revisions and Budget Request and add a Description (optional).

Budget Form Entry - Add New Line

% Close G2 Screen Configuration & Action Configuration

Form 1D | Form Definition
8440 5000
Budget Object
r
1 & Save | | Cancel
L
Description:

FY 2024 Ops Plan Revisions: [ 0
FY 2025 Budget Request: [ 0

4.1.11. Note: for the new row to save, data needs to be entered in at least of one those fields —
description, Revision or Request.

11



Budget Form Entry - Add New Line

X Close
Form 1D Form Definition

Budget Object
i.:__.‘_, | & x

Transpertation Equi

Save | | Cancel

Description:

FY 2024 Ops Plan Revisi |54

FY 2025 Budget Request: r 200000

4.1.12. Repeat for the ‘Source of Funds’ tab.

4.2. Form 5 Widgets

The Form 5 utilizes Widgets to help users balance their budget requests.

Budget Request

Form 5 Header Actuals CY Ops Plan Revisions CY Ops Plan Tot Total Request
$67,443,112 $45,672,978 $300,000 $45,972,978 $250,000

FY 2022 Actuals FY 2024 Operstion Plans Ops Plan FY 2024 Ops Plan Total

4.2.1. For each form, there are six tiles (screenshot above). The first tile displays form header values
(Department, Function, Appropriation Class, and Appropriation Unit). The second tile displays
Actual expenditures (entered in Actuals column), the third displays current year Ops Plan
expenditures totals, and the fourth displays expenditure revisions totals (entered in Revisions
column). The fifth displays current year Ops Plan totals (includes revisions), and the last tile
displays the budget request expenditure totals.

4.2.2.Tiles can be refreshed by clicking on the refresh icon in the lower lefthand corner of each tile.
Additionally, the second, fifth, and six tiles can be “flipped’ to show the reverse side by clicking on
the three dots in the lower righthand corner.

Budget Request

CY Ops Plan Revisions
$1.003,874 0

FY'2024 Operation Plans

Actuals
$2.314,044

CY Ops Plan Tot
$1,003,874

Total Request

5

FY 2023 Actuals

), Search

lose  + Add New

3 FY 2024 FY 2024 FY 202
Budget Object Name FY 2023 Ops Plan Ops Plan Budgt

Actuals Revisions Total Request Description
1 0100 Personnel Costs 520,826 411,767 411,767 0
2 a 0100 0200 Employee Benefits 183,048 292,107 0 292,107 0
3 Q 0100 1100 Grants and Benefits 1,610,170 300,000 0 300,000 [¢]
Records perpage: (500 |38 Q, Advanced Search - Records: 1-30f 3 - Pages: | le:|| 48] 1 | ||l

4.2.3. Red tiles indicate that the expenditures and source of funds are not balanced. Green tiles indicate
that expenditures and source of funds are balanced. Teal tiles have no calculations/balancing and

12



simply display totals.
4.2.4. Clicking on the three dots on the lower righthand side of the red Actuals tile provides additional
information on the Net value.

Budget Request

Form 5 Header Actuals

Net 1,044

4.2.5.The Net value is equal to the expenditures minus source of funds. For this form, expenditures
exceed funds by 1,004. To balance, the user needs to make an update to increase source of funds
by 1,004 or decrease expenditures by 1,004.

4.2.6. Once the user has saved the change(s) to balance the expenditures and source of funds, they will
need to click the refresh icon in the lower lefthand side of the tile to see the color change from
red to green.

4.3. Updating form data using Export/Import Excel functionality
4.3.1. To update form data using Excel, click on the Export button in the budget form header row, and
open the resulting Excel file.

Budget Request

Form 5 Header Actuals CY Ops Plan Re
Net 1,044 $1,003,874

FY 2024 Operation Plans FY 200

X Close + AddNew 0 Copy |4 Export T Import C Refresh = Configuration

FY 2024
Budget Object Name FY 2023 Operation
Actuals Plans

Budget
Object

Fund

1 o} 0100 0100 Personnel Costs 520,826 411,767
4.3.2. The Export will download an Excel file with the same information that is in the Details grid.
4.3.3. Once in the Excel file, make needed updates, including adding new rows.
4.3.4.0nce complete, Save the Excel file as a new file.
4.3.5.To load the changes into Excel, click on the Import button.

13



Budget Request

Form 5 Header Actuals CY Ops Plan Revisions CY Ops Plan Tot Total Request
$2,314,044 $1,003,874 0 $1,003,874 0

2024 Ops Plan Total FY 2025 Budget Re

X Close + AddNew () Copy & Export’ 1 Import C Refresh G Configuration | Q Search
FY 2024 FY 2024 FY 2025
Budget 2 3
Objiect Budget Object Name Operation Ops Plan Budget
5 Plans Revisions Request Description

1 Q. 0100 0100 Personnel Costs 520,826 411,767 0 411,767 0
2 a, 0100 0200 Employee Benefits 183,048 292,107 0 292,107 0
3 o, 0100 1100 Grants and Benefits 1,610,170 300,000 o] 300,000 0
Records per page: |50 |%| Q. Advanced Search - Records:1-30f 3- Pages: (I fge | 1 | i

4.3.6. Click the ‘Browse’ button to find and select the updated file, then click ‘Load File’.
Budget Form Import

X Close  +/ Validation Results

[ Browse | [CifakepathBookt.xis

T Load File

4.3.7. The system will compare records on the Excel file with what is already on the form, validate for
errors and invalid codes, and load the new amounts/lines into the form.

Note: If the screen loads with red, that means there were errors on the import and no lines were
loaded. Click on the Validation Results button to see the errors and corresponding row number.
Correct the errors on the Excel and reimport file.

4.4. Budget Request Report
4.4.1.To access the Budget Request report, from the BFM home page, navigate to Links > BFM
Reporting.

. SHERPA Operations Plans Budget Request Budget Revisions QPR Performance

BFM Reporting

4.4.2.In the Reporting folder view, navigate to the ‘3 Department Reports’ folder, then ‘3.1 Budget

Requests’.
¢ 7 /ASHERPA Folders

Public Folders /

[=] Personal Folders Title Favorites Type
=] My Subscribed Alerts [*=] 0 Adminstrative Reports Folder

> [= Public Folders =] 1 Admin Folder
['=] 2 Budget Office Folder

[*=] 3 Department Reports Folder

=] Auditing Folder

14



4.4.3. Click on the Agency Budget Request report. A pop up will prompt you to select Department.
Agency Budget Request +

Prompts

Search Q M & Department

[ Department (1) Search or enter value(s) manually
e Dept Dept Name
0 Not Used
000 Default
001 Agriculture & Industries
002 Alcoholic Beverage Control Bd

003 Banking

4.4.4. Scroll to select the appropriate Department (you can also use the Search bar) and then click ‘Run’.
4.4.5. There are multiple tabs to the report, including four tabs for Form 5. Click on each tab to view.

{ @5 ASHERPA Agency Budget Request
File Query Analyze Display
0 gE@- o2 L & o v ¥ 2 M @E O
Form 1 - Estimated Condit... Form 2 - Summary of Budge... Form 3 - Summary of Capit... Form 5 - Summary of Progr... Form 5 - Approp Class Sum... >

State of Alabama
Form 5 - Summary of Program or Activity Flscal Year: 2025
Department - 002 - Alcoholic Beverage Control Bd

Increase (Decrease)
From Frior Year

Actuals.FY 2023 FY 2024 Ops FY 2025 Budget

Expenditures by Major Object Actuals Plan Total Request Amount Percent

0100 - Personnel Costs 36,229,146 10,278,931 150,000 (10,128 931) -98.54%
0200 - Employee Benefits 17,711,582 5,301,160 100,000 (5,201,160} 98.11%
0300 - Traval-In State ATG 138 85,000 [} {FES,000) 100 00%
0400 - Travel-Cut of State 49,304 201,000 1] (201,000) -100.00%

0500 - Repairs and Maintenance 950,791 1,147 500 [i] (1,147 500) -100.00%
WIC 100 00%

D600 - Ranlals and Leases 15,015 B3 18,110, DO Q

5. BFM Reporting

5.1. How to Access BFM Reports

e Access through BFM Links: Log in to BFM and click on the Links dropdown / BFM Reporting

BFM Reporting

Multiple Sessions

Use CTRL+N to open two sessions of your choice of browser. This will allow you to have reports open in
one tab and the BFM application open in another window. You can enter data in BFM and refresh
reports. This is especially useful if you have two monitors.
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Logging In

Single-sign on is used to log onto Bl Launch Pad, there is no second log in.

Running Reports
5.1.1. There are two tabs in the upper left, Home and Documents. Click on Documents to see the
report folders.

Basic Navigation

Public Folders [ 3 Department Reports /

Personal
= Folders

My Subscribed
= Alerts

~ [=] Public Folders [*=] 3.2 Operating Plans

0
Adminstrat
ve
Reports [=] 3.4GQPR's
1 Admin

2 Budget
Office

3
Departme
nt Reports

Title

[5] 3.1 Budget Requests

[5] 3.3 Budget Revisions

Ll W W [

5.1.2. Department Reports is where all standard reports are housed. The active slider is above the
white space; in this screen shot Folders is Active. If My Documents is Active, Folders is all the
way at the bottom of the screen. When you click on Department Reports it will slide to the
top and open the Department Reports section.

5.1.3. Click on the arrow to the left of any folder to expand the folder structure.
~ [5 Public Folders v [Z] 3 Department Reports
> [ 0 Adminstrative Reports > [ 3.1 Budget Requests
> [E 1Admin > [ 3.2 Operating Plans
> [=] 2 Budget Office :> > [ 3.3 Budget Revisions
F_EI 3 Department Reports > [F] 3.4QPR's
5.1.4. Click on any folder to see the reports available.
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[5] Personal Folders Title Favorites Type Description Last Updated

(5] My Subscribed Alerts 4 fom8 Web Intelligence Mar 20, 2024 7:42 AM

v [ Public Folders o Post Secondary Operations Plan Web Intelligence Mar 28, 2024 2:12 PM
> [F 0Adminstrative Reports » Salary Projection Results Web Intelligence Mar 18, 2024 2:32 PM
> [ 1Admin

> [F 2Budget Office
v [ 3 Department Reports

> [F 3.1Budget Requests

| > [F 3.2 Operating Plans |

5.2. Opening a Report

5.2.1. Navigate through the folders to the report to be run.
5.2.2. Double click on the report to be opened

When the report is open, the report header will display as a dropdown along with the Home button.

{ 73 /A SHERPA I Furval

Currently Open Documents

Form 8 £ ®

More than one report can be opened during the same session. Each report will appear as an additional
tab to the right of existing tabs. To open additional reports, click the Documents tab to return to the
available reports.

Most reports will be set to 'auto refresh’, meaning the report will refresh the data after you open it. All
end user reports have prompts (see Report Prompts below) that must be completed.

Report Prompts
The prompt screen will display default values selected when a report is opened or when a report is
refreshed. In the Prompts Summary area there may be multiple prompts that appear.
e You must click on each Prompt you wish to fill out (or is required) and follow the procedures
below.
e The active Prompt is highlighted in Blue; there are four distinct prompts in the screen print.
e Optional prompts have a green circle with a checkmark when the prompt is empty.
e Required prompts have a red circle with an “x” when the prompt is empty.
e Depending on the report that is opened, all prompts (listed below) may not be available. Each
report may have different prompts.

[il Enter Dept

Please select at least one value
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5.2.3. To change the default prompt value there are three options:
e Selecting a value from a list
e Entering a value
e Searching for a value

5.2.4. To select a value from a list, OPEN THE desired report. All valid prompt values will be shown in
the box below. SELECT THE VALUE YOU WERE LOOKING FOR AND CLICK THE ‘RUN’ Button. For
a LIST type prompt, you can repeat this and select multiple codes. You can also hold CTRL and
Click to select multiples at one time.

Click on desired value and click ‘Run’ button:

M1 C vt Dact Lo

Reset All Ry Cancel

To enter a value, type the value into the "SEARCH OR ENTER VALUE(s) manually” BOX, then click on
manual entry option.

Prompts 5
Search Q Mo C Enter Dept 3 &
[il Enter Dept 43 ® + Q
Please select at least one value Q. 43 fsearch) _
5 Tt =

+ 43 (manual entry)

000 Default

001 Agriculture & Industries

002 Alcoholic Beverage Control Bd
003 Banking

004 Conservation & Nat Resources
005 Corrections

006 Administrative Office Of Court
007 Commerce

008 Education

After clicking on an item, the default prompt value (if there is one) is replaced.

5.2.5. In many cases the values will automatically populate when opening the report. To search for a
value, type a value in the search bar.

5.2.6. Once all Prompt values have been selected, Click the “Run” button. The report will run. If
“Run” is not highlighted (appears light gray), this means a required prompt has not been
compelted.
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Report Icons

File Query Analyze
0g®eysveiLh-Cc vEBO @

Toolbar Actions

Print current report (tab) or all reports (all tabs).
Export current report (tab) or all reports (all tabs) into a PDF or Excel.

Refresh data by rerunning using the prompt window.

Enables the navigation capability in the report.

Displays the filter bar at the top of the report. Objects can be added to the filter bar to restrict
what is displayed in the report.

Side Panel Actions
Displays the Navigation Map which includes all report tabs and any sections added to report
navigation.

Displays the User Prompt Input options.

Report Navigation — Document Tabs

Different views of the same data can be captured in report tabs. First, click on the “Navigation Map”
button on the far-left side. The Navigation Map will appear. There are two ways to move between tabs
within a report: the Navigation Map or the Tab Strip.

Displa

g &~ & e L i Z vV g S o [ [ %, Bl Reading

l Form & - Operations Plan ... Form 8 - Operations Plan ... Form 8 - Operations Plan ... Form 8 - Operations Plan ...

% SHERPA State of Alabama

Form 8 - Operations Plan -Function Summary ¢ Fiscal Year: 2025

Department: 001 - Agriculture & Industries

Approp Class: 011 - Agncultural Developmant Servi

Function: 0002 - Markst and Promotional Services
Expenditures by Major Object Quarter 1 Guarter 2 Quarter 3 Quarter 4 Tetal Plan R,
6520430
0100 - Personnel Costs o o [} o o
652-0433
0200 - Empioyee Benefits 0 o o 0 0
0300 - TravekIn State 0 0 6520440
0400 - Travel-Cud of State o o [} o 652-0441
0500 - Repairs and Maintenance ] 1] a ]
0600 - Rentals and Leases o o o
0700 - Utikties and Commurication 0 0 0
656-0441
0800 - Professional Fees and Sernces o 0 [} o
0900 - Supplies, Materials, and Operating Expenses o o o ]
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Navigation Map
5.2.7. To display the tab, click on the tab in the Navigation Map. THE TAB CURRENTLY DISPLAYS
OPTIONS WITHIN the report.

= o @ {

Navigation Map

Search for... Q
011-0002
651-0430
651-0433
651-0440
652-0430
652-0433
652-0440
652-0441
656-0430
656-0440
656-0441
5.2.8. If a tab has a plus sign, report sections have been added to the navigation map.
5.2.9. Clicking on the sub-tab navigation item will display that specific section in the report.
Tab Strip
5.2.10. To display the tab, click on the tab in the Tab Strip. THE TAB DISPLAYED IS CURRENTLY
underlinED.
Form 8 - Operations Plan ... Form 8 - Operations Plan ... Form 8 - Operations Plan ... Form 8 - Operations Plan ...
Paging
To move between pages of a report, click the arrows or enter a page number.
1200 - Capital Outlay + a a 0 0 0
1300 - Transportation Equipment Purcha: 0 0
1400 - Other Equipment Purchases GoTo 1 of 1+ > A K E 8 7 0 0

5.2.11. To advance pages, click the inner arrows ’ to move one page at a time and the outer

arrows . to move to either the first or last page.

Go To 1 o+ > o a B 4

(7]

5.2.12. To select a specific page, click on Page 1 of 1 to enter a page number and then click Enter.

1 of 1+ >
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Zoom
5.2.13. To change the viewable portion of a report, change the zoom percentage on the bottom tool
bar. THE SLIder WORKS IN INCREMENTS OF 10.

+ 0

F a' n

Go To 1 |of1+ > @EE D 0

Refreshing a Report While Open

Once a report is opened, the values in the report can be updated by refreshing the report.

Refresh with Prompts
5.2.14. Click the Refresh button in the tool bar under the report name:

File Query
09 & v © L St e [ C

Form 8 - Operations Plan ... Form 8 - Operatiol

5.2.15. The prompt screen reappears. Complete the report prompts as directed above.

Refresh From User Prompt Input
In the upper left, the Navigation Map/Document Summary drop down contains an option for User

Prompt Input. Selecting this allows you to change values by simply typing in new values and clicking Run.

There is a slight time savings to using this method if constantly refreshing the report.

5.2.16. TYPE IN THE ORGANIZATION OR OTHER VALUES IN THE PROMPT AREAS. You must type in a

valid entry.
o Enter Dept ® &
020 ® + Q
Dept =  DeptName =
026 Examiners Of Public Accounts

5.2.17. Click Run. The report will be refreshed with the data for the values you entered.
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Limiting Data Using Input Controls

Input Controls limit data dlsplayed in the report after refreshing.

Home || Documents I Department Overview

5 File Properties | Report Elements Formatting Data Access Analysis Page Setup
’ N =2 g =R 2 =||_~ Tables |_ Cell |~ Section |~ Comment | Chart | Tools | Position ~ Linking
I X b [ u B-E-8- - l - % -@-B -2 -59- moe - | T rumine Fa] set as section
= fic mi +
B New HEGroup Map Reset +
'E% ~ Document InputControIs (1)
| = f Actv - Name (Query 1) A 41 - Parks & Recreation
gl | 1411 - Parks Recreation & Cul k2
— Report Input Controls (0) Actv - Name 2017 2018 Year to 2018 2013 2019 2019
o Actuals Date Adopted Requested Proposed Adopted
oy Actuals Budget Budget Budget Budget
7.;5. 1411 - Parks Recreation & Culture Administratio 0 0 737,436 2,564 0 0
° Sum: 0 0 737,436 2,564 0 0
g
= Object Group1 - Name 2017 2018 Year to 2018 2019 2019 2019
= Actuals Date Adopted Requested Proposed Adopted
Actuals Budget Budget Budget Budget
50 - Salary & Wages 0 0 386,059 o 0 0
51 - Benefits & Other Employee Items 0 0 112,542 o 0 0
52 - General Supplies 0 0 9,700 2564 0 0
53 - Professional & Other Services 0 0 140,655 1] 0 0
54 - Promotional Education, & Travel 0 0 6,560 1] 0 0
55 - Operating Expenses 0 0 59,380 o 0 0
56 - Miscellaneous Expense 0 0 3,800 1] 0 0
57 - Repair & Maintenance 0 0 18,740 o 0 0
59 - Fixed Assets 0 0 0 0 0 0
Sum: 0 0 737,436 2,564 0 0
5.2.18. Click on the Input Control icon to display the input control options.
5.2.19. Select one or many values from the input control. Hold down Ctrl to select multiple values.
5.2.20. Click OK
“« ” .
5.2.21.  Select “All values” and click OK to return to the complete data set.

Exporting a report
Options to export include all report tabs or data as PDF, Excel, CSV, or Text. The Export icon on the
upper tool bar provides an Export popup.

File
09 & 5

Form 8 - Operations Plan ...

» SHERPA

Department:

Expenditures by Major Object
0100 - Personnel Costs

0200 - Employes Benefits

0300 - TravelIn State

0400 - Travel-Out of State

0500 - Repairs and Maintenance
0B00 - Rentals and Leases

0700 - Utilies and Communication

0800 - Professional Fees and Services

0900 - Supplies, Materials, and Operating Expenses

1000 - Transportation Equipment Operations

1100 - Grants and Benefits

Query

Form B - Operations Plan ...

Analyze

Display

7 ¥ 3

A
z wl

Form 8 - Operations Plan ...

State of Alabama
Form 8 - Operations Plan - Agency Summary

001 - Agriculture & Industries

Quarter 1 Quarter 2

o o0 oo o0 oo o oo
o 0 0o o0 0o oo o

Form 8 - Operations Plan ...

GQuarter 3

P e 0 00 00 0000 e

Guarter 4

Fiscal Year: 2025

Total Plan

"o P oo o0 Qoo 0o
P oD o2 o0 Qo0 0o
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5.2.22. Select Report or Data. Report allows a selection of one, multiple, or all report tabs. Data

allows a selection of queries defined for the report.
Export to Export to
(& Eca reel EE Bxcel Excel
E‘ POF Content ~ Options
G‘ POF Content  Op
fp HTML ‘
o) Reports () Data @ HTML
T Reports (o) Data
C sy Search ™
=
All reports EE oy Search
v|  Form 8 - Operations Plan - Agency ¢ Al deta provicers
Form 8 - Operations Plan -Approp C N
Form 8 - Operations Plan -Function !
h | 1 :\‘
Form 8 - Operations Plan -Function/|

5.2.23. Select File Type. Each file type has additional export options.

5.2.24. Click OK.

5.2.25. Depending on your browser and settings, a message may appear in the lower portion of the
screen. If you get this or any other message, click Open File or See more. If you do not get a
message, it may have defaulted to Save.

) Environments Downloads B Q-

< & MSHERPA Form8 @ fom ot o °

Fite Query. Anatyze Desplay

0@~ s eIk Vg s 020 om o Reading
Form 8 - Operations Plan ... Form B - Operations Plan .. Form B - Operations Plan .. Form 8 - Operations Plan .. 1 2

‘N

SHERPA

001 - Agricul

State of Alabama

Form 8 - Operations Plan - Agency Summary

Fiscal Year: 2025

© Setecta report element to comment
it

Expenditures by Major Object

Quarter 1

Quarter 2

Quarter 3 Quarter 4

Total Plan

0100 -

Personnel Costs
- Employee Benefits

« Travelin State

- Travel-Oul of State

- Repalrs and Maintenance

- Renlais and Leases

- Utilities and Communication

- Professional Fees and Senvices

- Suppiies, Materials, and Operating Expenses

- Transpartation Equipment Operations

- Grants and Benefits
- Capital Outiay

- Transpanation Equipment Purchases
- Other Equipment Purchases

- Debt Services

e o000 oco oo o0 o0

7 5 6 o000 00O O0CO0OO

e

"o 0o o000 oo o0 o0

.

amHacaancananm

0O 00 ©C 000009 0C0 S0
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Saving as Excel notes:
e The file may saved to your Downloads folder. It is not always obvious that it was saved. There is
a small down arrow in the upper right of Internet Explorer that indicates it has been saved. You
can click on the folder icon to be taken to see which folder the file was downloaded to.

= [} x
HMBELyShbC5iZmOuY 2xvdWQvYmZLtY... ATy L] [} = @ o
Downloads i R
Form 8adsx = °
B Gpen fie w | @
See more .
P— Reading

Saving as PDF Notes
The PDF will include the report header and provide navigation through the tabs on the left-hand side.

Printing a Report
Clicking directly on the Print icon will download a PDF of the entire document (all tabs) that can be

printed. Clicking on the arrow on the print button and selecting Print will provide additional options for
what is to be generated into a PDF.

File Query Analyze
19 @8- 6 L % C |V ¥
= Print... Ctrl+P
Crrm © Mimaratiame DA
Print
Range Page Size
®) All reports Letter ~
Current report Orientation
Portrait

e) Landscape

Example: 1,3,5-11

Margins
Top:  — 031 <+ | inches Bottom: | — 0.31 4 inches
Left: — 031 <4 | inches Right: —_ 0.31 4 inches
Scaling
®) Adjust to: - 100 <+ %
Fit to: page(s) wide

page(s) tall

Print. Cancel
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1. BFM Overview and Basics
Budget Form Instructions

1. Form 3 Capital Expenditures

Departments use the Capital Expenditures Form 3 to itemize capital expenditures. Total budget request
amounts are populated for each capital budget object (1200, 1300, and 1400). Users then add the
capital expenditure detail and descriptions to the form. Additional lines can be added (copied) as
needed to provide the appropriate amount of detail.

1.1. Form 3 Entry

1.1.1. After logging into BFM, begin by hovering over ‘Budget Request’ on the header menu, and then
select ‘Form 3 - (5300)’.

2. SHERPA Home Operations Plans Budget Request

Form 5 - (5000)

Form 3 - (5300)

My Work List -

1.1.2. On the ‘List Page’, you will see the Form 3s to which you have access based on your security.
1.1.3. Click on ‘Details’ on the row of the form you would like to edit.

A SHERPA Home Operations Plans Budget Reques: Budget Revisions QPR Performance PCF Chart af Accounts Administration — ° SHERP

Form 3 - (5300)

 Add New ¥ Creare Budget Forms o Screen Configuration B Action Canfiguration

Attach | Last

Stage Code | Stage Mame Depar| Rows
= P Comnt Update

pEr pagE: |50 j& O, Adwanced Search Recongi: 4 - Page

1.1.4. The Capital Expenditures detail tab is prepopulated with Budget Request data. To update any
budget line, double click in the corresponding row. The editable fields are the Capital Expenditure
column and Description columns.

X Close M saveAll X CancelAlll + AddNew O Copy < Export I Import C Refresh I Configuration | O search

ADOTS FY 2025

CEEZS P | AC Name Budget Object Name Capital

Expenditure Description
2 - Transpertation boat
1 0375 o041 Regulatary Services 1300 Equipment Purchases 250,000 ‘[Dﬂ.l)l)d
Q. - Transportation .

2 N 0375 041 Regulatory Services 1300 0 25,000 truck

Fauninment Purchases



1.1.5. To add additional rows, highlight the row to be copied and click ‘Copy’ in the header bar. Enter the
dollar amount for the Capital Expenditure column and Description.

Budget Form Entry - Add New Line

[
‘ X Close & Screen Configuration & Action Configuration

Form ID Form Definition

8423 5300

Fund Approp Class Budget Object

5
Securities Comm-Ex/ Regulatory Services Transportation Equi -
Line No
1003 o x
Line 1003
Description: EaTIE,

FY 2025 Capital Expenditure:

1.1.6. In the resulting window, enter a Description and dollar amount, and click ‘Save’. (Note: a new Line
No is automatically generated. This field is hidden in the grid view but allows for multiple lines
with the same budget object and funding information.)

1.1.7.You can edit more than one line at a time, unsaved lines will show in red. Click the Save All button
to Save.

1.2. Form 3 Widgets

The Form 3 utilizes Widgets to help users balance their capital expenses.

Capital Expenditures

1200 Cap Total 1300 Cap Total 1400 Cap Total Capital Total
0 $250,000 $150,000 $400,000
FY 2025 Budget Request FY 2025 Budget Request FY 2025 Budget Request FY 2025 Budget Request

1.2.1. Each form has four tiles (screenshot above). The first three tiles display the total budget request
for each capital budget object: 1200, 1300, and 1400.

1.2.2.Tiles can be refreshed by clicking on the refresh icon in the lower lefthand corner of each tile.

1.2.3. Additionally, the first three tiles can be ‘flipped’ to show the reverse side by clicking on the three
dots in the lower righthand corner.

1.2.4.Red tiles indicate that the budget request column and capital expenditure column are not
balanced. Green tiles indicate that the two columns are balanced.




1.2.5. Clicking on the three dots on the lower righthand side of the red tile provides additional

information on the Net value.

Capital Expenditures

1200 Cap Total 1300 Cap Total 1400 Cap Total Capital Total
$500 $549,545 0 $550,045
FY 2025 Budget Request FY 2025 Budget Request
(E)
X Close + AddNew () Copy & Export T Import C Refresh & Configuration
FY 2025
AC Name Budget Object Name Budget
Request
1 Q 0300 651 ’;‘?;f:'"“’a' Inspection | 155, Capital Outlay 500
2 Q 0300 | 651 ’;‘g\‘ﬁ:‘"“’a' Inspection | 155 Capial Outlay 0
Q . - Agricultural Inspection - Transportation Amas
3 ; 0300 & Servic 1300 Equipment Purchases 344,543
a - - Agricultural Inspection . Other Equipment
4 ; £ELT = Servic iy Purchases 0
Lab Analysis And Disease Transportation
Q o 5 7 00 P! o
s ; o201 852 Contr 1200 Equipment Purchases 5000
Lab Analysis And Disease Transportation
Q, -. =5 "y i z
G h B =2 Contr e Equipment Purchases 0
Records per page: |50 |¥| ©. Advanced Search

FY 2025
Capital

Expenditure

100

400

- Records: 1

), Search

Description
test
itemn 2
itemn 2
item 2
- 60f6 - Pages: [1¢¢||-<¢ | 1 [0 || 31

1.2.6. The Net value is equal to the budget request total minus the capital expenditures total. For this
form, the total budget request for 1300 ($250,000) exceeds the capital expenditures total
($245,000) by $5,000. To balance, the user needs to either add a new 1300 row or increase an

existing 1300 row by $5,000.

Capital Expenditures

1200 Cap Total
0

FY 2025 Budget Request

1300 Cap Total

Net 5,000

1.2.7.Once the user has saved the change(s) to balance the expenditures and source of funds, they will
need to click the refresh icon in the lower lefthand side of the tile to see the color change from

red to green.

1.3. Budget Request Report
1.3.1. To access the Budget Request report, from the BFM home page, navigate to Links > BFM

Reporting.
. SHERPA

Home Operations Plans

Budget Request Budget Revisions

QPR Performance

Links
BFM Reporting




1.3.2.In the Reporting folder view, navigate to the ‘3 Department Reports’ folder, then ‘3.1 Budget

Requests’.
¢ 7@ ASHERPA Folders

Public Folders /

[5] Personal Folders Title Favorites Type
['5] My Subscribed Alerts [=] 0 Adminstrative Reports Folder

> [ Public Folders [= 1 Admin Folder
[F5] 2 Budget Office Folder

[*=] 3 Department Reports Folder

5] Auditing Folder

1.3.3. Click on the Agency Budget Request report. A pop up will prompt you to select Department.
Agency Budget Request +

& Prompts

Search a M1 2 Department

[, Department (1) Search or enter value(s) manually
Rl Dept Dept Name
0 Not Used
000 Default
001 Agriculture & Industries
002 Alcoholic Beverage Control Bd

003 Banking

1.3.4.Scroll to select the appropriate Department (you can also use the Search bar) and then click ‘Run’.

1.3.5. There are multiple tabs in the report. Navigate to Form 3 — Summary of Capital Expenditures.
{ ©& /ASHERPA Agency Budget Request

File Query Analyze Display
fae®- 6eix-- ¢ [ @ MW og

-, Prompts
v
e 1 Prompts

Form 1 - Estimated Condit... Form 2 - Summary of Budge... Form 3 - Summary of Capit... Form 5 - Summary of Progr... Form 5 - Approp Class Sum... >

«

State of Alabama
Form 3 - Summary of Capital Expenditures Fiscal Year: 2025

Department - 336 - Securities Commission

Transportation

Approp Class - Name Fund Object Description Capital Outlay Equipment Other Equipment
041 - Regulatory Services 0375 1300 boat 0 100,000 0
041 - Regulatory Services 0375 1300 truck 0 25,000 0
041 - Regulatory Services 0375 1300 Tank 0 120,000 0
041 - Regulatory Services 0375 1400 Misc stuff2 0 0 200,000
Total: 0 245,000 200,000
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Budget Form Instructions

1. Form 1 COF Balances and Receipts

Departments will use the Form 1 to account for COF Balances, Adjustments, Ending Balances, and COF
Receipts.

1.1. Form 1 Entry

1.1.1. After logging into BFM, begin by hovering over ‘Budget Request’ on the header menu, and then
select ‘Form 1 — COF Balances and Receipts (5100)’.

Home QPR

. SHERPA

Operations Plans Budget {pquest Budget Revisions

Form 5 - (5000)

Form 3 - (5300) |

Form 1 COF Balances and Receipts- (5100)

My Work List g

1.1.2. On the ‘List Page’, you will see Form 1s, which you can access based on your security. After
opening the form, click on HEADER to open the 2 separate “detail” tabs.

A SHERPA

Home  Operations Plans  Budget Request  BudgetRevisions QPR Performance  PCF  Chartof Accounts  Administration  System Configuration  Links

Form 1 COF Balances and Receipts- (5100)

| + AddNew Create BudgetForms & Screen Configuration i Action Configuration | © search |

Last

Update Workflow

Actions

Stage Code

Stage Name Last User

9660 Corrections 5101 Initial 0s | 8 0 8/5/2024 luke.lobicz@sher|  Submit Header Detail Delete
9546 Securities Commission 5101 Initial 336 |16 0 712412024 bryanreed@she| Submit Header Detail Delete
Records per page: |50 |#| ©. Advanced Search - Records:2- Page: |Ke¢|<6| 1 [a[09l

1.1.3. It is important to note that this form has 2 separate “Detail” tabs. The first is COF Balances,
Adjustments, End Bal where you will enter balance and adjustment entries, and the second is

COF Receipts where you can enter detailed receipt data.
|

Budget Form Header

| {Q Mention History (i Mention @ Submit & Configuration X Close
|

Instance ID Form Definition Definition Name Name

Department:

9660 5100 Form 1 COF Balances and Receipts- (3100) Corrections 005

Stage Code:*

Department:

[

[ 005

Initial

Corrections

COF Balances, Adjustments, and End Bal

Name:* [ Corrections

)

l COF Receipts [ Attachments ” System Maintained

| save |

Notes:




1.1.4. The COF Balances, Adjustments, End Bal detail tab will be blank. Click the “Add New” button to
enter data into the form.

COF Balances, Adjustments, and End Bal

Actuals Budgeted Requested
$100.000 $200.000 $300,000
FY 2023 Actuals FY 2024 Budgeted F¥ 2025 Reguested
| ¥ Close + AddNew () Copy & Export 1T Impert C Refresh G Configuration Q, Search i|

Budget Object Name FY 2024 FY 2025
Budgeted Requested Description
1 Q 2000 Spedial Revenue/Auxiliary Balance 100,000 200,000 300,000 | This is for educational purposes.
Records per page: (50 |¥_-_| Q, Advanced Search

- Records: 1 -10f1 - Pages: | 16| | &6 T ||l

1.1.5. You must select a Budget Object to create a new line. Utilize the magnifying glass icon to lookup

all Budget Objects that are applicable. The editable fields are FY20XX Actuals, FY20XX Budgeted,
FY20XX Requested. You can also enter a description.

Budget Form Entry - Add New Line

‘ X Close & Screen Configuration & Action Configuration

Form ID Form Definition
9660 5100
Budget Object
2009 o x | Save | | Cancel |

Special Revenue/Au:

Description:

Py 2028 Budgetedt

1.1.6. After lines of data have been entered, they may quickly be edited by double clicking on any
editable field. This will open all editable field for entry. To save a change click the “Save All”
button near the bottom of the data.

Budget
by | Budget Object Name FY 2023 FY 2024 FY 2025 ‘
! Actuals Budgeted Requested Description
This is for educational purposes.
1 2009 special Revenue/Auxiliary Balance || [ 100,000 ]| [ 200,000 ] ( 300,000 ]
S
Records per page: |50 % O, Advanced Search = ﬁ Save All ] [[ Cancel All ] - Records: 1 -1 0of 1 - Pages: |IS6|lgC] 7 |22l ‘




1.1.7. Go back to the Budget form Header to select the COF Receipts tab.
-

Budget Form Header

| (@ Mention Histary
1

Q Mention (3} Submit

& Configuration

X Close

Instance ID
9660

Stage Code:*

Form Definition
5100

Department:

Definition Name

Ferm 1 COF Balances and Receipts- (3100)

[5'0'\

[ 005

Initial

Corrections

Corrections

Department:

005

[ COF Balances, Adjustments, and End Bal COFRecewﬁts J [ Attachments ” System Maintained
Name:* [ Corrections ] | Save |
Notes:

Click the “Add New” button to enter data into the form. To create a new line, you must select a Sub-
Fund. A new Line No will be automatically populated to allow you to enter multiple rows of detail for the

same Sub-Fund, if needed.

COF Receipts

Actuals Budgeted Reguested
$400,000 $500,000 $600,000
23 FY 20248 FY¥ 2025 Reguested

FY 2023 Actuals Fy 2024 Budgeted

T Import  C Refresh

+ Add New { Export 5 Configuration O, Search !|

0 Copy

i X Close

FY 2025
Requested

FY 2024
Budgeted

Subfund: Sub-Fund Name

Description

1 0, 0432201 E:’;fcmal e Revoling 400,000 500,000 600,000| This is for educational purposes.
Records per page: |_S_El | Q, Advanced Search - Records: 1 - Tof 1 - Pages: [ I¢:/| €¢| T |0 (|50l

The “Line No.” will be automatically populated for you. Utilize the magnifying glass icon to lookup all
Subfunds that are applicable. The editable fields are FY20XX Actuals, FY20XX Budgeted, FY20XX

Requested. You can also enter a description.



Form ID Form Definition

9660 5100

Subfund:

0432-201 o x ‘ Save | ‘ Cancel |

Correctional Industr

Line No:

1002 o x
Line 1002

Descviption: This is for educational purposes.

FY 2023 Actuals: | 400000

FY 2024 Budgeted: |_ 500000

FY 2025 Requested: | 600000

1.1.8. After lines of data have been entered, they may quickly be edited by double clicking on any
editable field. This will open all editable fields for entry. To save a change click the “Save All”
button near the bottom of the data.

Subfund: Sub-Fund Name FY 2023 FY 2024 ‘ FY 2025 ‘

Actuals Budgeted Requested Description
Ci tional Industries Revolvi This is for educational purposes.
1 0432-201 | PrERCHONTCUSIES BEVONIE ] (" 400,000 ) [ s00.000 ) [ e0o.000 )
| [
Records per page: |50 |%| ©O. Advanced Search = |[ Save All m [ Cancel AII} - Records: 1-1of1-Pages: | I%¢ || ¢ | 1 |3 (| |

1.2. Form 1 Widgets

The Form 1 utilizes Widgets on both tabs to help users balance their budget requests.
Tab 1 - COF Balances, Adjustments, End Bal.

COF Balances, Adjustments, and End Bal

Actuals Budgeted Requested
$100,000 $200,000 $300,000
FY 2023 Actuals FY 2024 Budgeted FY 2025 Requested



Tab 2 - COF Receipts.

COF Receipts

Actuals Budgeted Requested
$400,000 7, $500,000 $600,000
FY 2023 Actuals ¥ 2024 Budgeted FY 2025 Requested

1.2.1. For each form, there are six tiles total (screenshot above). The first set of tiles displays the totals
of the editable columns for the first tab — Balances, Adjustments, and End Balances [FY20XX
Actuals, FY20XX Budgeted, FY20XX Requested]. The second set of tiles displays the totals of the
editable columns for the second tab COF Receipts [FY20XX Actuals, FY20XX Budgeted, FY20XX
Requested)].

1.2.2. Tiles can be refreshed by clicking on the refresh icon in the lower lefthand corner of each tile.

1.2.3. Once the user has saved the change(s) to any editable field, they will need to click the refresh icon
in the lower lefthand side of the tile to see the total update.

1.3. Updating form data using Export/Import Excel functionality

1.3.1. To update form data on either tab using Excel, click on the Export button in the budget form
header row, and open the resulting Excel file.

COF Balances, Adjustments, and End Bal

Actuals Budgeted Requested
$200,000 7~~,$300,000
k FY 2024 Budgeted 1 2025 Requested

‘ X Close + AddNew (O Copy | L Export | T Import C Refresh = Configuration

Budget Object Name FY 2023
Actuals
1 = 2009 Special RevenuesAuxiliary Balance 100.000
Records per page: | 50 al O, Advanced Search

1.3.2. The Export will download an Excel file with the same information that is in the Details grid.
1.3.3.Once in the Excel file, make needed updates, including adding new rows.

1.3.4.Once complete, Save the Excel file as a new file.

1.3.5. To load the changes into Excel, click on the Import button.



COF Balances, Adjustments, and End Bal

Actuals Budgeted Requested
$200,000 ~$300,000
L FY 2024 Budgeted 1 2025 Requested

‘ X Close + AddNew 10 Copy & Export | T Import | C Refresh = Configuration

N BLEet Objert Name FY 2023
Object
Actuals
1 Q 2009 Special Revenue/Auxiliary Balance 100,000
Records per page: |50 || ©. Advanced Search

1.3.6. Click the ‘Browse’ button to find and select the updated file, then click ‘Load File’'.

Budget Form Import

| X Close  / Validation Results

@ oe ) |

1 Load File

1.3.7. The system will compare records on the Excel file with what is already on the form, validate for
errors and invalid codes, and load the new amounts/lines into the form.

Note: If the screen loads with red, that means there were errors on the import and no lines were
loaded. Click on the Validation Results button to see the errors and corresponding row number.
Correct the errors on the Excel and reimport file.



1.4. Budget Request Report
1.4.1.To access the Budget Request report, from the BFM home page, navigate to Links > BFM
Reporting.

A SHERPA Home Operations Plans Budget Request Budget Revisions QPR Performance Links
BFM Reporting

1.4.2.In the Reporting folder view, navigate to the ‘3 Department Reports’ folder, then ‘3.1 Budget

Requests’.
{ 7@ /SHERPA Folders

Public Folders /

[5] Personal Folders Title Favorites Type
[=] My Subscribed Alerts [*=] 0 Adminstrative Reports Folder

> [3] Public Folders =] 1 Admin Folder
[*=] 2 Budget Office Folder

[*=] 3 Department Reparts Folder

[*5] Auditing Folder

1.4.3. Click on the Agency Budget Request report. A pop up will prompt you to select Department.

= Prompts &3
Search Q M1 C Department X &
[V, Department (1) Search or enter value(s) manually

005 Dept = Dept Name =
e 005 Corrections |
006 Administrative Office Of Court
007 Commerce

1.4.4. Scroll to select the appropriate Department (you can also use the Search bar) and then click ‘Run’.
1.4.5. There are multiple tabs to the report, including four tabs for Form 5. Click on each tab to view.

{ £ ASHERPA Agency Budget Request -
File Query Analyze Display
Da@-s6ectn-Cc [ I

= Prompts

X '@JP'\)mpts

Form 1 - Estimated Congdit... | Form 2 - Summary of Budge... Form 3 - Summary of Capit..  Form S - Summary of Progr...  Form S - Approp Class Sum...

State of Alabama
Form 1 - Estimated Condition of Funds Fiscal Year: 2025

Department - 005 - Corrections

FY 2026
FY 2023 FY 2024 Requeste
Object - Hame Actuals Budgeted
2009 - Special Revenua/Auxiliary Balance 100,000 200,000 300,000
Detail FY 2023 FY 2024 FY 2025
Sub-Fund - Name Text 3 Actuals Budgeted Requested

0432-201 - Correctional Industries Revoling Fund 400,000 500,000 600,000
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	4.3.5. To load the changes into Excel, click on the Import button.
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	5.2.18. Click on the Input Control icon to display the input control options.
	5.2.19. Select one or many values from the input control.  Hold down Ctrl to select multiple values.
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	5.2.21. Select “All values” and click OK to return to the complete data set.

	Exporting a report
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	AL User Guide - Form 3 Capital Expenditures
	1. Form 3 Capital Expenditures
	1.1. Form 3 Entry
	1.1.1. After logging into BFM, begin by hovering over ‘Budget Request’ on the header menu, and then select ‘Form 3 - (5300)’.
	1.1.2. On the ‘List Page’, you will see the Form 3s to which you have access based on your security.
	1.1.3. Click on ‘Details’ on the row of the form you would like to edit.
	1.1.4. The Capital Expenditures detail tab is prepopulated with Budget Request data. To update any budget line, double click in the corresponding row. The editable fields are the Capital Expenditure column and Description columns.
	1.1.5. To add additional rows, highlight the row to be copied and click ‘Copy’ in the header bar. Enter the dollar amount for the Capital Expenditure column and Description.
	1.1.6.  In the resulting window, enter a Description and dollar amount, and click ‘Save’. (Note: a new Line No is automatically generated. This field is hidden in the grid view but allows for multiple lines with the same budget object and funding info...
	1.1.7. You can edit more than one line at a time, unsaved lines will show in red. Click the Save All button to Save.

	1.2. Form 3 Widgets
	1.2.1. Each form has four tiles (screenshot above). The first three tiles display the total budget request for each capital budget object: 1200, 1300, and 1400.
	1.2.2. Tiles can be refreshed by clicking on the refresh icon in the lower lefthand corner of each tile.
	1.2.3.  Additionally, the first three tiles can be ‘flipped’ to show the reverse side by clicking on the three dots in the lower righthand corner.
	1.2.4. Red tiles indicate that the budget request column and capital expenditure column are not balanced. Green tiles indicate that the two columns are balanced.
	1.2.5. Clicking on the three dots on the lower righthand side of the red tile provides additional information on the Net value.
	1.2.6. The Net value is equal to the budget request total minus the capital expenditures total. For this form, the total budget request for 1300 ($250,000) exceeds the capital expenditures total ($245,000) by $5,000. To balance, the user needs to eith...
	1.2.7. Once the user has saved the change(s) to balance the expenditures and source of funds, they will need to click the refresh icon in the lower lefthand side of the tile to see the color change from red to green.

	1.3. Budget Request Report
	1.3.1. To access the Budget Request report, from the BFM home page, navigate to Links > BFM Reporting.
	1.3.2. In the Reporting folder view, navigate to the ‘3 Department Reports’ folder, then ‘3.1 Budget Requests’.
	1.3.3. Click on the Agency Budget Request report. A pop up will prompt you to select Department.
	1.3.4. Scroll to select the appropriate Department (you can also use the Search bar) and then click ‘Run’.
	1.3.5. There are multiple tabs in the report. Navigate to Form 3 – Summary of Capital Expenditures.



	AL User Guide - Form 1 COF Balances and Receipts
	1. Form 1 COF Balances and Receipts
	1.1. Form 1 Entry
	1.1.1. After logging into BFM, begin by hovering over ‘Budget Request’ on the header menu, and then select ‘Form 1 – COF Balances and Receipts (5100)’.
	1.1.2. On the ‘List Page’, you will see Form 1s, which you can access based on your security. After opening the form, click on HEADER to open the 2 separate “detail” tabs.
	1.1.3. It is important to note that this form has 2 separate “Detail” tabs. The first is COF Balances, Adjustments, End Bal where you will enter balance and adjustment entries, and the second is COF Receipts where you can enter detailed receipt data.
	1.1.4. The COF Balances, Adjustments, End Bal detail tab will be blank. Click the “Add New” button to enter data into the form.
	1.1.5. You must select a Budget Object to create a new line. Utilize the magnifying glass icon to lookup all Budget Objects that are applicable. The editable fields are FY20XX Actuals, FY20XX Budgeted, FY20XX Requested. You can also enter a description.
	1.1.6. After lines of data have been entered, they may quickly be edited by double clicking on any editable field. This will open all editable field for entry. To save a change click the “Save All” button near the bottom of the data.
	1.1.7. Go back to the Budget form Header to select the COF Receipts tab.
	Click the “Add New” button to enter data into the form. To create a new line, you must select a Sub-Fund. A new Line No will be automatically populated to allow you to enter multiple rows of detail for the same Sub-Fund, if needed.
	The “Line No.” will be automatically populated for you. Utilize the magnifying glass icon to lookup all Subfunds that are applicable. The editable fields are FY20XX Actuals, FY20XX Budgeted, FY20XX Requested. You can also enter a description.
	1.1.8. After lines of data have been entered, they may quickly be edited by double clicking on any editable field. This will open all editable fields for entry. To save a change click the “Save All” button near the bottom of the data.

	1.2. Form 1 Widgets
	1.2.1. For each form, there are six tiles total (screenshot above). The first set of tiles displays the totals of the editable columns for the first tab – Balances, Adjustments, and End Balances [FY20XX Actuals, FY20XX Budgeted, FY20XX Requested]. The...
	1.2.2. Tiles can be refreshed by clicking on the refresh icon in the lower lefthand corner of each tile.
	1.2.3. Once the user has saved the change(s) to any editable field, they will need to click the refresh icon in the lower lefthand side of the tile to see the total update.

	1.3. Updating form data using Export/Import Excel functionality
	1.3.1. To update form data on either tab using Excel, click on the Export button in the budget form header row, and open the resulting Excel file.
	1.3.2.  The Export will download an Excel file with the same information that is in the Details grid.
	1.3.3. Once in the Excel file, make needed updates, including adding new rows.
	1.3.4. Once complete, Save the Excel file as a new file.
	1.3.5. To load the changes into Excel, click on the Import button.
	1.3.6. Click the ‘Browse’ button to find and select the updated file, then click ‘Load File’.
	1.3.7. The system will compare records on the Excel file with what is already on the form, validate for errors and invalid codes, and load the new amounts/lines into the form.

	1.4. Budget Request Report
	1.4.1. To access the Budget Request report, from the BFM home page, navigate to Links > BFM Reporting.
	1.4.2. In the Reporting folder view, navigate to the ‘3 Department Reports’ folder, then ‘3.1 Budget Requests’.
	1.4.3. Click on the Agency Budget Request report. A pop up will prompt you to select Department.
	1.4.4. Scroll to select the appropriate Department (you can also use the Search bar) and then click ‘Run’.
	1.4.5. There are multiple tabs to the report, including four tabs for Form 5. Click on each tab to view.




