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NEBS Security

The security function in NEBS gives agencies the option to assign staff to a specific role in NEBS
depending on the nature of their job and how they will contribute to building the agency request.
However, the NEBS administrator within the Budget Division administers all security settings in NEBS.
The agency determines the appropriate security levels to apply to their agency personnel, but the agency
must submit all security access requests to the NEBS administrator for approval and to have the security
settings put into NEBS. Security roles can be assigned across the agency or by specific budget
account(s):

Agency Analyst - These users have inquiry and update functions for assigned budget accounts,
depending on the budget version and status. For instance, a typical agency user will have the
ability to update selected budget accounts in the agency request. These users will also have the
capability to create and update working versions for their assigned accounts.

Agency Inquiry - This allows inquiry-only access to a budget or group of budgets. This role is
intended for department directors, agency administrators, and other management staff who need
to review budget requests developed by their agency or submitted to the Budget Division.

Text Maintenance - These users have inquiry access to a budget or group of budget accounts
and limited update capabilities to enter and edit text. This role is intended for agency
representatives responsible for narrative and performance measurement input.
Personnel/Position Specialist - These users have inquiry access to a budget or group of budget
accounts and limited update capabilities for the personnel budget components within a budget
account or group of budget accounts. This role is intended for agency representatives responsible
for personnel input.

The security function in NEBS also provides several settings that can be applied to budget account
versions (such as agency request, governor recommends, working versions, etc.) on a state wide basis.
These settings are:

Open - Allows agency users to view and update assigned accounts based upon their assigned
role.

Locked - Versions that have been locked may be edited by the Budget Division only. Agency
users will have inquiry access. Agency request will be locked at 4:00 pm on September 1st of the
even-numbered fiscal year.

Confidential - This version status may be viewed and edited by the Budget Division only. The
governor recommends budget is in this status until it is made public and presented to the
legislature.

Final - The governor recommends and legislatively approved versions of the budget are made
available to all users on an inquiry only basis.

Signing on to NEBS

Before you are assigned a NEBS password, you must submit the NEBS Security Access Form for each
individual working in NEBS. This form is found on the Budget Division website, under forms -
http://budget.nv.gov/Documents/Forms/



http://budget.nv.gov/Documents/Forms/

When you sign-on to NEBS, use the same user ID and password you have established for the NEATS
system. If you have difficulty signing on to NEBS, please contact the Governor’s Finance Office -
Budget Division at (775) 684-0222 and you will be forwarded to the appropriate staff to assist you.

The NEBS log-on screen offers some general budget related resources and information on the status of
NEBS.

U o I— pr Date Subject
ser i lrodng 3/21/06 MEBS SCHEDULED MAINTEMANCE CHAMNGE
s ‘ s
Password: | 8/30/05 NEBS NOW ENCRYPTED FOR SECURITY

7/11/05 TERMINATI N EMPLOYEE'S ACCESS TO NEBS
¥ RrRemember my User ID 7/11/05 NEBS OPERATIN RS
These links provide you with

system status and general user
if vo;l'i\f:c f:;’::tten vour passweord... |n10rmat10n.

Far all ather questions, please contact your
assigned budget analyst in the Budget Office, i

Reference Information & Links

Budget Division

MNEBS Access/Security Agreement ‘__ These |Inks prowde general
NEBS Problem Repart N budget related resource informa-
e tion, NEBS security access
T [cquest forms, and a way to report
problems.

To change your password, type the password you logged in with in the “Old Password” box, which is
your user ID if this is the first time you have logged into NEBS or NEATS. The new password you
select must be at least eight characters long. Your NEBS password and NEATS password are the same.
If you change the password for one, it is changed for the other.

Change Password Form
If it is your first time logging

into NEBS or if you have your
password reset, then the “Old
Password” is your user ID. Oth-
erwise, your old password is the
previous password you used to
log onto NEBS.

0ld Password: |

Mew Password: I

Confirm New Password: I

ﬁl Cancel |




Sign-on for NEBS is at:
http://nebs.state.nv.us/INEBS

If you need assistance with your User ID, password, or security issues, contact the NEBS administrator

at (775) 684-0222.

NEBS Screens

Introduction

NEBS is composed of the:

o NEBS home page - similar to the NEBS log-on screen
o NEBS main function screen - the first screen you will see after you log into the NEBS system
e Functional screens - where you define and input your budget request

The NEBS Log-on screen is displayed below:

NEBS ® Reports * Admin

NEBS Home Page

User Information

Messages

Marne: | Es NESSHAN

Horme Address: 209 E. MUSSER ST. CARSON CITY. NV

Home Phone: 775L8y0222

Personal Tasks
Change Password
Update My Email Address
Update My Password Hint

Reference Information & Links

Budget Division

NEBS Access/Security Agreement
NEBS Problem Report

Ciaka s E £nl dain

=T 2106

Messaar~
Pate Subject
NEBS SCHEDULED MAINTENANCE CHANGE
NEBS NOW ENCRYPTED FOR SECURITY
NEBS OPERATING HOURS
TERMINATING AN EMPLOYEE'S ACCESS TO MEBS

8/30/05
7/11/05
7/11/05

Administration

User Admin Tasks

List Users
User Search

System Admin Tasks
View Batch Run Logs

The NEBS home page is identical
to the NEBS log-on screen with
the exception of these system
utility functions links.



http://nebs.state.nv.us/NEBS

Drop-down menus

Budget Account Versions List

From the NEBS main screen,
you can add versions (, use
the copy function to do version-
to-version copies (E), provide
program descriptions, provide
additional program narrative,
provide performance measure
information through the use of the
NEBS “note” function ([}), and
even delete ([#) a non-system
established version (W01, W02,
W05, etc.).

Budget Period:

Budget Account: |1052 ARCHIVES AND RECORDS [Update) ;I

Budget Account Versian Status
1052 - ARCHIVES AND RECORDS

Create New Working Version...

ADD - AGENCY R
402 - ITEMS FOR SPECIAL CONSIDERATION AS SUBMITTED Open

@ A10 - PRELIMINARY GEMERAL FUND ANALYSIS Open
@ w05 - JIM'S TEST YERSION Open

Create Budget Account...

The NEBS main screen is the first screen you will see after you have logged into NEBS and offers the
following functions:

o Select the biennium and budget account in which you wish to work or view information.

e Click + to create or I:to delete a new working version.
(=

=" to open a primary working version of a budget account.

o Click

o Copy a primary or working version to another version by clicking | .
o Provide a brief description of your program or provide extensive narrative on your program by using the

NEBS note function by clicking on .

Refer to the NEBS Functionality section of this manual for a detailed description of how to utilize each
of the functions discussed above.



Admin - Messages

Budget Account Yersions List

Budget Period: | 2007-2009 Biennium (FY'08-09) ZI

2005-2007 Bienniurm [FY0E-07 |
Choose biennium and budget ac- w CDEVELOPMENT [Update] =

count via the drop-down menus. 1528 RURAL COMMUNITY DEVELGPMENT [Update]
== {530 NEVADA MAGAZINE [Update)

Budget Account | Yersion |1560 PLUBLICWORKS ADMINISTRATION (Lpdate)
1562 PUBLIC WORKS INSPECTION (Update]

1526 - COMMISSION ON H2580 COMMISSIONER FOR VETERANS' AFFAIRS [Update)
2561 VETERANS' HOME ACCOUNT (Update]

E’ Create M|2870 NEVADA HISTORICAL SOCIETY (Update)
- 2891 NEVADA STATE LIBRARY [Update]
A00 - A4(|2832 CULTURAL AFFAIRS ADMINISTRATION [Update] >

ADZ - ITEMS FOR SPECIAL CONSIDERATION AS SUBMITTED Open

@I A10 - PRELIMINARY GEMERAL FUND ANALYSIS Open

Line Item screen

This is the primary budget screen in NEBS and is where you can view your base budget information, the
results of your budget inputs from your schedule inputs, and M-150 adjustments. Through use of the
drop-down menus, you can view your budget information by decision unit or for all decision units in one
screen. The far right column indicates from what schedule your line item data is derived (where
applicable). This is also where you input non-schedule driven budget information and make adjustments
to your base budget revenues. From this screen you can:

o Navigate to the various NEBS screens by clicking the appropriate tab.
o Edit work program and actual amounts by clicking Edit Actual/Work Program.

e Add a line item note by clicking E

e Add revenue lines by clicking +
e Input revenue and non-schedule drlven cost data.

o Delete a line item by checking the box next to Eand clicking Save.
e Return to the main NEBS screen by clicking Save and Return or Cancel.

Refer to the NEBS Functionality section of this manual for a detailed description of how to utilize each of the
functions discussed above.



Schedule Screen

This is the main screen from which you will be able to select and input your schedule driven cost data.
Individual NEBS schedules are discussed in detail later in this manual.

Summary Screen

The summary screen is inquiry only and can be viewed by decision unit, category, and GL. Click
“Done” at the bottom of the summary screen to return to the Budget Account Line Item screen.

Positions

This screen allows authorized users to access position information for a particular budget account. The
basic information for a position is shown. Access to detailed information for each position is available
by moving the cursor over the position title and clicking on the title. Entry and maintenance of positions
associated in the agency request will be covered in the Positions Maintenance section of this manual.
The screen also includes tools for adding attachments and notes to position entries and for filtering
which decision units are shown. Click to see a summary of the costs associated with the position. You
can also view details that pertain to positions and position groups by clicking the “Additional Attributes”
link in the top left hand section of the screen. Return to the Budget Account Line Item screen by clicking
“Done.”

Fund Mapping

The Fund Mapping tab allows authorized users to link expenditures to revenues at the category, object
code, or position level. Users can map expenditures in one year and copy that map to the second year.
Once the fund mapping is complete, any changes to the amounts associated with line items will be
automatically updated in the fund map. Return to the Budget Account Line Item screen by clicking
“Done.”

Account Maintenance

The Account Maintenance tab allows authorized users to create decision units and categories, customize
revenue GL descriptions, and define position groups.



Pull-Down Menus

Nearly all NEBS schedules and most of the other NEBS screens incorporate the use of “pull-down”
menus that allow the user to choose various NEBS options to the input screens.

The NEBS Line Item screen pull-down menu allows the user to display a list of all available decision
units that have been identified in the budget account. You can see all decision units or filter the view to a
specific decision unit. Other pull-down menus allow the user to select various standardized costs to
include in the agency’s budget. This simplifies the data input process. Clicking on a standardized cost
item from a menu will populate the line item with the appropriate costs. In the following screen, if the
user clicks “Office Furniture Executive *** Entire Unit ***” NEBS will add all associated cost
information for that item (item description, object code number and the associated unit costs for each
year of the biennium) to the budget. The user needs only to indicate the quantity needed each year and to
assign the decision unit, priority number, and category.

Icons

NEBS icons allow the user to easily identify system functions. Some of the icons include:

o ‘ﬁi Adds line items.

. E_}Adds notes and descriptive text.

, a1

. Extracts data to an Adobe PDF file.

. 4 Searches NEBS for input values available for that particular line item.

. L@Extracts data to an Excel file.

. Copies line items, positions, decision units, and versions within the same budget or to different

versions.
. |:Deletes line items.
. Dlsplays position cost information.

Message Screens

Message screens provide vital information concerning the status of your input and alert you to errors and
incomplete entries.



Task Bars

NEBS task bars provide easy access to NEBS data and functions. To access the budget task bar, click
the double-arrow icon o to the left of the folder header. You can close the budget task bar by clicking

a second time. The remainder of the screens in this manual will show the budget task bar as closed.
Refer to the NEBS Functionality section of this manual for detailed instructions on how to work with
NEBS task bar functions.

Text Editing and Notes Functions

NEBS provides the ability to add and spell-check narrative text throughout your budget. You may add
notes and attach external documents to a decision unit, a line item, a position, a schedule, etc. According
to the Budget Building Manual, every adjustment made in the M-150 decision unit must include a
detailed description (at the object code level) of how the adjustment was calculated and why it was

made. This information should be added using the additional text tool E_}on the line item detail page.

Additional Text

Click to access the additional text entry screen. Anywhere you see the spell-check icon, simply click to
check the spelling of your text.

NEBS Functions

NEBS Functionality Overview

This is a brief overview of the functions available in the NEBS application. More detailed instructions
are provided in the NEBS Functionality section of this manual.

Text Functions

You may enter text, perform spell-checks, and attach documents at the following levels within NEBS:
Budget account version - Program descriptions, expanded program narrative and performance indicators
are entered here.

o Decision unit - Agencies are required to provide both a synopsis and a narrative justification for all
decision units.

e Categories - Describe agency specific information regarding budget categories here.

e Lineitem - This is where you provide additional justification or explanation for a particular line item.



o Positions - When you need to provide additional justification for a position or group of positions, do it
here.

e Schedules and schedule-driven line items - You may add text to the schedule as a whole or to each line
item within the schedule. Text and supporting attachments are required if you use the lump sum schedule
feature.

Program Description

The program description is entered at the Budget Account Version level by clicking on the text icon

E_}on the Budget Account Versions List page. The information entered here will print in the executive
budget. The following describes the functions on the screen displayed to enter program descriptions at
the Budget Account Version level.

Save - Save the data and remain on the additional text tab.

Save and return - Save the data and return to the previous screen (Budget Account Versions List).
Cancel - Ignore changes and return to the previous screen (Budget Account Versions List).

View attachment - Allows authorized users to view an attachment.

Delete attachment - Allows authorized users to delete an attachment.

Browse - Allows authorized users to browse the local or network directories for a file.

Attach file - Allows authorized users to attach files located using the browse function. To attach a file,
browse for the file. Once you locate it, double click on the file. The file name will appear in the box next
to the Browse button. Click Attach File to add the file to the list in the Attachments box. The following
describes the functions on the screen.

Decision Unit Descriptions

Decision unit text is accessed through the Account Maintenance tab and includes both the decision unit
synopsis and narrative. The decision unit synopsis appears in the Executive Budget and should be short
and concise (hence the term synopsis). As stated in the Budget Building Manual, narratives for each
decision unit must clearly identify the nature of the request and must be accompanied by detailed
justification.

The same functions available at the program level are also available at the decision unit level. Refer to
Program Description earlier in this section.

NEBS Reports

Introduction

NEBS provides two separate links to a list of available reports. The list is available by clicking 'L}}]on
the Budget Account Versions List page or by clicking the reports tab to the right of the NEBS tab.

10



Budget Task Bar

Budget Prep Tasks

List Budget Acoggt versions Access NEBS reports via the
List Reports 2 " BN e ‘ icki
Celeuist Payrel | Budget Accaunt; | 1000 OFFICE OF THE &3 D = rgpqrts tab or by clicking on the
Distribute Cost Allocations I [ linkin the task bar.
View/Update Statewide Schedules ,
Budget Account Version Status
Budget Admin Tasks 1000 - OFFICE OF THE GOVERNOR
Administer Payroll Settings A01 - AGENCY REQUEST 1 Open
Administer Schedule Rates
Establish Cost Allocations G01 - GOVERNOR RECOMMEND'S 1 Inactive
Administer Reference Tables i
= . L01 - LEGISLATURE APPROVED 1 Inactive
Maintain Enterprise Versions
W01 - WORKING VERSION 1 Open

EI Create New Working Version...

Create Budget Account...

To select a report, click on it. You will be taken to a report settings menu for that report.

Available Reports

Budget Account Reports -

HMEBSZ00A Budget Book (Agency)

MEBSZ10 Line Item Detail & Summary
HMEBSZ211 Adjusted Base

HMEBSZZ20 Budget Highlight

HMEBSZ2E5 Wersion—-to-“ersion Comparison
HMEBSG600 Fund MMapping Sumimary

FMEBS510 Performance Indicators

HMEBSG&20 Line Item-to-Fund MMap Comparison
HMEBSG<40 Fund MMapping Detaill Report

Schedule Reports -

RNEBS900 DolIT Projected Utilization Reports
RNEBS920 Statewide “Yiew of BAavw Schedules

Payroll Reports -
HMEBS 130 FPayroll/Position Detail
HMEBS125 Position Summary
RNEBS1328 Listing of Unclassified Positions within =% of Gowvernor's Salary

Out of Balance Reports -
HMEBSZ224 Out of Balance Budget Account
MEBSZ22E5 Reserwve Out of Balance
HMEBSZ240 Category Hegative
HMEBSZ<41 SL MMegative

Closing Reports -

HMEBS130WP Payvroll/Position “Work Program Detail
HMEBSZ10W'P Line Item YWork Program Detail

11



Ilustrations provided in the report section of this manual describe screens associated with the NEBS210
report.

The NEBS210 report can list any budget version. The report on the following page was generated using
the settings shown below.

[>) Report Settings

Settings for: NEBS210 Line Item Detail & Summary

Budget Period: | 2005-2007 Bienniumn [FY06-07) - |

Budget Account Method: & single ¢ Multiple € By Analyst

Budget Account: [4162 STATE PARKS (Inguiry) =1

Version(s): [A071 AGENCY REQUEST 1 =
|None ;I
|None 3

Surnrmary Level: & opject ¢ Category

includle Secaons: ¥ a - Detail by Object/Categary

e - Summary by Object/Category
I < - summary by Object/Category and Decision Unit Type

additional Detail: o o
I” Program Description

I Decision Unit Synopsis I Decision Unit Narrative
I category Text
I object Code Text

Generate Report Cancel

12



NEBS210 State of Nevada - Budget Division
Line Item Detail & Summary
2005-2007 Biennium (FY06-07)
Sectlon A1: Line Item Detall by GL
Budget Account; 4162 STATE PARKS
AD1 AD1
Actual Work Frogram Year1 Year 2
Item No _Dascription 2003-2004 2004-2005 2005-2006 2006-2007
BOOO  BASE
REVENUE
2501 APPROPRIATION CONTROL 5,378,700 4,450,557 5572,246 5,644,878
3303  MARINA DEVELOPMENT GAS TAXES 1,573,747 1,572,747 1,572,747 1,573,747
2574 FED TRAILS GRANT 57,721 60,234 57,721 57,721
3806 USER CHARGES 2,157,224 2192841 2,157,224 2,157,224
2844 USER CHARGE- NEXT FY 1,008,074 1,008,074 1,008,074 1,008,074
2870  SENIOR ADMINISTRATIVE CHARGES 25,740 36,740 36,740 26,740
3871 CHARGES FOR SERVICES - A 27290 27,290 27,290 27,290
4254 MISCELLANEOUS REVENUE 22,281 32281 32281 22,281
4301 RENTAL INCOME 3,600 2,600 2,600 3,600
4663 TRANS FROM COMMISSION ON TOUR ] 923192 0 0
4666 TRANS FROM MUNI BD BANK 216,511 181,506 216,511 216,511
4667 TRANS FROM WILDLIFE DEPT 2718 2718 2,718 2718
4660 TRANS FROM OTHER B/A SAME FUND 63,061 65,249 66,061 66,061
4627 TRANS FROM FORESTRY DIV 4,663 4662 4,662 4,663
TOTAL REVENUES FOR DECISION UNIT BOCO 10,565,329 10,564,292 10,758,876 10,821,508
EXPENDITURE
o1 PERSONNEL
5100 SALARIES 4 824 453 4805612 4,936,209 4008 326
5170 SEASONAL 1,062,220 1,050,087 1,062,230 1,062,230
5200 WORKERS COMPENSATION 130,396 96,695 57,439 56,858
5300 RETIREMENT 708,969 718,896 727,240 725,271
5400 PERSONNEL ASSESSMENT 46,423 46,832 47,011 47,627
5500 GROUR INSURANCE 614,121 702,185 702,185 703,185
5700  PAYROLL ASSESSMENT 16,882 17,132 17,274 17,496

The following options are available for the NEBS210 Line Item Detail and Summary report:

e Detail by GL/category
e Summary by GL/category
e Summary by GL/category and decision unit type

You can select one or all of the options listed. Other text options can be accessed through the Additional
Detail section of the settings page. All reports in NEBS, once generated, are in PDF file format and can
be printed, saved, or e-mailed.

A list and a brief description of the available report in NEBS is provided below:

13



Budget Account Reports

NEBS200A Budget Book (Agency) - An abbreviated budget report by decision unit used by the
Legislative body.

NEBS210 Line Item Detail & Summary - A detailed budget report used by fiscal staff.

NEBS211 Adjusted Base - A report by GL/OC showing base + M-150 used by fiscal staff.

NEBS220 Budget Highlight - A brief description of a budget accounts decision units listed in priority
order.

NEBS225 Version-to-Version Comparison - Allows comparisons between budget account versions.

NEBS300 Activity Budget Agency Info — Gives agency information entered in the Activity tab.

NEBS310 Activity Budget Activity Report — Detail information of activities, performance measures,
and population entered in NEBS.

NEBS610 Performance Indicators - Administrative report of performance indicators.

NEBS620 Major Budget Initiative Detail — Detail information about Major Budget Initiatives entered in
NEBS for an agency.

NEBS630 Line Item-to-Fund Map Comparison - Gives fiscal staff a quick reference to balance a fund
mapping.

NEBS640 Fund Mapping Detail Report - Gives detailed fund mapping information.

NEBS650 Line-ltem Work Program Summary Report - Gives fiscal staff the detailed changes of a
budget amendment.

Schedule Reports

NEBS900 EITS Projected Utilization Reports - Reports projections and expenditures affecting EITS.

NEBS990 Statewide View of BAV Schedules - Budget account specific schedule-driven reports.

Payroll Reports

NEBS130 Payroll/Position Detail - Gives pay and position detail.

14



NEBS135 Position Summary - Allows for quick reference to FTE counts with version comparison
capability.

NEBS138 Listing of Unclassified Positions within x% of Governor's Salary - Report of unclassified
positions funded at a certain percentage within the Governor’s salary.

Out of Balance Reports

NEBS234 Out of Balance Budget Account - Used by fiscal staff to ensure a budget account is balanced.

NEBS235 Reserve Out of Balance - Used by fiscal staff to ensure budget accounts funded by reserve are
balanced.

NEBS240 Category Negative - Used by fiscal staff to ensure a budget account does not have a fiscally
negative category balance.

NEBS241 GL Negative - Used by fiscal staff to ensure a budget account does not have a fiscally
negative GL/OC balance.

NEBS330 Activity Mapping Linked to Incorrect Division — Used by fiscal staff to ensure activities are
linked to the correct division.

NEBS340 Mapping Exceptions Report — Used by fiscal staff to verify fund mapping is accurate.

NEBS990X Statewide BAV Schedules Exceptions — Used by fiscal staff to ensure schedules are
complete and accurate.

Closing Reports

NEBS130WP Payroll/Position Work Program Detail - Position pay summary sorted by groupings.

NEBS210WP Line Item Work Program Detail - Summary expenditure report by GL/OC or category.
Used by management as a quick reference.

15



Account Maintenance

Introduction

The account maintenance function of NEBS is the starting point for building a budget in NEBS and tells
the system how a budget will be constructed. This is where you will indicate which decision units you
will be requesting, which categories you will use for your revenue and expenditure authority, and which
specialized revenue ledgers (non-standard GLs/OCs with an agency specific description) will be in your
budget. This is also where you will establish your position groupings, indicate which assessments will
be included in the budget, and add agency level priorities.

To access the Account Maintenance screen, click on the Acct. Maint. tab within the NEBS Line Item
screen.

Budget Account Line Items

Budget Period: 2007-2009 Biennium (FY05-09) Year 1 out of balance: -393,999
Budget Account: 2020 DEPARTMENT OF MYSTERY ear 2 out of balance: -393,999
Version: A0D AGENCY REQUEST AS SUBMITTED [Line Itern changes saved
Decizion Unit Filter: | B000 BASE | Save | SaveandRetum | Cancel |  Edit actualiwe
Delete DU Catg GL Description Actual  Work Pgm Year 1 Change Year 2 Change Schedule
C I
@ [ B0OOD 00 2501 APPROPRIATION CONTROL 982,223 a79,708 [ 1,799,589 [ 0 [ 1829077 | 0 - Mone -
[F BOOO 00 3500 FEDERAL RECEIPTS 1 | 1) 0| 1 0 - MNone -

There are five sub-functions within the Account Maintenance tab:

Decision Units

Categories

GLs

Line Item Position Groups
Assessment Settings

oL E
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Five sub-function screens within
the Account Maintenance screen

Summary Line Items Schedule-. Acct. Maint. i
View: Decision Units | Categories | GLs | Position Groups | Ass@ésment Settings
Budget =
Code Description D;Eiaoﬁ:;ent Account g
Priori‘ty
IE] Add Decision Unit..
& Account Maintenance Screen Functions
=l ® Extract to Excel / PDF
) MB800 COST ® Add Line ltems
2l Mﬁg AT LEVEL CLOS : grefaiej}{ore;
elele Line liems
ESO0 ADIUSTMENTS - TRANSEEl o Copy
- NT EQUIPMEN]
ES00 COST ALLOCATION 9999 5
Y ES0S CLASSIFIED POSITION RECLASSIFICATIONS 9999 6
=] E900 TRANSFER FROM DIV OF PROGNOSTICATION 9999 7
E720 NEW EQUIPMENT 9999 8

The default screen is the Decision Units screen. There are five basic actions you will be able to perform

in any of the five sub-function screens within the Account Maintenance screen:

Add line items
Delete line items
Download data to Excel or a PDF file

agrwdE

Establishing Decision Units

Three decision units will already be established in the budget in NEBS:

e Base decision unit (B-000)
o Inflation decision unit (M-100)
e Adjustments to Base decision unit (M-150)

17



Code

BOOO
M100
B miso

Wiew: Decision Units | Categories | GLs | Position Groups | Assessment Settings

Description Dﬁfi'zﬁtmfnt Erl::gﬁi: nseum %
BASE Eiria n/a
INFLATION Réa v
ADIJUSTMENTS TO BASE n/a i

Aadd Decision Unit..,

Done |

There is no priority capability for these pre-established decision units. Where appropriate, use the

Account Maintenance function in NEBS to define any additional decision units you require in your

budget request. By default, all budget elements contained within the three pre-established decision units

in NEBS will already be defined and initialized in the system. Any request for funding that is outside

your adjusted base budget must first be defined and recognized by the system before costs can be
associated with it in NEBS. To the left is an example of a decision unit screen.

Establish a Decision Unit

Click the Add Decision Unit icon 4
Click the Code drop-down menu.

=

no

3. Click on the appropriate decision unit title (one that corresponds as closely as possible to your
decision unit goal as it relates to the governor’s functional goals as defined in the Budget
Instructions Manual - Appendix B). Call your budget analyst for assistance if you are having

difficulties choosing an appropriate title for your decision unit.

18



Basic Info

.Budget Account Decision Unit

Budget Period: 2007-2009 Biennium (FY08-09)
Budget Account: 1052 ARCHIVES AMD RECORDS
Version: AQ0D AGEMCY REQUEST AS SUBMITTED

Decision Unit: MNew Decision Unit for this Budget Account

Mame: E

Department Priority: 99

—_

Budget Account Priority:

—

E125 EQLITABLE,

E126 EQUITABLE,
E127 EQUITABLE,
E128 EQUITABLE,

[1|e123 EQUITABLE]

E130 EQUITABLE.
E131 EQUITABLE,
E132 EQUITABLE,
E133 EQUITABLE.
E134 EQUITAELE,
E135 EQUITABLE,

Code: [E125EQUITABLE, STABLE TAX STRUCTURE

STABLE TA RUCTURE
STABLE TAX STRUCTURE
STABLE TAX STRUCTURE
STABLE TAX STRUCTURE
STABLE TAX STRUCTURE
STABLE TAX STRUCTURE
STABLE TA&X STRUCTURE
STABLE TAX STRUCTURE
STABLE TAX STRUCTURE
STABLE T&x STRUCTURE
STABLE TAX STRUCTURE

4. Assign your decision unit a priority number. All decision units (other than base, M-150 and M-

100) must have an assigned priority number. The assigned priority number of a decision unit
may be changed at any time during the agency request phase; however, you may not duplicate

priority numbers.

5. Click the Save button to save your work and stay in the decision unit screen. Alternatively, click
the Save and Return button to return to the Account Maintenance screen.

Once you click the Save button, the system will give you the options to copy or delete your newly
establish decision unit without returning to the Account Maintenance screen. This screen option is

illustrated below.
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Budget Period: 2007-2009 Bienniurm (FY08-09) Decision Unit Added
Budget Account: 1052 ARCHIVES AND RECORDS
Version: A00 AGENCY REQUEST &5 SUBMITTED
Decision Unit: E125 EQUITABLE, STABLE TAX STRUCTURE

Saved decision unit number and

Basic Info title.
Code; E125 - /

Marme: EQUITABLE, STABLE TAXx STRUCTURE
Department Priarity: 9999

Agency assigned priority.

Budget Account Priority: I'I <

Save | oawve and Return I Cancel | Delete |

Copy a Decision Unit

From the Account Maintenance Screen:

Click the copy icon .

Click the Budget Account drop-down and choose the budget account you want to copy to.
Click the Version drop-down and chose the version you want to copy to.
Click the Decision Unit drop-down and chose the decision unit to copy to.

o If you want the copied value to be negative, or opposite (i.e., a transfer decision unit) of
the values in the decision unit, check the Opposite Copy box.

o If you want to include position data, check the Include Position box and indicate if you
want the data to copy over as new positions, exact copies, or transfers.

o Indicate if you want to reuse the same position control numbers (PCNs) or assign new
PCNs. If you are simply copying data straight across to another budget account or
version, then you would usually check the Reuse PCN box. If you are copying position
data over to another version or budget account to create similar new positions, check the
Starting PCN # box with the first number in the sequence you would like to create.

5. Click the Copy button when you are finished entering your copy parameters. This will return you
to the Account Maintenance screen.

APwnhE

The following screen shot illustrates the options available within the Copy Decision Unit screen.
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Copy Decision Unit

Copy Decision Unit

Source:

Budget Period: 2007-2009 Biennium (FY08-09)
Budget Account: 2020 DEPARTMENT OF MYSTERY
Yersion: AO0D AGENCY REQUEST AS SUBMITTED
Decision Unit: E325 SERVICES AT LEVEL CLOSEST TO PEOPLE

Destination:

Budget Account: [2020 DEPARTMENT OF MYSTERY |

version: |A00 AGENCY REQUEST AS SUBMITTED |

Decision Unit: ]E325 SERVICES AT LEVEL CLOSEST TO PEOPLE [EXISTING] ;I

Opposite Copy: [

Include Positions: @ and treat positions as | 'l

Reuse PCN#s: [~ -OR- Starting PCN#: I 0010

Copy Cancel |

Adding a Note in the Account Maintenance Screen

1. Click the Note icon Efrom the Account Maintenance screen.
2. Click the appropriate text input field and type in your information.
3. Click either the Save or the Save and Return button.
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Budget Account Decision Unit Text

Decision Unit; B000 BASE

Dec Unit Syncpsis
{Prints in Executive Budget Book)

Jucstification:

analyst Comments:

Budget Period: 2007-2009 Bienniurm {(FY08-09)
Budget Account: 1052 ARCHIVES AND RECORDS
Version: A00 AGENCY REQUEST &S SUBMITTED

This bhox i3 intended for agencies to provide a short, but
concise and complete, description of the purpose for the
decision unit. This test will print out in the NEES
reports This section has a text limitation.

This section 13 provided to the agency Tor more extensive
explanatory information and detail. There i2 not text
limitation for this section, but 1f you have a large
gquantity of information to provide consider attaching a
word, or some other application to your decision unitc.

This section is reserwved for Budget Office staff

Save Save and Beturn Cancel

Attaching Files to Your Decision Unit Note

At the bottom half of the Budget Account i T
Decision Unit Text screen: Delete Atachment
1. Click the Browse button and the i
Choose File screen will appear. From ! |
this screen, browse and select the file AttechFile_|

you want to attach to your note.
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2. Click Open.
3. The file name should appear in the  [EE==XE 1]
Flnd FI Ie fleld Look in: IE Rodrigue on Budget\Sys\User' (H:) ;’ - E’F -
H H H |1 2005-07 budh =] “WRL2748,
4. Click Attach File to add the file to B |spetdane - Biplos
1 History |1 Budget 101 z_j 05time Rodiguez
the I ISt Of attaCh ments v 4 ca My Document: xJUE time Rodriguez 1121
9 |1 NEBS Manual EZUUS Payroll Projection:
Desktop @ ~$tachment f - fund maps b @ 2003 SB 507 extracts
3 =] “WRL0390.trp E 2005 AG Hours Details
ﬁ | “WRLOB3Z.tmp '4!1 2005 WP Summary - Bl
[AMeleT e | =] “WRL1135.tmp B 200507 BUDGET TIMI
#| “WRL2474.trp ﬁ 2005-07 Leg Apprvd Cc
= | “WRL2E74.trrp B) 24nd Edition of SAM
' K|
= File name: m
My Network P...
e Files of type: /AII Files %) j Cancel |
Attachrnents:
Wiew Attachment
Delete Attachrent
Find File:
IH:\EIJEIS Fayroll Projections xls Browse... |
Altach File attachments: 5003 P I Proi - |
aro I'D]ECtIDI'IS.:( g “iew Attachment I

Delete Attachment I

/ Find File:

| Browse... I
Aftach File |

View an Attachment from Your Note

1. Click on the file you want to view in the Attachments box.
2. Click View Attachment.

Delete an Attachment from Your Note

1. Click on the file you want to delete.
2. Click Delete Attachment.
3. Click OK.

Delete a Decision Unit

23



Budget Account Decision Units

Budget Period: 2007-200%9 Biennium (Fr03-09) [Dec:isiu:un ot ddded

Budget Account: 1052 ARCHIVES AMND RECORDS
Version: AD0 AGENCY REQUEST AS SUBMITTED

Microsoft Internet Explorer x|
s

Y
¥ L ; 5 ki ? Are you sure you want to delete thiz Decizion Unit?
View: Decision Units | Categories | GLs | Position Groups

Code | Description Ok I Cancel |
add Decision Unit...

BOOD BASE n/a nfa
M100 IMFLATION-STATEWIDE-FOR BUDGET DIV USE ONLY n/a néa
@ M101 INFLATION - AGENCY SPECIFIC n/a nfa
M150 ADIUSTMENTS TO BASE n/a n/a

1. Go to the Account Maintenance screen.

2. Click IE

3. Click OK.

Download or Extract Decision Unit Data to an Excel or PDF File

File Download E.
"'E Some files can harm your computer. |F the file information below
= looks suspicious, or you do not fully trust the source, do not open or
zave this file.

File name: B&VDecisionlnit. csy
File type:  Microsoft Excel Comma Separated Y alues File

Frarm: neas. skate. nv.us

wfould vou like to open the file or zave it to pour computer?

Open I Save I Cancel More Info I

IV | Slivays aste Before Goenina this e of fle
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From the Account Maintenance screen

it
1. Click the Excel @or PDF Iijicons
2. Click Open

This will open Excel or Adobe Acrobat and display your file. If you wish to save the file, simply name
and save your file as you would any Excel or Adobe Acrobat file.

Establishing Categories

All categories with associated line items in the agency’s biennial legislatively approved budget will
already be established in the next biennial budget in NEBS. Remember to include adequate descriptive
text at the category level when creating or defining new or specialized expenditure categories.

With the exception of the copy function, the Categories screen under the Account Maintenance screen
will look similar to the Decision Unit screen. Within the Categories screen you will be able to create
notes, delete certain category line items, add categories, and export data to Excel or Acrobat. Below is
an illustration of the NEBS Categories Maintenance screen.

Budget Account Categories

Budget Period: Z007-2009 Biennium (FrY0s5-09)
Budget Account: 1052 ARCHIVES aMND RECORDS
Version: A00 AGEMCY REQUEST AS SUBMITTED

Acct. Haint
Wiew : Decision Units | Categories | GLs | Position Groups Assessment Settings
Cat Description @ |i"]'
Add Category...
[ 0o REVEMNUE
] o1 PERSONMEL
=] 02  OUT-OF-STATE TRAVEL
£l 03 IN-STATE TRAVEL
@ 0 OPERATING EXPEMNSES
0s EQUIPMENT
10 RECORDS SEARCH
20  HISTORIC RECORDS ADVIS BD
@l 26 INFORMATIOMN SERVICES
87 PURCHASING ASSESSMENT
a8 STATEWIDE COST ALLOCATION PLAN
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Adding a New Expenditure Category

Budget Account Category

Budget Period: Z007-Z009 Biennium (FrY08-09)
Budget Account: 1052 ARCHIVES AMD RECORDS
Version: A00 AGEMCY REQUEST AS SUBMITTED

Category: MNew Category for this Budget Account

Basic Info

Category |06 LAMD & BUILDIMNG IMPROWVEMEMTS ;l

0& LAMD & BUILDIMNG IMPROVEMEMNTS -
07 MAINT OF BUILDIMGS & GROUNDS

nd Feturn I Cancel

03 TITLE NEEDED
11 TITLE HEEDED
12 TITLE HEEDED
13 TITLE HNEEDED
14 TITLE HEEDED
15 TITLE HEEDED
16 TITLE HEEDED
17 TITLE HEEDED bl

From the Categories screen:

PR

oo

Click s

Click the Category drop-down menu.

Click on the category number you wish to add.

Click Save. If you are establishing a new non-standard expenditure category in your budget, do not click
the Save and Return button yet - you still need to give the new expenditure category a name.

Click on the name field.

Type in the desired category name.

Budget Account Category

Budget Period: 2007-2009 Biennium (FY08-09) |Categ0r'.r e

Budget Account: 1052 ARCHIVES AND RECORDS
Version: A00 AGENCY REQUEST AS SUBMITTED
Category: 08 - TITLE NEEDED

Basic infe Non-standard expenditure catego-

ries require you to add a name.

Category 0E

Name: [TITLE NEEDED

Save Save and Return Cancel Delete
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7. Click Save and Return.

Delete a Category

From the Categories screen within the Account maintenance screen

1. Click E

2. Confirm this is the category to be deleted and click OK. Do not delete any categories that have activity in
the base or work program years.

Download or Extract Decision Unit Data to an Excel or PDF File

From the Categories screen within the Account Maintenance screen.

1. Click the Excel @or PDF LﬁJicon.
2. Click the Open button.

Refer to the Establish Decision Unit section for more information on extracting or downloading to Excel
or PDF file formats.

Establishing GLs (General Ledgers)

The GLs sub-function screen within the Account Maintenance screen allows you to establish revenue
ledgers in your budget. While the ledgers have a standard statewide name in the Controller’s statewide
chart of accounts, you may rename them to more accurately describe the revenue source. For example,
revenue ledger 3500 in the statewide chart of accounts is used to record federal receipts. If you receive
Federal receipts and use this revenue ledger in your budget, you may give the ledger a name reflects the
revenue source, i.e., Federal USDA Food Safety grant. This revised revenue title will be displayed in the
budget and on the reports.

Add a New General Ledger or Object Code Line Item

From the GL screen within the Account Maintenance screen

Click %

Click the GL Code drop-down menu.
Click the GL you want to add.
Click Save. Do not click Save and Return yet - you may want to rename the added GL.

PO E
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Budget A t GL
You cout change s e obe

more representative of the par- Budget Period: 2007-2009 Biennium (FY0§-09) |Ohject added

ticular federal grant your budget
account will bring in (.., Federal f Account: 1052 ARCHIVES AND RECORDS
Library Services and Technology

(LST) Grant).

: ADO AGENCY REQUEST AS SUBMITTED

GL: \436 - FED LIBRARY GRAMT-TITLE I

Basic Info

GL Code: 3436

Description: [FED LIBRARY GRANT-TITLE |

Sawve Sawe and Return | Cancel |

5. If you wish to give a new title name to the GL click the Description field.
6. Type in the new name.
7. Click Save and Return.

Delete a GL

I Microsoft Internet Explorer X

f@ Are pou sure you want to delete this GL?

| oK I Cancel |

Summary

View : Decision Unitg

FED LIBRARY SERVICES AND TECHOMNOLOG
3436 FED LIBRARY GRAMNT-TITLE I

3581 NAT'L PUBS AMD RECORDS COMMISSION

From the GL screen within the Account Maintenance screen:

1. Click .Enext to the line item you wish to delete.
2. Click OK. Do not delete any GLs that have activity in the base or work program years.

Defining Position Groups

The position groups screen allows you to establish groups to organize positions in the budget and affects
how positions will be displayed on payroll reports. It is not mandatory to establish position groups, but it
is helpful - particularly for agencies with a large number of FTEs. Agencies can establish position
groups however they so choose. Some grouping possibilities include:
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e Location

e Funding source
e Section

e Programs

I§ Budget Account Version Position Group List

‘Budget Account Position Groups

Budget Period: 2007-2009 Biennium (FY08-09)

[Position Group Added

Budget Account: 1234 EXAMPLE OF AN AGENCY REQUEST BUDGET
Version: A0D AGENCY REQUEST AS SUBMITTED

View : Decision Units | Categories | GLs | Position Groups | Assessment Settings

Code Diescription =] 4}

Add a Position Graup...
ABC ABC GRANT PROGRAM

ADMIN DIRECTOR'S OFFICE - ADMINISTRATION

CO  CORRECTIONAL OFFICERS
FISCA  FISCAL DIVISION
G1 DEFAULT GROUP

View : Decision Units | Categories | GLs | Position Groups | &ssessment Settings
Code Description @ E‘}
#dd a Position Group...
Gl DEFALILT SROUP
Done

NEBS also provides the ability to fund map at the position group level which will be helpful to agencies
that have multiple positions funded by the same funding source.

Add a Position Group
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From the GL screen within the Account Maintenance screen:
The group G1 will already be established as the default.

1. Click on the Position Groups field

2. Click u'n

3. Type in the grouping code (up to five characters) you want to establish. Examples would be CC for
Carson City, LV or Las Vegas, FF for federally funded positions, or GF for general funded positions.
There is no limitation on how you can group positions.

4. Click on the name field and type in the description for the code you just entered.

5. Click Save or Save and Return

The screen shot below illustrates how this would appear in NEBS.

Budget Account Position Group

Budget Period: Z007-2009 Biennium (FY0&-09)
Budget Account: 1052 ARCHIWES AND RECUORDS
Version: &00 AGEMCY REQUEST AS SUBMITTED

Position Group: MNew Position Group for this Budget Account

Basic Info

Fosition Group Code: IEESF

Mame: |CARSON CITY OFFICE STEWART FACITLITY

Save Sawve and Feturn Canzel
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Basic Info Additional Text

Start: I.Jul_l.l ;I |2DD?;I End: |.Jur'|e |
Anniversary: I.Jul_l.l ;I
Type: IEHisting ;I

Group: |M1 M_l,latery'l;l

H1 Histare 1 |

Retirement Caode:

Class: | L2200 EXECUTIVE OFFICER

|

Return to the Positions tab. Changes to position grouping must be made one position at a time. For each
position you wish to update, highlight the position and select the desired group from the pull-down list.
Since NEBS does not allow you change the grouping of multiple positions simultaneously, a
workaround is to rename the position group for the majority of the positions you are changing. This
must be done carefully as every position assigned to the group you are renaming will be affected. The
best use of this method would be on an account where position grouping has never been used and all
positions are assigned to the default G1 group.

To change multiple positions, click on the Additional Attributes view and use this screen. The

information for each position is listed on a row and the position group can be changed easier than
opening each position individually.

Delete a Position Group

From the Position Group screen within the Account maintenance screen:

1. Click Enext to the line item you wish to delete.
2. Click OK.

Defining Assessments Settings

Only Budget Division budget analysts have access to this screen - access by any other user is blocked.
By default, all positions in a budget will receive the assessments selected on this screen. If you believe
that you should not be assessed one or more of the assessments described below, contact your budget
analyst.
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Yiew: Decision Units | Categories | GLs | Position Groups | Assessment Settings

Retirerment:  |v Warker's Comp: v Personnel &ssessment:  [v
Unermployment Insurance: W Payroll Assessment:  [v Retirernent Group Insurance: [v
Medicare: W FICa: W AG Employee Tort: |V

Employee Bond Insurance: W DolT Infrastructure: v DolIT Contract Administration: [V
DolT Security: W DolIT Planning: W DolT Enterprise IT: v

Save | Daone |

Actual and Work Program Revenues and Expenditures

The purpose of this section of the NEBS manual is to guide you through the NEBS Edit Actual and
Work Program screens and show you how to input and save your changes into the NEBS system. The
Edit Actual and Work Program screen is a sub-function of the NEBS Line Item screen. The following is
a sample NEBS Line Item screen.

Budget Period: 2007-2009 Biennium (FY08-09)

20 DEPARTMENT OF MYSTERY

version

Line Items Schedules Fund Mapping Acct. Maint

Decision Unit Filter: IBOW BASE j Save | Save and Return ‘ Cancel I Edit Actual/Wp ACtUaI refers to the even num-
Delste DU  Catg GL Description Actual Work Pgm Year 1 Change  Year2 Change Schedule bered year (2006)l work program
o refers to the odd numbered year
r e L APPROPRIATION CONTRS t { [ ‘Q L0l ”'“““ [__E-u (2007), and year one and year two
pEgr—— g e e e o refer to the even and odd years
e S s P G . el - of the biennium for which you
— g ] | T are budgeting (2008 and 2009,
s ‘ e i RoLL respectively).

slsfsioislelslelslseNNs RN

r B000 9157 TRANSFERS-INTRAAGENCY T ALLOC 17,494 17,991 17,494 17,494 None
r
[ BO00O 86 9178 RESERVE - BAL FWD TO SUBSEQUENT FY 100 100 [ 100 [ o[ 100 [ 0 - None
21 SE

Total Revenue 1,116,170 1,027,787 1,866,106 1,895,594

Total Expenditures 1,510,170 1,439,787 2,260,106 2,289,594

Difference -394,000  -412,000  -394,000 -394,000

Save ] Save and Return | Cancel ]
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BOOO
BO000
BO0D
BODO
BOOOD
BOOO
B000
BODO
BODO
B0OO0

BOOO

Budget Account: 2020 DEPARTMENT OF MYSTERY

Yersion: ADD AGENCY REQUEST AS SUBMITTED

sSummary

DU Catg

B[

ol
[uk]
[uk]
(U]
[aN]
01
01
01
01
01

01

Vear 1 out of balance: -393,599
Tear 2 out of balancs: 411_.’;.'.'13. .

Line Items

Save |

Save and Return

equal

Whenever your revenues do not

your expenditures, NEBS

will display a message box indicat-
ing the amount and year you are
out of balance.

| Cancell Edit ¥1/¥

GL | Description

2501 APPROPRIATION CONTROL

3580 FEDERAL GRANT

3831 ADMINISTRATION CHARGE

4254 MISCELLANEOUS REVENUE

4601 GENERAL FUND SALARY ADJUSTMENT
5100 SALARIES

5200 WORKERS COMPENSATION

5300 RETIREMENT

5400 PERSONNEL ASSESSMENT

5500 GROUP INSURAMNCE

5700 PAYROLL ASSESSMENT

Waork Lﬂ
Pgm

Aztual

&

L Edit Actual and Work Program is a
sub-function within the NEBS Line
ltem screen.

975.423 |

858.7080

8.607 |

8,607

6,070 |

£,070

51,840 |

53,280

67430 |

gnizz

259,842 |

293,978

4496 |

4212

60,764 |

70,872

2675 |

2,939

must

finish

The sum of all your revenues

be in balance with the sum

of all your expenditures when you

editing your actual or work

program year.

23.09 |

30,010

857 |

m

From the NEBS Line Item screen, clicking the “Edit Actual / WP” link will open the screen where you
can edit your actual (even-numbered year) and work program (odd-numbered year) amounts. The screen
shot at right illustrates how your data may appear in the Edit Actual / Work Program screen.

You may use either the TAB key (pressing the key advances the cursor to the next field) or the mouse to

select a specific input field to make your adjustments. You can also click

.

to add GL line items

where needed. You may save your actual and work program data to an Excel or PDF file by clicking

@or I}—t] Be aware that if you save your data to Excel and edit it outside of NEBS, you will not be
able import your spreadsheet back into the system. The only way to enter spreadsheet data into NEBS is
to copy and paste it one field at a time.

To add a line item to your Edit Actual / Work Program data screen, click

4+

. A new line will be added

at the top of the GL list. Input the appropriate data values for category, GL, actual, and work program
amounts and save your entry by clicking either the Save or the Save and Return buttons.
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Line Items Schedules Positions Fur

Save I Save and Return I Cancel | Edit Y1/v2

=

Du Catg GL  Description Actual Wark lj
Pam L,H

Click once to add a single
new line item. To add multiple

M

lines, type the desire number of 8000 | [ I | 0
new lines in the box adjacent to BODO 00 2501 APPROPRIATION CONTROL [ w2223 [ 8.0

and click the icon.
EEI B000 0o 3580 FEDERAL GRANT | 8807 | 8,607
BOOD 00 3831 ADMINISTRATION CHARGE [ eoa [ &0

BOOO oo 4254 MISCELLAMEQUS REVEMNUE 51.840 53,280

Multiple new line items may be added by changing the number in the

DU field (immediately to the right of the icon). The default is 1. Enter
the number of desired new lines and click the icon. Use either the tab

key or your mouse to navigate to each input field.

.
Line Items Schedules Positions Fun
Save | Save and Return | Cancel | Edit Y1/v2
e Wwark lg]
DU Catg GL  Description Actual Pgm lﬁ
[
BOOD | o 0
BOOO [ o | 0
BOOD I 0 [ 0
BO0O l 0| o
Booo oo 2501 APPROPRIATION COMNTROL I 982,223 I 879,708
BOOD 00 3580 FEDERAL GRANT [ sew [ 8Ew

Microsoft Internet Explorer I

) WARNING: Bemember that if yan changed an achual expendibuee it will alsa update the coresponding year 1 and pear 2
k. * amountz. This means you may have to either manually adjust thoze amaounts again or re-process any associated
schedules.

Are pou sure you want to save?

(1] 4 Cancel

When you have completed your adjustments, click Save. The system will warn you that changes made to
your actual or work program amounts will automatically be reflected in your line item actual, work
program, year one, and year two amounts. Confirm that you want to continue and save your changes by
clicking OK. If you are changing revenues, you may still edit the amounts for year one and year two in
the line item.

To delete a line item added to your actual and or work program screen after you have saved it, sSimply
locate the line you want to delete within the NEBS Line Item screen, check the delete box located next
to the note icon on the left side of the screen, then click Save. You will be asked to confirm the deletion.
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Click OK to remove the line item(s) from your actual and work program amounts. Do not delete line
items that have activity in either the actual or work program years.

Line Items Schedules Positions Fund Mapping Acct. Maint.

Decision Unit Filter: | BO00 BASE =l

Save and Beturn Cancel Edit Actual/ WP

Delete | DU Catg GL Description

[

Year 1 Change Year 2 Change | Schedule

(]

[T eo00 OPRIATION CONTROL 982,223 879,708 | 1793589 | 0 [ 1829077 | 0 - Mone -
v 3500 FEDERAL RECEIPTS 1 1 11 ] 1 0 - None -
[T BOOO 00 3580 FEDERAL GRANT 5,607 5,607 | 8607 | [N 8607 | 0 - Hone -
£ r eooo oo 3831 ADMINISTRATION CHARGE 8,070 6,070 | 6070 | 0 6070 | 0 - None -

@ Yol are about to delete the selected line(s) below

Are you sure you want to delete the selected line(s) and save all other changes made to this page?

QK Cancel

When you are finished editing your actual and work program amounts, click on the Save and Return
button to return to the NEBS Line Item screen.

Position Reconciliation

Position reconciliation verifies that base positions and all associated information in NEBS accurately
reflect the legislatively approved positions plus any Interim Finance Committee (IFC) or Budget
Division initiated position changes that occurred during the interim. Sunsetting or otherwise terminating
positions must also be taken into account during position reconciliation.

Phase One - Verify FTE Count and PCN

During Phase One you will:

o Verify the total Full-Time Equivalent (FTE) count is accurate based on the most current information.
o Verify NEBS Position Control Numbers (PCN) to those in IFS.
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Budget Account Positions

Budget Period: 2

Budget Account: 4

Wersion:

Viewing page 1 of 1

ou

Add Position...

[ BOOO
[ BOOO
2 BO0O

Decision Unit Filter:

WView:

007-2009 Biennium (FY0&-09)
738 P3, DIGNITARY PROTECTION

A00 AGENCY REQUEST A5 SUBMITTED

Summary

Line Items Schedules

7 el

v|

BOO0 BASE

Fund Mapping Acct. Maint.

Positions

Jump Tao PCN:

Basic ﬁ&ributeslw | Jump To Pege: ]| 1] l

: (WP | Done || CopyfTranster.. || RecalcPayroll..
FTE S
PCM # Group Class Class Description Type  Grads Step Ad)  Act WP Yrl  vr2 m
I sl
File Download

oooozo Gl 11104 DPS SERGEANT R 2010

Do you want to open or save this file?
000025 G2 11106 DPS OFFICER 2 2010

¢ e Mame: BAVPositions.csy
ooon40 Gl 11106 DPS OFFICER 2 - z010
Type: Microsoft Excel Comma Seprated Yalues File, 947 ...

] File Edit Wew Insert Format Tools Data Wind
D) new CtrhN
ﬁrgpen Chrl4-O

Close

v

From: lily.state.nv.us

[ Open Save Cancel ]

J J |

‘While files from the Intemet can be useful, some files can potentially
harm your computer. If you do nat trust the source, do not azen or
save this file. ‘What's the rigk?

Save in:

| \C7) position recon screenshots
"

~em @ X 5 ED - Tooks -

Chrl+5

Microsoft Excel.

Enter the new file name and
change the file type from CSV to

File name:

Save as type:

N

Be sure you have selected the
folder you want to store the file in.
The default is a temp file folder —
choose a new folder on a network
drive or on the C: drive of your PC.

Iexcel download #2

| u Save |

Cancel |

Microsoft Excel 5.0/95 Workbook

Template
Text (Tab delimited)
nicode Text
0 = 09 OrkbDoo
Microsoft Excel 97-2000 & 5.0/95 Workbook
CSY {(Comma delimited)
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Please refer to the Budget Building Manual for a detailed description of the position reconciliation
process. These steps must be completed prior to July 1 of the even numbered fiscal year.

Suggestions for Reconciling Positions in Phase One

Download base positions from NEBS into an Excel spreadsheet:

o Click the Positions tab; make sure BASE (B00O0) appears in the Decision Unit Filter dropdown box. Click

the Excel icon on the right hand edge of the screen.

e Click Open and an Excel spreadsheet showing the current position information in base in NEBS should
open. Save the spreadsheet as an Excel file by choosing File -> Save As...., browse to the folder in which
you want to save the file, enter an appropriate name, change the file type to an Excel workbook using the
“save as type” combo box, and click Save.

BOOO 000020
BOOO 000025
BOOO 000040
BOOO 000050
BOOO 000055

Gl
G2
Gl
Gl
G2

BAV Position List
Date: 3/14/06 1:08 PM
Budget Period: 2007-2009 Biennium (FY08-09)
Budget DIGNITARY PROTECTION

Version: A0O0 AGENCY REQUEST AS SUBMITTED
DU PCN Group Class

11104
11106
11106
11106
11106

Class Description Type

DPS
DPS
DPS
DPS
DPS

SERGEANT
OFFICER 2
OFFICER 2
OFFICER 2
OFFICER 2

Existing
Existing
Existing
Vacant
Vacant

Grade Step Adj Act FTE
WP ¥rl ¥r2 Start Dt End Dt

41
39
39
39
39

HH®©OE

0

[=N=Re=R=)=]

BPHRRER

BHRRER

Example of a position list down-
load. During the phase one recon-
ciliation, your primary interest is in
the PCN and FTE columns.

(R

1 Jan - 2005 Jun - 2010
1 Jan - 2005 Jun - 2010
1 Jan - 2005 Jun - 2010
1 Jan - 2005 Jun - 2010
1 Jan - 2005 Jun - 2010

e Compare the NEBS download to IFS/Advantage HR.

37




Contact your system administrator for assistance with installing Advantage HR on your desktop. Start

Advantage HR. Once you log in click Go To and type QPAT in the Code field.

Open the Position Authorization Inquiry folder and enter the base fiscal year, your agency number, and

your budget account number. Press the function key F4 on your keyboard.

The number of authorized FTEs should match the total actual (Act) FTEs from the NEBS download
spreadsheet. Be sure to account for positions that do not begin until the second year of the biennium
(they will be reflected in NEBS - in the WP FTE column - but not in Advantage). If the figures do not
agree, examine the authorized FTEs in Advantage versus the actual FTEs in NEBS on a position-by-
position basis. Do this by clicking Go To - to display the PAMT screen and in the Code box type
PAMT, entering the current fiscal year, agency and budget account number then pressing the function
key F4.

Fiscal Year 06 Agency | 650 Organization 4738

Poszition Authorized  Authorized Filled Filled Yacant YYacant Owerfill

MNurnker Incumbents FTE |ncumbents FTE Incumbents FTE Authorization  Comments
1| [l 1] 0.00 1] 0.0000 1] 0.0000 N Transfered to BA 4727 Eff
2 0015 0 0.00 0 0.0000 0 0.0000 M Transfered to BA 4727 EFf
3 00z0 1 1.00 1l 1.0000 0 0.0000 M Reclassified #366-2-02 Ef
4 0025 1 1.00 1 1.0000 ] 0.0000 M
5 0030 0 0.00 0 0.0000 0 0.0000 N Transfered to BA 4727 EFf
B 0035 0 0.00 0 0.0000 1] 0.0000 N Transfered to BA 4727 EFf

Phase Two - Confirm Position Information

The second phase of the position reconciliation process is done after the Budget Division completes its
final payroll download shortly after July 1 of the even numbered fiscal year. You must finalize the
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position reconciliation prior to submitting your budget to the Budget Division on or before September
1st. In phase two you confirm the position characteristics and the information related to the incumbent
(class code, grade, step, retirement, etc). This phase includes the following steps:

o Verify the employees’ class code. Be sure to review all reclassifications that have occurred during the
interim session. Positions that are currently under-filled should be budgeted at the approved class code,
not the incumbent class code.

o Verify the employees’ grade, step, and “add step.” Confirm that any adjustments made to the step due to
special language requirements, supervisory requirements, working out of class, etc., are properly reflected
in NEBS. Any deviation needs to be explained in the note at the position level.

o Verify the retirement code and that it matches the class code. For instance, if the class code represents a
police/fire position, the retirement code must be the corresponding police/fire retirement code.

o Verify the payroll and FTE assessments. A common assessment error is to charge the State Personnel
Assessment to unclassified positions.

o Verify that part-time positions not eligible for the Public Employees’ Retirement System (PERS) are
being assessed for the FICA Alternative Plan.

o Verify the position grouping assignments. You may group your positions however you choose. Grouping
is not mandatory, but is recommended. By default, all positions will be assigned to the default group, G1.
Refer to the Account Maintenance section in this manual for more information on position grouping.

Suggestions for Reconciling Positions in Phase Two

Budget Task Bar

Pudget Prepn Tasks

List Budget Account Yersions
List Reports
Calculate Payro

Available Reports

Budget Account Reports -

FMEBSZO004 Budget Book (Agency)
FMEBSZ210 Line Item Detail 2 Summary
MERB=211 Adjuctod Baso

MEBSZ220 Budget Highlight

FMEBSZZ2S5 “Yersion—to-“ersion Comparison
FMEBS&00 Fund MMapping Summary
MNEBSG610 Performance Indicatars
FMEBSG6Z20 Line Item-—-to-Fund Map Comparison
FMEBESGS<40 Fund MMapping Detaill Report

Schedule Reports -

RMEBS200 DaolT Projected Utilizaton Reports
MEBS290 Statewide “iew of BaAw Schedule

Payroll Reports -
HMEBS 1320 Payroll/Position Detail

MNEBS 125 Position Summarry
MNEBS 1322 Listing of Unclassified Positions within =2
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Run a NEBS 130 payroll report by clicking the Reports tab at the top of the NEBS screen to display the
reports menu. Choose NEBS 130 Payroll/Position Detail from the list.

Select base as your decision unit and check A: Position Detail and B: Position Detail - Additional
Attributes (Fringe Indicators). Click Generate Report. This report should make it relatively easy to
verify position information with Advantage or HR Data Warehouse.

Settings for: NEBS130 Payroll /Position Detail

Budget Period: ‘ 2007-2009 Biennium [FY03-09] ‘

Bucget Account Method: &) single (O Multiple O By Analyst

Budget Account: ‘ 4738 PS5, DIGHNITARY PROTECTIOM [Update] ~
Versian: [.&UDAGENC\" REQUEST AS SUBMITTED v|
Position Type: ‘ All e |

Decision Unit: | EEENERNES

Tolide Sm» & - Position Detail [ ] Include Position Motes
_> B - Position Detail - aAdditional attributes (Fringe Indicators)y []
[]c - Pasition Cast Detail
[]o - Position Cost Summary

[l E - FTEA=alary Summary

e [ Generate Repont ][ Cancel ]

NEBS130 State of Nevada - Budget Division 3/15/06 3:11 PM
Payroll/Position Detail

2007-2009 Riennium (FYNA-NQ)
A00 AGENCY REQUEST AS SUBMITTED

Section A: Position Detail
Budget Account: 4728 PS, DIGNITARY PROTECTION

Gd Add Anv Ret FTE FTE FTE FTE 2007-2008 2008-2009
Type Description PCN Class Step Gd Mo St End Cd Actual WP Al Yz m Salary  Benefits Salary  Benefits
B00O BASE
G1 CARSON CITY
1 DPS SERGEANT (00020 11104 410 0 7 108 &0 2 100 100 100 100 Y 84.185 25.808 B3.854 25.828
1 DPSOFFICER 2 (00040 11106 3-8 0 6 105 &0 2 100 100 100 100 Y 71,086 23072 76.503 24,258
2 DPS OFFICER 2 (00050 11106 321 0 7 106 @10 8§ 100 100 100 100 Y 46,018 19,307 40.831 20,173
TOTAL FOR POSITION GROUP G1 300 300 300 300 202,169 £8.385 210,108 70.25¢
G2 LAS VEGAS

As shown below, the first portion of the report provides position information - PCN, class code, grade
and step, anniversary month, adjustments, retirement code, and FTE.
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NEBS130 State of Nevada - Budget Division 3/15/06 3:11 PM
Payroll/Position Detail
2007-2009 Biennium (FY08-09)
ADD AGENCY REQUEST AS SUBMITTED

Sectivn B, Pusilivn Delail - Addilivial Albibules (Frings lndicators)
Budget Account: 4728 PS, DIGNITARY PROTECTION

E
e E . w2
> > G = o g <
e @ EOU EEE T g E
£ £ m_mn.ﬁn-_g =528
££358<E353 _F2acdcr
Actual WP FY2008 FY2009 FY2008 FY2008 FY2009 FY2009Ret § 3 5 = 6 t F s 30w 5555
Type Description PCN  Class FTE FTE FTE FTE Salary  Benefits Salary Benefits Cd T T o =0 J4acC E0Lawao 8 (=] 8
B000 BASE
G1 CARSON CITY
1 DPS SERGEANT 000020 11104 100 1.00 1.00 1.00 84,185 25,806 83,884 25828 2 ¥ 4 A
1 DPS OFFICER 2 000040 11109 100 1.00 1.00 1.00 71.086 23.072 76.503 24258 2 4 A S
2 DPS OFFICER 2 0DO0S0 11108 100 1.00 1.00 100 48918 19397 4883 20173 8 /4 / S S S LS 4 S S A A A
300 3 3 ag 88,365

-0~ 18

210,188 70256

The second portion of the report details fringe benefits and assessments. Verify these and confirm the
position is funded for all payroll driven costs in the coming biennium including retirement, health
insurance, worker’s compensation, payroll and personnel assessments, unemployment insurance,
Medicare, AG Tort, Employee Bond, and the EITS assessments. FICA is also included for positions not
eligible for retirement.

The partial column after health insurance year one and year two is for employees who hold multiple
part-time positions. For example John Doe has a .75 position in budget account 1234 and a .25 position
in budget account 5678. If you check the partial box for each position then the amount for the health
insurance will be prorated to match the FTE - in this case 75% for budget account 1234 and 25% for
budget account 5678. Do not check the box if the employee has only one position, for example just the
.75 position with budget account 1234. In this case, checking the box will cause the health benefits to be
budgeted at 75% in budget account 1234 and the remaining 25% will not be budgeted anywhere.

As the most significant cost for the majority of budgets is payroll costs, it is critical to make sure that the
information on which the payroll budget is based is as accurate as possible. Work closely with your
personnel staff and your assigned budget analyst to make sure all necessary adjustments are made.

Adjustments to Base

Introduction

Adjustments to the base budget are made through the M-150 decision unit to eliminate one-time
expenditures incurred during the base fiscal year, eliminate programs no longer required or funded, or to
increase revenues and expenditures that appear only during a portion of the base fiscal year. Base
expenditures are loaded into NEBS and must be adjusted downward (one-time expenditures and
eliminated programs) or upward (annualized partial year expenditures and revenues). All adjustments to
base must be made through the M-150 decision unit. With the exception of the EITS schedule, the
difference between the actual base expenditures and the calculated budgeted need for year one and year
two results in an M-150 adjustment.

This section will show you how to make adjustments to the Base through the M-150 decision unit.

41



Generating M-150 Adjustments

There are two ways to generate M-150 adjustments in NEBS:

o User-generated (manually)
e System-generated

Line items requiring a user-generated (manual) adjustment are identifiable in NEBS by looking at the
schedule column. A user-generated (manual) adjustment will be identified in the schedule column with

“Her==whereas system-generated adjustments will point to the schedule involved.

I Cencel Edit Actual/ WP
Year 1 | Zhange Year 2 Chamge | Schedule |§| E:I
|  TEs3ED | D | 7E6380 | 0 none sy
| 11040 | 0| 111040 | 0 - Nane -
1,194 1,294 - Mone -
These line items require a manual
45 45 - Nane - adjustment.
97 3 - Mone -
1,302 1.50% - Moneg -
240 220 - Mene <@
7 7 BUILDING RENT NON-BUILDINGS AND GROUNDS
1,170 1.170 VENDOR SERVICES
1,000 1,000 VENDCR SERVICES

After making an adjustment, either manually or system generated, you will need to re-balance your
revenues to expenditures. For convenience, you may opt to re-balance after all adjustments are
completed.

User-Generated Adjustments

User-generated M-150 adjustments are entered manually at the line item level in NEBS using the
following steps:

1. Use the Decision Unit Filter to select M-150.
2. Click + to insert a line.
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3. Enter the category and object code in the newly created line item.

4. Enter the amount to be adjusted in the appropriate fiscal year column(s). Be sure to use the minus (-) sign
if it is a downward adjustment (reduction in revenues or expenditures).

5. Click Save.

Line Items Schedules m |

Decision Unit Filter: |M1 50 ADJUSTMENTS TO BASE j Save |

1. Click Eto enter explanation, calculations, and methodologies of adjustment into the Object Code Text
box. All M-150 adjustments require a note. An attachment is also required if the adjustment is based on a
complex or lengthy calculation.

“e

W

2. Click to verify spelling. The dictionary is limited and may not provide a complete spelling check of
all your words.

3. Click the Save button to save your work and stay in the decision unit screen. Alternatively, click the Save
and Return button to return to the Line Items screen.

After entering and saving your text, the Eicon will change to a yellow note pad with lines @ :

You may also add attachments below
the text entry field.
Additional Text
1. Click the Browse button and use  obiect Code Text
the file explorer to locate the
file.
2. Once the file is found, select
and double-click on the file.
This will add the address of the
file in the box next to the
Browse button.

Attachments:
“iew Attachment
: Delete Attachment
Find File:

|HANRS & NAC\Special pay.doc Browse. .
S| 5‘
Find File: \

Save Sawve and Return Cancel I

Attach File
[ Browse. .. |
1. Select Attach File or double- Attach File |

click on the file to save it.
2. Click Save or Save and Return.

When an attachment is added, a paperclip will be added to the icon . To delete an attached file,
simply highlight the file and click Delete Attachment.

43



attachments:

BUDGET CAT 30 TRAINING FOFM xls

“iew Attachment

Delete Attachment

Find File:

Browse...

System-Generated Adjustments

System-generated M-150 line items are generated by NEBS as a result of information (or lack of
information) you input into a schedule. You create user-generated line items by inserting them at the line
item level into the various schedules within NEBS. All system generated M-150 adjustments require the
addition of a note. An attachment is also required if the adjustment is based on a complex or lengthy
calculation.

For information on processing a system-generated adjustment, refer to the schedules portion of this
manual.

Helpful Hints

Review your base expenditures to:

Eliminate one-time expenditures.

Annualize partial year expenditures.

Eliminate expenditures for programs no longer required or funded.

Include expenditures that occur in the work program year and not in base year.
Adjust out of year two expenditures that occur only in the base year.

Adjust for any instances unique to your budget accounts.

Review expenditure transactions using DAWN, the controller’s on-line data warehouse, and determine
which expenditures are not considered ongoing and remove them from base through either a manual or
system-generated M-150 adjustment in NEBS.

Some common examples of one-time expenditures are:

Overtime.

Terminal employee leave payments.
Late fees.

Stale claims.

One-shot appropriations.
Equipment.
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e  Start-up costs for new buildings or programs.

o Programs legislatively mandated for elimination.

o Items purchased every-other fiscal year (copies of publications such as NRS, law books, notary public
expenditures, etc.).

Process the schedule to generate an M-150 line item removing the expenditure from year two. Include
an explanation for the M-150 adjustment at the line item level.

Wersion: AODD AGENCY REQUEST AS SUBMITTED
Schedule: WENDOR SERVICES

Schedule Details Additional Text

Status: |IM PROGRESE -I Save | Save and Return Canccl Procoss Schedulo.. An expendliure |S removed from
year two by correcting the entry in

¥endor Schedule -
the appropriate schedule.

Delete Line # DU Catg GL Vendor Name Actual  Work Prog. Year 1 ;’ear @
Z

[
r o1 EE[A]P 7370 |#] [NFS AND ADVANCED SHEETS I [ o[ tz00 | 0

When the schedule is processed,
a M-150 adjustment is automati-
cally made.

BOOO 04 7370 PUBLICATIONS AND PERIODICALS 1,200 651 1,200 1,200 VENDCR SERVICES

M150 04 7370 PUBLICATIONS AND PERIODICALS o (1] 0 -1,200 VENDOR SERVICES

Basic Info Additional Text

Object Code Text [ro o)iminate the cost to purchase the NRS and Advanced _ .
Sheets in the odd year of the biennium. These are biennial An explanation for the adjustment
publications the agency purchases during the even year of is included.

the biennium shortly after close of the legislative
session.

Commonly annualized expenditures are:

e Ongoing programs not operational the entire base year, but will be fully operational throughout the
following biennium.

o Programs legislatively approved with an effective date later than July 1st.

o New programs and positions legislatively approved in the Work Program year starting after July 1st of the
base year.

o Operating costs and monthly charges associated with new positions such as e-mail, voice mail, telephones
charges, general operating costs, etc.

e Programs approved by the Interim Finance Committee.

o Contracts and maintenance agreements started after July 1st of the base year.

o Office relocations.

Revenue and expenditure amounts incorrectly coded in Advantage can also be corrected in the M-150
decision unit.

Be certain to include notes with all M-150 adjustments. Attachments, calculations, vendor quotes, and
any other helpful information are highly recommended.

Base adjustments are not limited to the examples and information previously listed. If you are unsure if
an expenditures needs to be adjusted in M-150, contact your assigned budget analyst for assistance.
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Review your M-150 adjustments to ensure your information has been entered correctly. Use the NEBS
Out of Balance Reports to verify your decision units are in balance. Small mistakes such as
typographical or mathematical errors can cause large problems.

Budget Account Schedules

Introduction

Schedules are used to help users capture costs associated with a specific area, such as caseload,
contracts, and/or longevity. Certain general ledgers (GL), also referred as object codes (OC), are
assigned to specific schedules. The schedule associated with the GL must be used when requesting the
expenditure.

Each schedule must be processed before the line item adjustments will update in a given decision unit.
To update the decision unit click the Process Schedule button. Once the schedule has been processed,
the update notification on the schedule will disappear.

Budget Account Yersion - Caseload Schedule Details

Budget Period: 2007-2009 Bienniurn (Fr08-09)

Line items are not up to dete, Use the Process Schedule button to update the
budget lines with the latest schedule data.

Budget Account: 2020 DEPARTMENT OF MYSTERY
Version: ADD AGENCY REQUEST AS SUBMITTED

Schedule: CASELOAD

Status: |IN PROGRESS 'l Save | Save and Retumn Cancel Process Schedule...

NOte the disappearance Of the :-sion - Caseload Schedule Details
notification notice. l07-2009 Biennium (FY08-09)

Toaget Accoant. oozl DEPARTMENT OF MYSTERY
Wersion: A00 AGENCY REQUEST 4% SUBMITTED
Schedule: CASELOAD

Schedule Details Additional Text

Stetus: |IMN PROGRESS 'l Save | Sawve and Return Cancel Process Schedule...

System Generated Adjustments

System-generated M-150 line items are generated by NEBS as a result of information (or lack of
information) you input into a schedule to adjust base. If the schedule-driven GLs are not entered in the
various schedules for Base decision unit (B-000), with the exception of the EITS schedule, an M-150
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will be created by NEBS to zero out the corresponding line-item. It is very important to update your data
in the schedules listed in this section to ensure you are budgeted correctly.

Budget Account Schedules

The budget account schedules are found under the Schedules tab in NEBS. Narratives and attachments
may be added to each schedule.

Schedules have specific object codes tied to them. You cannot make adjustments at the line item level
using the schedule-specific object codes and any attempt to use them at the line-item level in NEBS will
cause an error. Use the applicable schedule to adjust the costs for these object codes and the schedules
will generate line items once you process the schedule. The Schedule-Driven Object Codes section lists
the schedule-specific object codes and the schedules to which they are tied.

The schedule-driven GL/OC must
be entered on the schedule or the
item will be zeroed out.

Schedule Details

Status: | IN PROGRESS = I Save Sawe and Return

Caseload Schedule

FProcess Schedule... |

Budaet Year 2

Deletz Line # DU Catg GL ount Rate Total Count R ate Total

[1 8
r 1 [pooo  [@&][F0 [#&] FoE (@] 1500 | ¥ szs00[ 1500 | B 52,500

Caseload Schedule Total: 52,500

The base “count” and “rate” are
identical in both years of the
biennium.

‘j
&

52,500

You can change the status of each schedule as appropriate. For example, status should be changed to
“Complete” when you are certain you have entered everything necessary for your budget submittal. An
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“In Progress” status signifies there are entries or decisions still pending. Some schedules, such as the
caseload schedule, are not used in every budget account and should have the status of N/A.

To change a schedule’s status, click the Status link associated with a schedule. By default each schedule
will read In Progress. Using the drop-down menu select the appropriate status and save.

Caseload Schedule

This schedule is used to calculate incremental costs of providing existing services to a larger or smaller
client base. Only agencies with pre-approved caseload formulas are authorized to use the M-200.
Reference the Budget Building Manual with a list of state agencies authorized to request funding to
account for caseload changes.

All other agencies may find the schedule useful, but must submit caseload requests via an enhancement
decision unit in their agency request budget.

Detailed Application

In general, there are three maintenance decision units that may be used for caseloads:

1. M-150 - Annualization of current caseload for various reasons of the work program year. This will adjust
the caseload to the levels needed for the new biennium.

2. M-101 - Projected increase or decrease in ratios or rates for the current fiscal year. Only agencies pre-
authorized to request funding to account for caseload changes may use this decision unit.

3. M-200 - Projected increase or decrease in caseload using current rates, including staffing and associated
costs, for budget accounts with legislatively approved staffing ratios.

Reference the Budget Building Manual for detailed instructions related to caseload.

The “count” is the difference be-

e | tween the base decision unit and
RENSUS; Detars e the projected figures. The “rate”

remains unchanged.

Status: |INPROGRESS =] Save | Save and Retumn | (&

Caseload Schedule

Budget Year 1 Budget Year 2

Delete Lire # DU Catg GL Count Rate otal | Count ;Rate Tatal g
[
B - :+ E [#8] 50 [ [oE  [#&][ 150 B0 sz,500 [ WO | 00 52,500
Bl r 2 Mo B0 [@4] o (@] [ 180 [ 300 5,250 175 [ %00 6,125
Caseload Schedule Total: 57,750 58,625
Save | Sawve and Return I Cancel | Process Schedule. .
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Summary Line Items Schedules Acct. Maint. '

View: Decision Units | Categories | GLs | Position Groups | Assessment Settings
4
Code  Description Dgfiauﬁtmye tiigggﬁt ;
Llirfmrrtﬁ,r
+ add Decision Unit...
3] eooo ease n/a n/a
@ M100 INFLATION - STATEWIDE n/a n/a
. IEI M150 ADIUSTMENTS TO BASE n/a n'a
MBO0 COST ALLOCATION 999! !
@ E325 SERVMICES AT LEVEL CLOSEST TO PEOPLE Z
@ ESO0  ADIUSTMEMTS - TRAMSFERS INM 999 3
K3 || E710 REPLACEMENT EQUIPMENT 9299 4
@ x EG00 COST ALLOCATION 9999 o
E’ 7‘( EG05 CLASSIFIED POSITION RECLASZMCATIONS 2l a]
E900 TRAMNSFER FROM DIV FOGNOSTICATION 9999 7
3 [¥] erz0 9999 8
o] <™ TT200  DEMOGRAPHICS/CASELOAD CHANGES 9999 9

Budget Account Decision Unit Text

Budget Period: 2007-2009 Biennium (Fr05§-09)
Budget Account: 2020 DEPARTMENT OF MYSTERY
Version: AOD0 AGEMCY REQUEST AS SUBMITTED

Decision Unit: M200 DEMOGRAPHICS/CASELOAD CHANGES

Additional Text

Dec Unit Synopsis
(Prints in Executive Budget Book)

ILF}/

~ ustification:

:553




Vendor Services Schedule

This schedule allows agencies to identify specific vendor expenditures including contracts, publications,
dues, registrations, etc. There is a vendor name field as well as a link to provide additional text or
attachments. Any attempt to use an object code not designated for this schedule will cause an error.

Amounts you enter in the actual column must reconcile to the Data Warehouse of Nevada (DAWN).
Those you enter in the work program column must match your odd-numbered fiscal year legislatively
approved authority. These fields will not update the line item actual and work program amounts.

Budget Account Yersion - Yendor Services Schedule Details

Budget Period: 2007-2009 Biennium {FY08-09) —
Line items are not up
Budget Account: 2020 DEPARTMENT OF MYSTERY budget lines with the |
Version: A00 AGENCY REQUEST AS SUBMITTED
Schedule: VENDOR SERVICES

A hitp:/Milly.state.nv. us: 7749 - Cho... [= | 51/[X]
Choose a GL

7060 CONTRACTS v
e

7061 CONTRACTS -
7062 CONTRALTS -
7063 CONTRALCTS -
7064 CONTRALCTS -
7065 CONTRALTS -
7066 CONTRALCTS -
7067 CONTRALTS -
7068 CONTRALTS -
17069 CONTRACTS -
@]{7070 CONTRACTS -
b 7071 CONTRACTS -
7072 CONTRALCTS -
7073 SOFTWARE LICENSE/MNT CONT
7074 HARDWARE LICENSE/MNT CONT
7075 MED/HEALTH CARE CONTRACTS
7076 PHARMACEUTICAL CONTRACTS
7077 FOSTER CARE -INDIVIDUAL
7078 FOSTER CARE -INSTITUTION
7079 GOODS/MATER ALS CONTRACTS

Status: | COMPLETE v | [ Save ][ Save and Return ][ Cancel H Process Schedule...

¥Yendor Schedule

Delete Line # DU Catg GL Vendor hame Actual

FRSTIOMMOOOE

1
1 [EEE [[#&] [0+ |[#&] [7300 |[#R] [GOVERNORS MYSTERY SEURITY MEMBERSHIP 120

z (o000 |[#A] (o4 |[@A] 70 |[#R] xeRox #ea1309215 540
w  loonn (@R s | [HA] (ops | [8A] harrucas sesl To cABE conTEACTE 2670

T
i ]

7211 M54 PROGRAMMER CHARGES

7221 DO NOT USE

7272 INTEREST EXPENSE

7273 INTEREST EXPENSE-A

7274 INTEREST EXPENSE-B

7300 DUES AND REG STRATIONS

7301 MEMBERSHIP DUES

7302 REGISTRATION FEES

7303 DUES AND REG STRATIONS-A

7304 DUES AND REG STRATIONS-B M
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Schedule Details Additional Text

Status: |I:IIIMPLETE vI Save | Sawve and Return Cancel Process Schedule...

¥endor Schedule

VYendor Schedule Total:
srand Total (Includes Other Armrounts Below):

Delete Line # DU Catg GL Vendor Mame Actual  Wwork Prog. Te

o

B — 1 [ [#&) e [7300 [GOVERNORS WYSTERY SECURITY MEMBERSHIP | 20 | 120 |
B - =2 [omw o2 [7380 [REROX #691309215 | 540 | 540 |
B r s [pooo [i5 [7075 [MEDICAL/HEALTH CARE CONTRALCTS [ 260 [ z700 |
B m 4 oo [0 [7300 [EXECUTIVE MYSTERY TRAINING REGISTRATION | 20 | G|
B m s [pomw [f0 [7300 [MYSTERY TRAINING REGISTRATION FEE | 30 | 550 |
B - ¢ [omw o [7380 [RERDX #133246310 [ 540 | 540 |
B — -7 [pow [o7 [7o1 [MYSTERY REPAIR SERVICE [ 6500 [ 20000

Detailed Application

The base expenditures for contracts, publications, dues, registrations, etc. need to be identified and
entered into the vendor services schedule. Once this is done, ensure the base expenditure amount
reconciles to DAWN. The difference between the actual base expenditures and the calculated budgeted
need is the M-150 adjustment. Once the vendor services schedule has been processed, the M-150
decision unit will be updated. Notes, narratives, and attachments should be added at the individual line
item level within this schedule. Remember, failure to complete the vendor services schedule including
the budget amounts for year one and year two will result in these objects codes being zeroed out (the
authority removed) from your budget.

Maintenance and Enhancement Decision Units

The vendor services schedule will also be used in maintenance and enhancement decision units when
contracts, publications, dues, registrations, etc. are necessary.

Uniform Allowance Schedule

Nevada state employees required to wear a uniform are entitled to receive a uniform allowance. The
allowance equals the cost of the uniform and any accessories such as whistles, flashlights, and
handcuffs. Weapons should be budgeted as equipment using the equipment schedule. The budgeted
uniform allowance can be delivered as a payroll check, a voucher, or by direct agency issue. Each
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agency should budget for a total cost of the uniform allowance regardless of the method used to deliver
that allowance.

The uniform allowance schedule provides detailed information to support a line item request for uniform
related expenditures. Each row represents a specific type of uniform and the quantity required for each
budget year. The rates for each type of uniform come from the master uniform rate table established
during the biennial budget process. You may add notes, narratives, and attachments to each line in the
schedule.

The 1985 Legislature created NRS 281.121(1) to ensure that state employees who require uniforms for
their employment are able to acquire them via a uniform allowance. Departments who are currently
legislatively authorized for the uniform allowance are:

e Commission on Peace Officer’s Standards and Training (POST)

e Department of Administration — State Public Works

e Department of Agriculture

o Department of Business and Industry - Taxicab Authority

o Department of Conservation and Natural Resources - Division of State Parks, Division of Forestry, and
Division of State Lands

e Department of Corrections

o Department of Cultural Affairs - Museums and History

o Department of Health and Human Services - Division of Child and Family Services

e Department of Motor Vehicles

e Department of Public Safety

e Department of Wildlife

e Office of the Military

Uniform allowance consists of two components: new costs and replacement costs. The cost of a new
uniform is based on information provided by the agency and a review by the State Purchasing Division
of existing statewide and agency specific contracts. The replacement costs are based on the new costs
divided by the life expectancy of each item.

Budgeting for the uniform allowance is done in category 01 - personnel services, or in category 29 -
uniform allowance. Category 01 is used for cash payments made to employees via the payroll system
and represents expenses for items that have a customized feature to the employee (i.e., uniform shirts,
slacks, or shoes). Category 29 is for agencies using the voucher system or for purchasing items such as
holsters, flashlights, and handcuffs that aren’t sized or personalized for specific employees.

Adjusted Base Budget

When developing your uniform allowance, use the schedule in NEBS and enter the total number of full-
time equivalent (FTE) positions who qualify for each uniform type (i.e., ranger, correctional officer,
maintenance worker, lifeguard, motor vehicle inspector, etc.). All uniform qualified employees,
including vacant positions, are to be budgeted annually for replacement uniforms. Therefore, if an
agency has a uniformed staff of 250, the agency would budget for 250 replacement uniforms in both
years of the biennium. This is illustrated below.

52


http://leg.state.nv.us/NRS/NRS-281.html#NRS281Sec121

Schedule: UNIFORM ALLOWANCE

Schedule Details Additional Text

Status: | N/A v | Save H Save and Return || Cancel H Process Schedule

niform Sch le

Budget Year 1 Budget Year 2
Delete Line # DU Catg GL Uniform Type Count Rate Total Count Rate Total _I
1
0 1 [sooo 2] 7170 | 44012 NDOC CO CLASS A REPLACE v|[ 20| 2748 6870 20| 2748 6,879
B o 2z (oo 2 7170 | 44032 NDOC CO CLASS C REPLACE v 250| 443,70 110,925 250| 443,70 110,929
Uniform Schedule Total: 117,795 117,795
Additionally, a documented turnover factor for uniformed staff should be entered as new FTEs. If the
agency has a uniformed staff of 250 and an estimated turnover rate of 11% for the class code, the agency
would budget for 28 new uniforms (250 X 11% = 27.5) in both years of the biennium. In this case, the
NEBS uniform schedule would be completed as shown below.
Schedule: UNIFORM ALLOWANCE
Schedule Details
Status:  N/& v Save H Save and Return H Cancel || Process Schedule
Uniform Schedule
Budget Year 1 Budget Year 2
Delete Line # DU Catg GL Uniform Type Count Rate Total Count Rate Total jl
1
@ 0 1 [EE 29 7170 | 44012 NDOC CO CLASS A REPLACE v 250 2748 6,870 250| 27.48 6,870
@ O 2 B000 29 7170 | 44032 NDOC CO CLASS CREPLACE v 250 443,70 110,925 2501 443.70 110,925
@ Fl 3 B0O00 29 7170 | 44011 NDOC CO CLASS A NEW v 28 10440 2,923 28 104 40 2,923
O 4 [BO00 2 7170 | 44031 NDOC CO CLASS CNEW v 28 670.87 18,784 28/ 670.87 18,784
Uniform Schedule Total: 139,503 139,503

The total uniform allowance request in this adjusted base example is the total number of continuing FTE
uniformed positions, 250, plus 28 new FTESs due to the turnover factor. Indicate which category is
appropriate for each line item: Category 29 for agency-issued and voucher system and Category 01 for
cash payment to employees. In this example, the agency purchases all of the uniforms for its employees,
thus Category 29 is the correct category.

Maintenance & Enhancement Decision Units

The uniform allowance schedule is also used when a new position requiring a uniform is requested in
either a maintenance or enhancement decision unit. A new uniform should be requested for each new
employee in the first year and a replacement in the second year. Be sure to take into account the turnover
rate for the new employees during the second year. For example, you request 25 new uniformed
positions in year one. Therefore, 25 new uniforms are also requested in year one and 25 replacement
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uniforms are requested in year two. Given a turnover rate of 11%, three new uniforms (25 X 11% =
2.75) should be requested in the second year. This is illustrated below.

Schedule: UNIFORM ALLOWANCE
schedule Details
Status: | N/A v [ Save ][ Save and Return H Cancel H Process Schedule
Uniform Schedule
Budget Year 1 Budget Year 2
Delete Line # DU Catg GL Uniform Type Count Rate Total <Count Rate Total
1
B o : [m 2 7171 | 44091 NDOC MAINTENANCE STAFF NEWY v|[ 20| s27.16 131,790 [ 250 s27.16 131,
I [] =2 [BOOD 23 7170 | 44032 NDOC CO CLASS C REPLACE v 250 443,70 110,925 250| 443.70 110,
B o 3 [eowo 29 7170 | 44011 NDOC CO CLASS A NEWY v 28] 10440 2,923 2] 10440 2,
& O 4 [pow 23 |[@8] 7170 | 44031 NDOC CO CLASS CNEW v 28| 670.87 18,784 28| 67087 18,
@ [0 s |Ma00 29 7170 44011 NDOC CO CLASS ANEW v 25 10440 2,610 3| 104 40
0O & Mo 2 7170 | 44012 NDOC CO CLASS A REPLACE v 0 2748 o 2| 2748
Uniform Schedule Total: 267,033 265

2 [l

790

925

923

784

313

687

423

You must click Save and then Process Schedule before you can re-balance the applicable decision units.

Longevity

No longer applicable.

EITS Schedule

The EITS schedule is used to track information technology related services provided by the Enterprise
IT Services. This schedule uses the EITS master rate table that contains a listing of IT (information
technology) services, the corresponding object code, and unit of measure.

EITS conducts a detailed review of its services budgeted by other agencies in NEBS. These services will
appear in the EITS schedule. When budgeting for EITS services, project your needs for those services
for the upcoming biennium based on historical trends and actual need. Document your projections. EITS
will assist you if necessary.

Carefully review your EITS expenditures in the Edit/Actual WP screen in NEBS and make any
necessary corrections. It is imperative you use the correct object code for each EITS service in the base
year in order to receive adequate funding for EITS services in the coming biennium.

For agency budget development, base amounts are calculated by the Budget Division and confirmed by
EITS. The only fields agency users enter are:

e Decision unit
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e Type of service
e Year one and two quantities.

The EITS schedule is unigue in that entries from the base decision unit cannot be modified. All
adjustments must be made using an M-150 decision unit within the EITS schedule. The EITS schedule
calculates the amount used based on the base year rate and the actual year-end total costs. EITS bills
agencies based on their actual utilization of EITS services with the exception of assessments (which are
billed per FTE) and the following services, which are billed based on tier levels:

e Web services
e Database hosting services
o Silvernet services

Another difference with the EITS schedule is that it calculates utilization to four decimal places.
Therefore, when adjusting utilization in the EITS schedule, enter units of service to the fourth decimal
place when necessary.

Processing the EITS schedule will populate base line items within the schedule that itemize each EITS
service your agency paid for in the base year. If your agency did not pay for any EITS services in the
base year, then no base line items will be populated in the schedule. If it did pay for EITS services in the
base year, processing the schedule will make NEBS divide your actual year-end amounts by EITS’s
rates for those line items to calculate the amount of the service your agency used.

To ensure you adequately budget for existing EITS services in the year one and two adjusted base
budget, it is imperative that you accurately project the year-end expenditures for each EITS service and
enter them in the actual column on the Edit Actual/WP screen using the correct object code for the EITS
service.

Thoroughly review the base year utilization in the EITS schedule and insert an M-150 line item in the
schedule to record any increases or decreases to base year utilization to meet existing needs.

Base Budget Example- Eliminating One-Time EITS Expenditure

Let’s say your agency spent $1,634 in programmer charges in the base year and recorded $1,634 in the
Edit Actual/WP screen under category 26, object code 7510 (the object code for programming). The rate
for programmer charges in the base year was $81.71 per hour. When you process the EITS schedule,
NEBS will populate a base line item in the schedule recording programmer utilization of 21.4746 hours
($1,634 actual divided by $81.71 per hour). The costs in the EITS schedule for the next biennium are
equal to this amount (21.4726) multiplied by the rates for the service in years one and two. If the
programmer cost was a one-time expenditure, you would insert an M-150 line item in the EITS schedule
eliminating the 21.4746 hours of programming time from the schedule.
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Acct. Maint.

Fund Mapping

Line Items Schedules Positions

ecision Unit Filter: IEIIIIIJD BASE | Save Save and Return Cancel Ed
Delete DU Catg GL  Description actual  Work Pam Year 1 Change Year 2 Change Schedule
[
BOOD 26 7510 DOIT PROGRAMMER/DEVELOPER 1,634 2,000 1,634 1,634 DoIT
Budget Period: 2007-2009 Biennium {FY08-09) ‘Schedule changes saved

Budget Account: 2020 DEPARTMENT OF MYSTERY
Version: AOD AGENCY REQUEST AS SUBMITTED
Schedule: DOIT

Schedule Details Additional Text

Status: |CDMPLETE vl Save | Save and Return Cancel Process Schedule... I

Line items are not up to date. Use the Process Schedu
budget lines with the latest schedule data.

DOIT Schedule
Budget Year 1

Delete Line # DU Catg IT Service GL Unit of Measure Act. Qty. Quantity Rate Total Q
1]
@ 1 Bo0o0 04 VOICE MAIL 7292 PER ACCOUNT PER MONTH 16,5909 16,5909 4.240000 70
@l 2 Bo0O0 04 STATE PHOME LINE 7295 PER LINE PER MONTH 13.2603 13,2603 15.720000 208
E‘} 3 BOOO 26 PROGRAMMER/DEVELOPER 7510 PER HOUR 21.4746 214746 81.710000 1,755
r 4 M50 [¢4] [ [#] [PROGRAMMER/DEVELOPER =| 7510 PER HOUR o.0000 [ 214746 81710000 -1,755 | |

DOIT Schedule Total: 279

Line Items Schedules Positions Fund Mapping Acct. Maint.

Decision Unit Filter: |M1 50 ADJUSTMENTS TO BASE ;I Save Save and Return Cancel Edit Actual/ WP
Delete DU Catg GL | Description Actual  Work Pgm Year 1 Change Year 2 Change Schedule

B [

@ M150 26 7510 DOIT PROGRAMMER/DEVELOPER u} 0 -1,634 -1,634 DOIT

Base Budget Example 2 - Annualizing EITS Services

Let’s say your agency has ten employees with telephones and voice mail. These services are billed per
employee per month - a typical employee would require 12 units (one per month) of each service a year.
The schedule generates a base line item of 105 units of telephone service and 100 units of voice mail
service. Ten employees times 12 months equals 120; therefore, the utilization for both services should
be 120 in each year of the biennium.

To correct your shortage, add an M-150 line item in the EITS schedule for telephones and enter an

increase in utilization of 15. Add another M-150 line item for voice mail for an additional 20 units of
service. The shortage in the base year was likely due to vacant positions (you wouldn’t have paid for
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these services for vacant positions, thus your actual expenses were lower). Remember, any M-150
adjustments require a note explaining the reason for the adjustment.

Budget Account Version - DoIT Schedule Details

Budget Period: 2007-2009 Biennium (Fr08-09)
Budget Account: 2020 DEPARTMENT OF MYSTERY
Version: A00 AGENCY REQUEST AS SUBMITTED
Schedule: DOIT

Schedule Details Additional Text

Status: |COMPLETE -I Save | Sawve and Return Cancel Process Schedule...

DOIT Schedule
Budget Year 1

Delete Line # DU Catg IT Service GL Unit of MeasLre Act, Qty. Quantity Rate Total
i) 1 B000 04  VOICE MAIL 7292 PER ACCOUNT PER MONTH  24.7727  24.7727 4.240000 105
2 8000 04  STATE PHONE LINE 7295 PER LINE PER MONTH 6.3869 6.3869 15.72000 100
- 3 8000 26  PROGRAMMER/DEVELOPER 7510 PER HOUR 214746 21.4746 81710000 1,755
[ I I GETI Y | [ PROGRAMMER/DEVELOPER x| 7510 PER HOUR o.0000 | 21.4746 81.710c00 -1,755
- 5 W |04_ |VOICE MAIL _:J 7292 PER ACCOUNT PER MONTH 0.0000 15.0000  4.240C00 64
& — & M50 (@8] 04 [#8] [STATE PHONE LINE =] 7295 PER LINE PER MONTH 0.0000 [ 200000 15.720000 314

DOIT Schedule Total: 583

Save Sawve and Retun | Cancel Process Schedule... |

If you have difficulty with the calculations or are unsure of the utilization you should include in your
budget, contact EITS at (775)684-5800. Again, accurate estimates of utilization are essential to ensure
your agency is adequately funded for EITS services and EITS will have adequate resources on hand to
accommodate statewide needs.

If your agency requires a new EITS service in the upcoming biennium that was not in the base year or if
you are building a maintenance or enhancement decision unit that requires funding for a EITS service,
then you must use the EITS schedule and tie that service to the maintenance or enhancement decision
unit.

Agency Projected Utilization Reporting Requirements

All agencies must update EITS services for the upcoming biennium using the EITS Schedule and the
Equipment Schedule for hardware and software by July 15th or as noted in the Budget Instructions if
different. EITS will confirm the reported utilization in NEBS is accurate and reasonable. If, upon
review, EITS recommends changes, you must adjust your budget using the applicable NEBS schedules.
Any utilization added, deleted or changed between July 15th and September 1st must be approved by the
Budget Division and EITS.
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Budget Periad: | 2007-2003 Biennium [FYDE-09) ~ |

Budget Account Method: & Single © Multiple © By analyst

Budaet Account; |2I]2El DEFARTMEMT OF MYSTERY [Update];l

Version: |AD0AGENCY REQUEST a5 SUBMITTED -

Include Schedule Text: r

Include Secti H
neiuge secons ™ & - New or Replacernent Software and HardWare

T e- Hourly Billable Services for Information Technology Labor

C - Computer Facility Services/Internet/Server and application Hostirg

D - Silvernet Wide Area Network Service

E - Telephone Service, Systern and Communication Wiring (Voice anc Data)

F - Metwork Transport Services (Radio Microwave)

A

G - Summary of DoIT Utilization by Decision Unit

Generate Report Cancel

At right is a screen shot of the NEBS900 report and the various sections you may select to review your
budgeted IT related services. Each section is described below. The sections for the NEBS900 EITS
projected utilization report include:

Section A - New or Replacement Software and Hardware Requests

The IT related hardware and software built into your budget request using the equipment schedule.
Projected prices for commonly requested IT related hardware and software are included in the schedule.
The Budget Division may adjust prices during the governor recommends phase of the budget building
process.

Section B - Hourly Billable Services for Information Technology Labor

The EITS programmers and database administrator services you built into your budget request using the
EITS schedule.

Section C - Computer Facility Services, Internet, Server, and Application

The various Computer Facility services you built into your budget request using the EITS schedule,
including web services and database hosting.
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Section D - SilverNet Wide Area Network Services

The costs for establishing and maintaining connectivity to the state’s SilverNet data communications
network you built into your budget request with the EITS schedule. This report includes dial up access
and VPN secure link.

Section E - Telephone Service, System and Communication Wiring (Voice and Data)

The telecommunications and data wiring costs built into your budget request using the EITS schedule
and by line item entry of non-schedule driven expenses (long distance, toll free, conference call, work
order administration).

Section F - Network Transport Services (Radio Microwave)

The communication systems support services and mobile communication (“two-way radio”) services
requested in your budget from the EITS schedule. This includes space in communication sites for
individual agency radio equipment, dedicated communication circuits (microwave channels) for
supporting mobile communication systems and high speed data; coordination of mobile communication
plans and service requests; and related communication, engineering, and maintenance services.

Section G - Summary of EITS Utilization by Decision Unit

Summarizes the utilization requested for EITS services using the various schedules in NEBS and
reported in the various sections of the NEBS900 report described above.

Agencies should contact EITS staff with any questions regarding EITS services or utilization
projections. EITSs main number is (775) 684-5800.

Maintenance/Enhancement Decision Units

The EITS schedule will also be used in maintenance and enhancement decision units as applicable.

Fleet Services Vehicle Schedule

This schedule is used to track your Fleet Services vehicle costs. Each vehicle is represented on a
separate line within the schedule. You may add more lines as necessary. The type of vehicle determines
the rate from the master Fleet Services vehicle rate table.

All agencies must update the upcoming biennium using the Fleet Services Schedule by July 15th or as
noted in the Budget Instructions if different. Fleet Services will confirm the reported vehicle usage in
NEBS is accurate. Variations will be communicated to the respective budget analysts and they will work
with their agency counterparts to resolve.
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M-150 - Annualizing Fleet Services Charges Example

Let’s say you have one compact car leased through Fleet Services. You acquired the vehicle in October
of the base year and your actual cost for monthly Fleet Services charges and mileage from October
through the end of the fiscal year was $3,173. Record this amount in the Edit Actual/WP screen under
category 03, GL 6211 (the object code for monthly Fleet Services).

Base Motor Pool expenditures
reflected in the Actual column in
the Line Item screen.

Q, [~ BOOO 0Z 6130 PUBLIC TRANS OUT-OF-STATE

@ [~ Bo000 02 6150 CONMM AIR TRANS QUT-OF-STATE 1,632 - None -

Q [~ BooO 03 6200 PER DIEM IN-STATE G031 - None -

@ BOOD 03 6211 MP MONTHLY VEHICLE RENTAL IN-STATE 3,173 5,000 3,173 3,173 MOTOR POOL VEHICLES
Q [~ BO0O 03 6215 NON-MP VEHICLE RENTAL IN-STATE 57 100 57 57 - None -

You estimate that you will drive the car 650 miles each month of the next biennium. Enter this in the
Fleet Services schedule. At a rate of $238 per month and 19 cents per mile for a compact vehicle, this
works out to $4,338 a year. Since your base year cost was only $3,173, you need to make an M-150
adjustment $1,165 for both year one two to adequately fund operation of the vehicle. Add a note to the
line item adjustment explaining why it was made and how it was calculated. The step-by-by guide for
this follows.

Under the Schedules tab, select the Fleet Services Vehicles schedule.

Insert a new line by clicking 4]" :
Enter the appropriate decision unit number (B0O0O in the example).

Enter the appropriate category (Cat 03).

Enter the applicable region (Carson City).

Select the vehicle type (compact).

Tab to Budget Year 1, Est. Miles (Per Month) - make sure you are entering the per month amount and not
the annual amount of miles.

Tab to # Months and enter (12 for a full year).

When you enter the number of months, the total column will update.

Repeat this process for Year 2.

Click Save or Save and Return.

Click Process Schedule.

Processing the schedule takes you back to the Line Item screen. Here you can check to see if your M-150
decision unit was created correctly.

Be sure to rebalance the decision unit.

If the lease was a one-time expenditure, you would not have to update the Fleet Services schedule since
an M-150 adjustment zeroing out the base amount is automatically created by NEBS. Again, a note is
required in the M-150 line item to explain the one-time adjustment.
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Motor Pool Schedule
Budget Year 1 Budg
Delete Line # DU Catg Region yehicle Type (E::'Mhﬂ:f;) # Months  Total (E:ﬁ.ﬁci:'?til)
f
B — 1 [ooo  [#] [ [#][carsoncTy 7] [COMPACT = [0 [ 12 a3 [0
Motor Pool Schedule Total: 4,338
Save Sawve and Retumn | Cancel | Process Schedule... |

Maintenance/Enhancements

Summary Line [tems Sti'l:j_L-lTes Positions F:;;i_blapping Acct. Maint. T

150 ADJUSTMENTS TO BASE ~]  Save | SaveandRetm | Cancel |  EditActuabwe

The M-150 ad]ustment fOf 1he GL  Description Actual  Work Pgm  Year 1 Change Year 2 Change Schedule j [zj
Motor Pool monthly charge was
calculated by subtracting the
base amount from the total need 5930 LONGEVITY PAY 0 0 850 LONGEVI™Y
($4,338-$3,173=$1,165). 7170 CLOTH/UNIFORM/TOOL ALLOWANCE 0 o -4,508 i UNIFORM ALLOWANCE

= === 6211 MP MONTHLY YEHICLE RENTAL IN-STATE 0 0 1,165 1,165 MOTOR POOL WEHICLES

M150 04 7052 WEHICLE COMP & COLLISION INS i 0 -675 -675 AGENCY OWNED VEHICLES

If a Fleet Services vehicle is required to be included as part of either a maintenance or enhancement
decision unit, the process is very similar. Populate the fields in the schedule using the appropriate
decision unit; determine the type of vehicle needed and the number of months for each year. Once you
Save and click Process Schedule, you will need to re-balance the decision unit in the Line Item screen.

Agency Owned Vehicle Schedule

Use this schedule to calculate insurance costs for vehicles your agency owns or will purchase during the
biennium. Each vehicle has a separate line on the schedule and you may add, delete, or change lines as
necessary. The specified insurance type determines insurance costs. Depending on the type of insurance
selected (liability only - GL/OC 7059 or liability and comprehensive/collision - GL/OC 7052), more
than one line item may be created for each decision unit and category containing vehicles.

M-150 - Adjustment to Base

Adjusted base applies to vehicles your agency already owns. The vehicles included in NEBS for the
current biennium will appear in the Agency Owned Vehicle schedule for the next biennium. It is very
important to choose the insurance type. Under the Schedules tab:

o Select the Agency Owned Vehicles schedule.

e Toadd a vehicle, click * )
e To delete a vehicle, check the delete box and click Save or Save and Return.
o Check the box for years applicable (year one, year two, or both).

o Enter the appropriate decision unit number.
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o Select the appropriate category.
o Choose the applicable region.

Schedule Details AdditmnalText

. . Status: = Seve | Save and Return Cancel Process Schedule..
Delete a vehicle by checking the
bO Agency Owned Yehicle Schedule
X. Total Ins, Cost
Delete Line # Negative Yrl Yr2 DU Catg Region Ins, Type Year 1 |YearZ Year Vehicle Description
1

ro1 r & & B [@&pE CARSON CITY =] [CompiColision & Lisbility =]~ 385 395 [1998  [FORD EXPEDITION
CE: r & ~ oo [48]p [CARSONCITY =] [CompCallision & Lisbilty =]~ 395 395 [2008  |[SPORT UTILTY

recommends phase.

Rates are built into NEBS and may
be adjusted during the governor

o Select the insurance type (liability only or liability & comp/collision).

o NEBS calculates the year one and year two total insurance cost fields.

o Complete the year and vehicle description fields for each vehicle.

e Enter license plate number (see following example).

e Update the current odometer reading (you are encouraged to enter the date the odometer was read).
e Click Save.

e Click Process Schedule.

e Re-balance your decision unit upon returning to the Line Item screen.

Please provide additional information about each vehicle such as the office or position to which it is
assigned, its purpose or assigned program, etc. Add this information at the line item level within the
schedule.

Vehicle list drawn from the prior
biennium. Update region, insur-
ance type, vehicle description,
license number, and odometer
with current information. Delete
any vehicle no longer in use. Add

[T [#&] o [#] [carson CITY =] [Comp/Coliisior & Lisbiity ]~ 395 395 [1998  [FORDEXPEDITION  [MYSTRv2
[Boo Joa— CARSON CITY =] [Comp/Collisior & Liabilty ¥] 395 395 [2006  [SPORT UTILITY [MrsTRYS
[B000 i [#] [LasvEGAS =] [Comp/Collisior & Liability ]~ 395 395 [2006  [SPORT UTILTY [MrsTRY4

K
<

<
<

<
<

F &~ [soo0 o4 [FasVFGas =] [CampiCallisior & Limbilty =]~ 395 385 23 [FORN FPEDITION  [MYSTRYR
new vehicles. F & oo P2 [#] [carsON CITY ] [CompiColisior & Liabilty @]~ 395 395 [2004 | [SPORT UTILITY [MrsTRY?

Ky
<

E71D Jor [#] [LasVEGAS =] [Comp/Collisior & Linbilty =]~ 395 395 [2008  [SPORT UTILITY |TBD

Agency Owned Vehicle Schedule Total: 2,373 2,373

Save I Save and Retumn Cancel | Process Schedule... |

Seve Save and Jetum Cancel Frocess Schedule... Notes should specify the date of
o the odometer reading.
Total Ins. Cost
: . . . =
r1 Yrz| DU Catg Region Ins. Type Year 1 |Year2 @ Year Vehicle Description License Odometer E‘

[7a00
[0
[7@50
[38565
[Zo0
-
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Maintenance/Enhancements

New vehicles your agency plans to request during the new biennium, either as replacements for existing
vehicles or as expansions to your fleet, will appear in a maintenance or enhancement decision unit.
Additional vehicles to expand your fleet are handled the same way in the schedule as previously
described for existing vehicles. The appropriate maintenance or enhancement number should be used,
and if you are transferring a vehicle to another budget account, check the “negative” box to change the
rate to a negative number.

To create “negative” amounts for | |
the insurance costs, check the
Status: [COMPLETE -] Save | Save and Retum Cancel Process Schedule... Negative box. In this example, the

transferring agency would check
the Negative box and the receiving
agency would not check the box,

Agency Owned Yehicle Schedule

Total Ins. Cost

Delete Line # Negative Yrl Yr2z DU Catg =) m—Trs. T4pe yeari Year2 | hut would use the same decision

— unit (E903).

B o v [Foo0 [#4] o1 ] [cARSONCITY =] [Comp/Collision & Liskility =]~ 295 305 [1998  |FORD EXPEDITION  |MYSTRY2
u v [pood (@] [0+ [#4] [carson Ty =] [Comp/Collision & Lishility »| 385 395 [2006  [SPORT UTILTY [MYSTRY3
B r s [0 [#4] o1 [#] [LasvEGAS x| [Comp/Collision & Liebility =] 395 395 [2006  [SPORT UTILITY [MvETRY4
r 4 W [poo0  [#4) 04 |88 [LasvEGAS x| [CompiCollision & Lisbility »| 395 395 [2003  [FORDEXPEDITION  [MYSTRYS
r s ~ [poo0 (@] 04 [#&] [carsON CTY =] [Comp/Collision & Liabilty =]~ 3es  sss [2004  [SPORT UTILITY [MrsTRY1
B r s ¥ AU [pa— [LASVEGAS x| |Comp/Collision & Liaility >| 395 395 2008  [SPORT UTILITY |TED
roov T B @ [E503 [#] o= [#@] [CARSON CITY =] [Comp/Collision & Liability »] ~ -395  -395 [1998  [FORD EXPEDITION  [MYSTRY2

Agency Owned Vehicle Schedule Total: 1,977 1,977

Line Items Schedules Positions Fund Mapping

it Filter: | E903 TRANSFER AGENCY OVWNEDEHICLE j Save I Sawve and Return —

DBIetE1 DU  Catg el Description Actual  Work Pg Year 1 Change Year 2 Change

1
[ E903 00 2501 APPROPRIATION CONTROL 0 of -395 | 0| -3 | 0

Building Rent Non-Building and Grounds Schedule
This schedule is used to track space leased from entities other than the Buildings and Grounds Division.

Review and update your lease information from the previous biennium. Make sure the locations are
accurate and the rates match those of your current leases. Each lease’s rate is the cost per square foot per
month. This is very important as the area of your leased space determines your content insurance
coverage. A common mistake is to enter “1” as the square footage and to total monthly rent as the rate.
This will result in your leased space being insured for one square foot. The annual cost is automatically
calculated as follows:

area in square feet * rate per square foot * months per fiscal year = annual cost
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This schedule could create as many as three expenditure line items:

e 7051 (705A in NEBS) - Property and contents insurance expense (contents for leased space)
e 7110 - Non-state owned building rent
e 7255-B & G lease assessment

Check the B & G assessment box (shown below) to create the 7255 line item.

ETE =] Save | Save and Return Cancel Pocess Schedule... | l
chedule e
B&G Budget ]
ou Cato GL Address City Sa. Ft. Lessor Asses, Type of Space # Mo, Rate
o2 [FiTo [020MYSTERVIN  [CARSONCITY [ 3000 [MAMYSTEF [ [OFFICE = [ 8[ 150
BO0D [oa [0 [020MYSTERYIN  [CARSONCITY | 3000 [MAMYSTEI @  [OFFICE = [ s 150
Schedule Total: 54,900
Save | Save and Return I Cancel I Process Schedule... |

Assessments apply to all agencies that must utilize B&G for negotiating, reviewing, or administering
their leases.

M-150 - Non-State Owned Building Office Rent Example

Let’s say your agency leases 3,000 square feet of office space. The lease includes a consumer price
index (CPI) increasing at a rate of 3% each year on January 1st. For this example, the rates per square
foot per month are as follows:

$1.42 for calendar year 2015
$1.46 for calendar year 2016
$1.50 for calendar year 2017
$1.55 for calendar year 2018

The amount paid in the base year was $51,840 (3,000 square feet at $1.42 per square foot a month from
July through December 2015 and the same area at $1.46 January through June 2016). Be sure and record
the entire fiscal year costs in the Edit Actual/WP screen under category 04, GL 7110 (the object code for
non-owned building rent). This is also described in the Adjustment to Base section of this manual.
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Summary Line Items Schedules Positions Fund Mapping Acct. Maint.

Decision Unit Filter: | M150 ADJUSTMENTS TO BASE i | Save |  SaveendRetm | Cancel | Edit actualwe
Delete DU Catg GL Description Actual | Work Pgm Year 1 Change Year 2 Change ‘%duhs
i
B r miso o0 2501 approPRIATION CONTRAL 0 0 | 80154 | 0 | 89854 | 0 F Hone -
M1SO 01 5930 LONGEVITY PAY i 0 1,350 ’ ’
Click Edit Actual/WP to update the
B2 M1S0 01 7170 CLOTH/UNIFORM/BOL ALLOWANCE i 0 6,050 . . ANCE
projected base year expenditures.
& M1S0 03 6211 MP MONTHLY WHICLE RENTAL IN-STATE il 0 1,165 HICLES
B M1S0 04 7051 AG NED - PROP. & CONT, INSURANCE il 0 96 96 AGENCY-OWNED PROPERTY AND C(f
M1S0 04 7052 VEHIQE COMP & COLLISION INS I = -173 AGENCY OWNED VEHICLES
M1S0 04 7059 ¥ VEHICLE L TURANCE i 0 -132 -132 AGENCY OWNED VEHICLES
2 M1S0 04 7 G - PROP. & CONT, INSURANCE i 0 72 72 #% BUILDING RENT NON-BUILDINGS A

7.

To get to the Building Rent Non-
Building and Grounds schedule,
either use the Schedules tab or
click the Building Rent Non-Build-
ing and Grounds link.

In this example, there are two line items for the leased space - $1.50 for the first six months (July 2011
through December 2011) and $1.55 for the second six months (January 2012 through June 2012) for

year one. For year two, $1.55 would be input for both six-month periods because the lease will end
December 2012.

o Review and update information
e Click Save
e Click Process Schedule to update the schedule

A checked B&G assessment box

will generate an automatic M-150 B&G Budget Year1 Budget Year 2
adjustment for GL 7255. F%Asses. Type of Space #Mo.  Rate Rent P&CIns #Mo.  Rate Rent ;’:‘f%
CARSON CITY | 3000 MAMYSTEF " 7 |0FF|CE j 6 | 1500 27,300 36 I 6 1.550 27,900 36
[CARSONCITY [ 3000 [MAMYSTEF [ [OFFICE =l 6 | 1.550 27,300 % [ 6 1550 27,900 36
Schedule Total: 54,900 72 55,800 72
Save Save and Return Cancel Process Schedule...
| | | | Total cost for year 1 and year 2 L

based on terms of existing lease.

e Review the amounts in the M-150 adjustment and make sure everything was input correctly and the
calculation makes sense.
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M150 04 7051 AGENCY OWHED - PROP, & CONT. INSURANCE o 0 96 96 AGENCY-OWNEL
M1i50 04 7052 VEHICLE COMP & COLLISION INS a 0 -173 -173 AGENCY OWNEL
M1S0 04 7059 AG VEHICLE _IABILITY INSURANCE a 0 -132 -132 AGENCY OWNEL
M150 04 705A NON B&G - PROP. & CONT. INSURANCE 1] 0 T 72 BUILDING RENT.
M150 04 7073 SOFTWARE L:CENSE/MNT CONTRACTS o 0 -21 =& VENDOR SERVI¢
M150 04 707A CASELD DRVN - CONTRACTS - L 0 0 49,282,707,363 2,262,902,809 CASELOAD
M150 04 7110 NON-STATE OWNED OFFICE RENT 1] 0 l 3,060 3,960 BUILDING RENT
[1] 0 - 275 279 BUILDING RENT

M150 04 7255 B & G LEASEA n

The M-150 adjustment in year

1 was calculated by subtract-
ing the base amount from the
total amount required ($54,900-
$51,840=$3,060).

e Remember to attach lease agreements and add notes at the individual line item level describing you
calculations and methodology.

Maintenance/Enhancements

If you are expanding your non-Building & Grounds leased space as part of a maintenance or
enhancement decision unit, such as with the addition or transfer of staff, the process is very similar to
that described above.

Schedule Details Additinnal Text
Status: |CDMPLETE v| Save | Save and Return Cancel Process Schedule..
Building Rent Schedule

B&G Budget

Delete Line # DU Catg GL Address City Sq. Ft, Lessor Asses, Type of Space # Mo, Rate
[
r 1 [EE[#&] P [#] [0 PO20MYSTERYLN  [CARSONCITY [ 3000 [MAMYSTEF [ [OFFICE =] 8 1500
B r 2 [pw i [7110 PO20MYSTERYLN  [CARSONCITY [ 3000 [MAMYSTEF @ [OFFICE = & =0
B r s B= od [d#] 110 O20MYSTERY LN  [CARSONCITY [ 500 [MAMYSTEl @ [OFFICE =] s 1500
r 4 [B5 oe [#4] [0 PO20MYSTERYLN  [CARSONCITY | 500 fMAMYSTEF [ [OFFICE = s 1%0
Schedule Total: 64,050

Equipment Schedule

This schedule tracks equipment costs in your budget account. Use the equipment schedule section for
commonly used equipment selected from a drop-down menu. Use the other amounts section to add
unique or uncommon items not included in the drop-down menu of equipment. For more information on
equipment, see the Equipment section in the Budget Instructions.

M-150 - Adjustment to Base

Equipment that may be included under an M-150 adjusted base decision unit is equipment under $1,000
and $5,000. This may include small office equipment, chairs, bookcases, file cabinets, desks, etc. that
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are used to replace existing items, on a regular, as needed basis and must be accounted for under OC/GL
7460 through 7464. Equipment costing between $1,000 and $5,000 must be recorded under OC/GL
7465-7469. Agencies must eliminate these costs unless they can justify them as an on-going
expenditure. Contact your Budget Division analyst if you have any questions.

e Click s to insert a line in the other amounts area.

o Enter the appropriate decision unit number (B00O in the example below). NEBS does not allow entry into

the M-150 decision unit within this schedule. The M-150 adjustments are automatically generated based

on the BOOO entries in this screen.

Enter the appropriate category (Cat 04 in the example below).

Enter the applicable GL/OC (7460 for equipment under $1,000)

Enter the priority (NEBS defaults a priority number which may be changed).

You can enter the quantity as “1” if there is a list of items attached on Excel spreadsheet however, notes

are still required for each item requested.

e Enter cost per unit in the rate column. If you’ve submitted a list of items and entered “1” as the quantity,
than this is the total cost for those items.

e Repeat this process for year two.

e Click Save or Save and Return on the Equipment schedule

o Include or attach justification, calculations, methodology, appropriate vendor quotes for each line item
you request.

e Click Process Schedule. When the schedule is processed, NEBS will adjust the line item in M-150 that
zeroed out these expenditures from your base budget.

e Re-balance your decision unit(s).

Attach a spreadsheet justifying
equipment under $1,000 when
adding as one line item.

Other Amounts

Year 1 Year 2

i
Delete Line # DU Catg GL Description Priority =~ Quantity Rate Total Quantity Rate Tutalé

]
] 1 [poo0 (@] o+ @8] [rE0  [#] FQUPUNDER $T000 [ | 1 450 450 T 450 450
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To make the budgeting process easier, segregate purchases between ongoing and one-time expenditures
by using a different OC/GL (for example 7461).

The one-time expenditures are adjusted out of the on-going total and the M-150 line item is created.

Notes are required to justify each request.

Version: AD0 AGENCY REQUEST AS SUBMITTED

Decision Unit Filter: | Display all Decision Units j Save ] Save and Return ] Cancel | Edit Actual/WP
Delete DU Catg GL Description Actual  Work Pgm Year 1 Change Year 2 Change Schedule
BO0OD 04 7460 EQUIPMENT PURCHASES < $1,000 500 500 500 500 EQUIPMENT
M150 04 7460 EQUIPMENT PURCHASES < $1,000 0 0 -50 -50 EQUIPMENT

Maintenance and Enhancements

Equipment is considered a one-time expenditure. Any equipment in base is zeroed out and any new or
replacement equipment must be requested through a maintenance or enhancement decision unit.

Click + to insert a line in the appropriate Equipment schedule area.

Enter the decision unit number (E710 for replacement equipment and E720 for new equipment).

Enter the appropriate category (Cat 05 and Cat 26 are typical).

Use the drop down menu to select the item. If the item is not on the list, use the other amounts section.
Indicate the priority of the request.
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o Enter the desired number of units under Count. NEBS will calculate the rate and populate the total fields
in the first section. In the other amounts section of this schedule, you will need to manually enter the rate.

e Repeat this process for year two.

e Click Save or Save and Return (Save and Return takes you to the Schedules tab where you can process all
schedules at once rather than individually).

e Click Process Schedule.

e You will have to balance the applicable decision units.

Note: Remember to include ancillary costs. For example, if new vehicles are added in a decision unit, include the
insurance. Another example is a major piece of equipment that requires maintenance in the second year.

Schedule Details Additinnal Text

Status: |COMPLETE -I Save | Save and Return Cancel Process Schedule...

Equipment Schedule

Year 1
Delete Line # DU Catg GL Equiprnent Type Priority ~ Count Rate Total
i
r 1 v o5 8310 [VEHICLE-SPORT UTIL-LV 5.6 3/4-TON 4X4 6DR 8-9 PASS -1 $31,884.00 Y2 $31,884.00 = [ 2 7 31,884.00 31,884
Bl r 2 [ o5 8241 [OFFICE FURNITURE-EXE CUTIVE ** ENTIRE UNIT *- Y1 $2,852.00 Y2 $2,852.00 ~] 3[ 1 285200 2,85
(OFFICE FURNITURE-EXE CLITIVE == ENTIRE UNIT *=- Equipment Schedule Total: 34,73

OFFICE FURNITURE-EXECUTIVE BOOKCASE -'Y1 8345 List of commonly added equip-
OFFICE FURNITURE-EXECUTIVE CHAIR-Y1 $400.00'd (ot

OFFICE FURNITURE-EXECUTIVE CREDENZA -1 §434 :

OFFICE FURNITURE-EXECUTIVE DESK -1 $735.00 Y2 lyrorer
OFFICE FURNITURE-EXECUTIVE SIDE CHAIRS - Y1 $344.00'Y2 $344.00

OFFICE FURNITURE-EXECUTIVE 4 DRAWER FILE CABINET -\ $280.00 2 $280.00

des Other Amounts Below): 44,23

Other Amounts

Deleto Line # DU Catg JOFFICE FUNNITURE SECRETAMRIAL =+ ENTIRE UNIT*= 1 $1,627.00 2 $1,627.00
OFFICE FURNITURE-SECRETARIAL BOOKCASE -1 $220.00 Y2 $220.00
M OFFICE FURNITIURE-SECRETARIAL CHAIR - Y1 $185.00 Y2 $185.00
OFFICE FURNITURE-SECRETARIAL CREDENZA - Y1 $385.00 Y2 $385.00 =
- 1 [poo0 [ox— [#&] [0 [#&] EQUPUNDERSI000 | B | T 500 500 | T 500 500
2

. 3,500 This is a specialized piece of
| equipment that would not be

included in the drop-down menu

in the first section of this schedule.

2 [0 [#a][05 [#] s [#4] PROGNASTOCATORS | [ 1 | 2 [ 4500 9,000 | T 450

The Other Amounts area may not be used for common equipment items that are listed in the drop down
box under the first section of this schedule.
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Schedules

Positions Fund Mapping Acct. Maint.

Decision Unit Filter: |E?1U REPLACEMENT EQUIPMENT Z| Savel Balance revenues against expen- Edit Actual/ WP
Delete DU Catg GL Description Actual | Work Pgm ditures after compleilng schedule chedule |£| ]ﬂ
changes.
[
[l E710 00 2501 APPROPRIATION CONTROL 0
E7L0 04 7052 VEHICLE COMP & COLLISION INS o 0 167 167 AGENCT OWNED VEHICLES
E710 04 7059 AG VEHICLE LIABILITY INSURANCE 0 u] 228 226 AGENCY OWNED VEHICLES
Y ™ E7i0 04 7151 OUTSIDE MAINTENANCE OF VEHICLE 0 o 12154 | 0 .25 | 0 - None -
E710 05 8310 PICK-UPS, VANS - NEW 1] 0 31,884 31,884 EQUIPMENT
@ E710 05 8371 COMPUTER HARDWARE <$5,000 - A 0 1] 9,000 4,500 EQUIPMENT
Total Revenue o 1} 29,125 35,525
Total Expenditures 0 0 29,125 35,525
Difference 1] 0 0 i
Save Sawve and Return Cancel

Building Maintenance Schedule

Use this schedule to include the costs associated with building maintenance. This includes all routine
and scheduled maintenance, building improvements, and repairs of a non-structural nature under
$100,000.

Maintenance work such as painting, cleaning or replacing carpeting and drapes, refurbishing, and minor
repairs estimated under $100,000 are not considered capital improvements and should be requested in
your operating budgets using this schedule.

Category 07, maintenance of buildings and grounds, is typically used to record facilities maintenance
costs including contracted services for maintenance, repair, and improvements of a non-structural
nature. The following are common object codes (OC or GLS) used in this category:

e 7060-7072 Contracts for Services

e 7140-7149 Maintenance of Buildings and Grounds

e 7230-7231 Minor Improvements - Buildings/Fixtures (less than $10,000)
e 7960 Equipment Rental (If Applicable)

Agencies renting space from the Buildings and Grounds (B&G) Division in state-owned buildings must
obtain estimates from B&G for all facilities maintenance requests related to those buildings.

If you require extra services from B&G such as office moving, remodeling, and furniture construction,
coordinate your request with B&G.

You are required to estimate or adjust your facilities maintenance expenditures in three NEBS functional
areas:
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1. Maintenance Decision Units

Maintenance decision units (including M-425) for requests for deferred maintenance or regular
maintenance.

2. E-730 for New Maintenance Requests

For further information on facilities maintenance, refer to the facilities maintenance section in the Budget
Instructions.

3. M-150 - Adjustment to Base

All one-time operating costs must be deleted in M-150.

Examples of one-time adjustments include:

e One-time cost for contract services.

e Non-recurring building and grounds maintenance expenditures such as office remodel or modifications,
limited roof repairs not expected to be repeated during the biennium, addition of building fixtures such as
shelving or unique work station modifications, etc.

e  One-time equipment rentals or repairs.

e Recurring maintenance expenditures such as carpet cleaning and annual heating, ventilation, and air
conditioning (HVAC) maintenance that were approved in category 95, deferred facilities maintenance, in
the base fiscal year must be transferred to category 07, maintenance of buildings and grounds, or a special
use category as appropriate in the M-150 decision unit.

Determine which facilities expenditures are truly one-time expenses and which are recurring. Applicable
notes and justifications must accompany your request.

For example, a maintenance expense to repair a leak in the roof ($10,000) would be considered a one-
time expense since it is unlikely the same or similar major structural maintenance expense would occur
in the next biennium. However, assume you had a $6,500 repair expense to repair a major piece of
equipment, like a generator, in the base year.

BOOO 07 7060 CONTRACTS 10,000 12,000 10,000 10,000 VENDOR SERVICES
BOOO 07 7061 CONTRACTS - A 6,500 20,000 6,500 6,500 VENDOR SERVICES
M150 07 7060 CONTRACTS 0 0 -10,000 -10,000 VENDOR SERVICES
M150 07 7061 CONTRACTS - A 0 0 13,500 13,500 VENDOR SERVICES

Use GL 7060 for one-time
items and GL 7061 reoccurring
eXpenses.

While you wouldn’t expect to repeat this particular repair in the coming biennium, your agency has
several other pieces of major equipment (large paper shredders, boilers, computing equipment, etc.) that
have required significant repairs over the past few years. Equipment repairs for this budget account have
been averaging $20,000 annually. Based on your historical repair expenditures, the repair to the
generator could be viewed as part of your normally recurring annual equipment repair costs. While you
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may not need to repair the generator in the coming biennium, you will likely have other major
equipment repair needs. Include sufficient justification as notes and attachments to convince your
analyst that you need to keep this amount in both fiscal years of your biennial budget request.

¥Yendor Schedule

Delete Line # DU Catg GL Yendor Name Actual | Work Prog. Year 1 T g
fi
B r 1 [ [#4] [+ [#] [0  [@#] [FoverNORs MvsTERY securmy] Entry in vendor schedule for reoc- b | 120 | 120
2 [pooo  [@h] [+ [#k] 80 @A REROK Hesta0szis i 0 540 540
= 7

B r 3 Pooo @[5 [#k] 075  [#4] MEDICAL/HEALTH CARE CONTRALTS / 2670 [ 2700 | 0 | 0
B r + Ppooo [#4] 0 [#k] 300 [#A] [EXECOTIVE MYSTERY TRAINING HEEISTH/ALW [ =0 | 500 [ | 0
Bl r s [ [0 [7300 [MYSTERY TRAINING HEEISTFMTVE [ a0 | 550 | 0 | 0
B r ¢ [0 [o4 [7380 [XEROX #139246910 ' [ 540 | 540 | 540 | 540
r 7 [ooo  [§4][i7 [#4] o5 [#] MYSTERY REPAIR SERVICE [ &80 [ 20000 [ 20000 [ 20000
r s [EB5 €3 [7060 [HAVE RECORDER WILL TRAVEL [ 0 0 [ 12500 [ 12500
Vendor Schedule Total: 33,700 33,700
Grand Total {(Includes Other Amounts Below): 33,700 33,700

Statewide Schedules

Introduction

The statewide schedules in NEBS consist of the Buildings and Grounds (B&G) owned building rent

schedule and the agency-owned property and contents schedule.

B&G-Owned Rent Schedule

This schedule identifies all leased space in state-owned buildings administered by B&G. Each lease
listed includes the budget account, budget account name, building code (address), decision unit (base),
category, square feet, and type of building. For years one and two, the data includes duration of lease (in
months), annual rent, and cost of property and contents insurance. You cannot change data on this
schedule. You must notify B&G in writing and copy your assigned budget analyst if you discover any

errors or omissions.

Agency-Owned Property and Contents Schedule

This schedule contains statewide data provided by the Risk Management Division, which identifies all
real property owned by state agencies and the cost per year for insuring against loss. Property and
contents insurance is the insurance premium paid to Risk Management covering the property and
contents of state owned space and the contents of leased space against loss (this schedule pertains to
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state-owned space and contents). Property details listed include budget account, budget account name,
building code (address), decision unit (base), category, and square feet. For years one and two, data
includes duration of use (months), valuation of property, and cost of property and contents insurance.
Like the B&G schedule, you cannot change the data on the agency-owned property and contents
schedule. Notify your assigned budget analyst in writing if you discover any errors or omissions.

Ik Line Item List ||

009 Biennium (FY08-09)
EPARTMENT OF MYSTERY

LGENCY REQUEST AS SUBMITTED

Items Schedules Fund Mapping Acct. Maint.

BASE | save | Save and Return Cancel | Edit Actual/wp

Description Actual | Wark Pgm Year 1 Change Year 2 Change Schedule

First, update your base (ac-

tual) amounts based on the most
recent projections using the Edit
Actual/WP screen.

Ik: Line Item List ||

009 Biennium (FY0DB8-09)
EPARTMENT OF MYSTERY

BENCY REQUEST AS SUBMITTED

Items Schedules Fund Mapping Acct. Maint.

BASE ZI Save I Save and Return Cancel Edit Actual/WP

Description aActual | wWork Pgm Year 1 Change Year 2 Change Schedule

First, update your base (ac-

tual) amounts based on the most
recent projections using the Edit
Actual/WP screen.

You must first update the base (actual) amount based on most recent projections by accessing the Edit
Actual/WP screen. Object codes associated with both schedules are schedule-driven. Whenever you
click Process All Schedules on the Schedules tab, an M-150 adjustment will automatically be generated
for any difference between the base amount and the amount in the schedule for year one and two.

Budget Account Schedule List

Budget Period: 2007-20092 Biennium (FY08-09)
Budget Account: 2020 DEPARTMENT OF MYSTERY
Version: ACO AGEMNCY REQUEST AS SUBMITTED

Schedule Description Status

& 1 CASELOAD N/ A

& 2 VENDOR SERVICES COMPLETE
When you click the Process Al & 3 UNIFORM ALLOWANCE COMPLETE
Schedules button, NEBS will & 4 LONGEVITY COMPLETE
automatically generate an M-150 | s OOIT COMPLETE
adjustment for any differences be- By o S ) o
tween the base (actual) amounts 6 MOTOR POOL VEHICLES COMPLETE
for the schedule-driven object B 7 AGENCY OWNED VEHICLES COMPLETE
codes and the amounts in the B g BUILDING RENT NON-BUILDINGS AND GROUNDS COMPLETE
statewide schedules. B

Q EQUIPMENT COMPLETE
| 10  BUILDING MAINTENANCE SCHEDULE N/A
= 11 STAFF PHYSICALS IN PROGRESS

Done Process All Schedules
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Budget Account Schedule List

Budget Period: 2007-2009 Biennium {FYO08-09)
Budget Account: 2020 DEPARTMENT OF MYSTERY
version: ACO AGENCY REQUEST &S SUBMITTED

lSChedule Description | Status
1 CASELOAD N/A
- 2 YENDOR SERYICES COMPLETE
. [

Schedules button, NEBS will [ 4 LONGEWVITY COMPLETE
automatically generate an M-150 c DOIT COMPLETE
adjustment for any differences be- . MOTOR POOL VEHICLES COMPLETE
tween the base (actual) amounts =
for the schedule-driven object 7 AGENCY OWMNED VEHICLES COMPLETE
codes gnd the amounts in the - 8 BUILDING RENT NON-BUILDINGS AND GROUNDS COMPLETE
statewide schedules.

Y ] EQUIPMENT COMPLETE

Y 10 BUILDING MAINTENANCE SCHEDULE M

(% 11 STAFF PHYSICALS IN PROGRESS

Done Process All Schedules

To access the statewide schedules click located on the left hand side of the NEBS screen to open the
Budget Task Bar.

&= Home

BEEER Reports [ Messages
& Budget Account Versions List

Budget Task Bar

Budget Prep Tasks

List Budget Account Yersions

List Reports

Calculate Payrall

Distribute Cost Allocations
Yiew/Update Statewide Schedules

Budget Period: |2007-2008 Bienniur (FY08-09) > |

Budget Azcount: |2020 DEPARTMENT OF MYSTERY (Update)

: Statewide Schedules

Budget Perod: ]2I]I]?—2I]IJB Biennium (FYI]B—IJE]LI
Verson: |ADDAGENCY REQUEST AS SUBMITTED [Enterprise] ~|
Statewide Schedules Status
Click on either statewide schedule BEG-OWNEC BUILDING RENT IN PROGRESS
to navigate to the detail screen. AGENCY-OWNED PROPERTY AND CONTENTS COMPLETE
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NEBS HEEHLE

Budget Account Versions List

Budget Period: [2007-2009 Biennium (FY08-09) = |

Messages

Budget Task Bar
Budget Prep Tasks

List Budget Account Yersions

List Reports

Calculate Payroll

Distribute Cost Allocations

Yiew /Update Statewide Schedules

™

Budget Azcount: |2[JEU DEPARTMENT OF MYSTERY (Update)

Budget Perod: |2007-2008 Biennium (FY08-09) v |

rn | m

Verson: |A[.'IEI AGENCY REQUEST AS SUBMITTED [Enterprise]

[

Statewide Schedules Status
Click on either statewide schedule BE&G-OWNELC BUILDING RENT IN PROGRESS
to navigate to the detail screen. AGENCY-OWNED PROPERTY AND CONTENTS COMPLETE

B&G Owned Building Rent Schedule

Budget Period: 2007-2009 Biennium (FY08-09)

Version: A0D0 AGENCY REQUEST AS SUBMITTED

Schedule Details

Budget Account Filter; DtsplayallBudgeiAccnuntsE

B&G Owned Building Rent Schedule

Line # Budget Account

Building Filter:

This screen displays data for your
budget accounts in a read-only
status. Verify the accuracy of the
data.

Displey all Buildings

Building Code

1 2605 NDE - DRUG ABLSE EDUCATION 202-EDUCATION (700 EAST 5TH STREET, CARSON CITY)
2 2605 NDE - DRUG ABLSE EDUCATION 202-EDUCATION (700 EAST 5TH STREET, CARSON CITY)
3 2676 NDE - OCCUPATIONAL EDUCATION 202-EDUCATION (700 EAST 5TH STREET, CARSON CITY)
4 2676 NDE - OCCU
Year 1 Year 2
pac [
DU |[Catg |S5qg. Ft. |Type Months B&G Rent P&C Ins |Months | B2G Rent Irc m
BOOO 04 350 OFFICE 12 3,82¢ 1] 12 3,822 =]
BOOD O 20 STORAGE iz 84 3 1032 g4 3
BDUU U4 1. 441 OCCICE 12 15,736 231 19 1LC 725 291
BODO 04 Schedule-driven & 344 13 Schedule-driven 3|
amounts for GL 7100. amounts for GL 705B.
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Agency Owned Property and Contents Schedule

Budget Period: 2007-2009 Biennium (FY¥08-09)
Yersion: ADOD AGENCY REQUEST AS SUBMITTED

Schedule Details

Budget account Filter: |Dispay all BudgetAccounts_:_] Building Filter: IDiEpIay all Buildings

Agency Owned Property and Contents Schedule

Line # Budget Account Building Code
1 2020 DEPARTMENT CF MYSTERY 2398-MORMON FORT RESTROO
2 3743 PUBLIC SAFETY, DIVISION OF INVESTIGATIONS 2401-NDI STORAGE (2855 S 10| Schedule-driven
3 3743 PUBLIC SAFETY, D amounts for GL 705A.
Year 1 o=
4 3743 pUBLIC SAFETV, O f

i€
DU |Catg 'S5q. Ft. |Months | Prop. Val Total MWghths  Prop. Val Tntalg

£ i

BOOD 04 600 12 70,368 96 12 70,368 96
BOOOD 04 100 112 bk, Frels 16 a2 11,728 16
BOOO O4 600 12 70,368 96 12 70,368 96
BOOD 04 2,630 1) 308,446 421 12 308,446 421

 Fund rclﬂpping  Acct. Maint.

Positions

i Summarv Line Items schedules

Decision Unit Filter: |M150 ADJUSTMENTS TO BASE ~| Save Save and Return Cancel
. Delete DU Catg GL Description Actual Work Pgm | Year 1 | Change Year2 C

NEBS automatically generates an

M-150 adjustment for the differ- ] |1_

ence between base (actual) and B wmiso 01 5930 LONGEVITY PAY 0 0 2,675 3,525

the schedule amount. M150 01 7174 CLOTH/UNIFORM/TOOL ALLOWANCE-D 0 0 -a21 -921
M150 04 7051 AGENCY OWNED - PROP. & CONT. INSURANCE 0 o 62 62
IOl miso 04 705A NON BAG - PROP, & CONT. INSURANCE 0 0 25 25

Assessments and Full-Time Equivalent (FTE) Driven Costs

Introduction

Payroll assessments represent charges for services provided by various departments within the state to
individual state agencies and include:

76



Personnel assessment

Payroll assessment

Employee bond

Employee tort

Retired Employees Group Insurance (REGI)

Enterprise Information Technology Services (EITS) assessments

cupLNOE

When preparing your budget request, do not make any adjustments to the base year actual assessment
amounts. The assessment amounts are schedule-driven in NEBS. Any changes made to the amounts by
the Budget Division will occur in the M-100 decision unit.

Defining Assessments Settings

Only Budget Division budget analysts have access to this screen - access by any other user is blocked.
By default, all positions in a budget will receive the assessments selected on this screen. If you believe
that you should not be assessed one or more of the assessments described below, contact you budget
analyst.

Yiew: Decision Units | Categories | GLs | Position Groups | Assessment Settings

Retirerment: [ Woarker's Comp: [ Personnel Assessment: v
Unemployment Insurance: Payroll Assessment: v Retirernent Group Insurance: v
Medicare: FIca: v AG Employes Tort: v

Employee Bond Insurance: DolT Infrastructure: W

v
v
v
v

ColT Security: DolT Enterprise IT: v

Save | Du:mel

Review the assessment settings for your base positions as well as all new positions created in
maintenance or enhancement decision units to ensure accuracy. Any problems should be reported in
writing to your analyst in the Budget Division. This review can be accomplished several ways in NEBS:

Review Payroll Assessments & FTE-Driven Costs with the
Positions Screen

e From the Budget Account Line Items screen, click the Positions tab.

e From the Budget Account Positions screen, use the Decision Unit Filter to select the positions you need to

review.
e Click Additional Attributes.
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Budget Account Line Items

Budget Period: 2007-2009 Biennium {FY08-093)
Budget Account: 2020 DEPARTMENT OF MYSTERY

Version: A0D AGENCY REQUEST AS SUBMITTED

Line Items Schedules @ Fund Mapping Acct. Maint.

Decision Unit Filter: IBOUU BASE j Save | Save and Return
Delete DU Catg GL Description Actdal  Work Pgm Year 1 Change Year
El |1— Budget Account Positions
Budget Period: 2007-2009 Biennium (F§08-09)
[T BOOO 00 2501 APPI 4 (

Budget Account: 2020 DEPARTMENT OF YSTERY

Yersion: A00 AGENCY REQUEST 4 SUBMITTED

Decision Unit Filter: |B000 BASE -
Disp
View: |B000 BASE To Page: I| 1 Jump To PCN: |
100 INFLATION - STATEWIDE
T M150 ADJUSTMENTS TO BASE
Viewing page 1 of 1 |\ >00 DEMOGRAPHICS/CASELOAD CHANGES Copy/Transfer... | Recalc Payroll... |
MB00 COST ALLOCATION
E325 SERVICES AT LEVEL CLOSESTTOPEOPLE Pl
E326 SERVICES AT LEVEL CLOSEST TO PEOPLE
DU [E5S00 ADJUSTMENTS - TRANSFERS IN Type Grade Step Adj |Act WP | ¥rl Yr2 St
E710 REPLACEMENT EQUIPMENT
Add Position... E720 NEW EQUIPMENT = Total FTE: 1.00 1.00 12.00 11.00
[#] eooo ooooo1 M1 U2B0D EXECUTIVE OFFICER Existing 99 1 0 000000 100 1.00 Jul
][ Fa o0 colcTANT Existing 99 1 0 0.00 0.00 1.00 1.00 Jul -
Summary Line Items Schedules Positions Fund Ma
A ments and FTE-driven
Decision Unit Filter: | Display all Decsion Units B3| el t§ ,a d drive
costs by position.
View: Basic Attributes | Additional Attributes Jump To Page: e —
= Q
e E 2= s |5
& a8 E 8 [g5El5 88
Class Class Description Ret Act WP vl Vr2 g YrL Y2 B G B e P e e e
Blglel8l8=slg 8 Slelsls B 3E
o|e|Z|a|S|a|lx|S|E|le|u|lalalala
Total FTE: 1.00 1.00 15.00 14.00
U2 EXECUTIVE OFFICER 1 0.00 0.00 1.00 w0 F FICFFFFFFFIOFVFFFFFWF
U900y EXECUTIVE ASSISTANT 1 000 0.00 1.00 imw ¥ MO FFFFFFFWVIOFMWFFFFFFWF
07804 INFORMATION OFFICER 2 1  1.00 1.00 1.00 oo ¥ FIC F FFFWVVVIVFIFIWVFEFFVFEFFWF
07509 PERSONMEL OFFICER 3 & 000 0,00 1.00 i ¥ FIOWFMWVFWMFVFFEFWFMIOVMFEFFFEFFEFWF
11565 AGENCY LOSS CONTROL COORD 8 0.00 0.00 1.00 iwm v FCFVFFVWVMFVIFVWVMIFVIEVVFFFFEF

o Use the scroll bar at the bottom of the Budget Account Positions screen to view the assessments and FTE-

driven costs by position. A check mark indicates the assessment is enabled and a blank box indicates the

charge is disabled.

e Report any inaccuracies to your analyst in the Budget Division.
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Budget Account Version Position List |

Budget Account Positions

Budget Period: 2007-2009 Biennium (FY08-09)

Budget Account: 2020 DEPARTMENT OF MYSTERY

Version: ADD AGENCY REQUEST AS SUBMITTED

Schedules Positions Fund Mapping Acct. Maint.

Decision Unit Filter: [B000 BASE =
View: Basic Attributes | dditional Attributes Jump To Page: ||_1 Jump To PCN: ||—
viewing page 1 of 1: [ [Z] ][] Done | Copy/Transfer... | Recalc Payrol| Click any of the linked fields for
the position you wish to review.
DU PCN # Group Class Class Description Type Grade S ] !Act WP ! ¥rl |¥r2 St

Add Position. .. Total FTE: 1.00 1.00 13,00 12,00
BOO0 0000O0 Gl 02220 PROGRAM ASSISTANT I o New 23 1 0 000 0.00 1.00 1,00 Oct

BOOO 000001 M1  U2800 EXECUTIVE OFFICER
BOOO 00OODS M1 US00S9 EXECU

u}

0.00 0.00 1.00 1.00 Jul
Position Detail

PCN #: 000001

Basic Info Additional Text

Start: Jul - 2007 End: Jun - 2009

Anniversary: July

Type: Existing

Group: IGT DEFAULT GROUP ;l
Retirement Code: 1 RCGULAR

Class: U2800 EXECUTIVE OFFICER  Default Grade: 99

Qverride Grade: Step: 1  Salary Adjustment: 0
Actual Work Pgm. Year 1 Year 2
FTE: [ 000 [ 000 [o0 1.00
Man. Annl. Sal.: ] 0 ] 0 I 0 I 0
Health Ins.: ~ i

Partial: I If checked, tie position sharing the expense must be specified. Use the Additional Text tab, ab

Fringes/Assessments

Ret.: we: W Pers Assmt; [V Unemp. Ins.:

Pyrl Assmt: W Ret. Grp.: W Medicare: ¥ FIcA: I

AG Tort: ¥  EmplBond: DoIT Ent Acc: ¥ DoIT Contr Adm: W
~

DolT Sec: DoIT Plan: W

Merit Increase:

Save I Save and Return I Cancel | Copy... | Cnsts...l Delete

Review Payroll Assessments & FTE-Driven Costs with the
Position Detail Screen

o Select the position you wish to review from the Budget Account Positions screen by clicking any of the
linked data for the position (this will take you to the Position Detail screen).
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o Scroll down using the scroll bar on the right side of the Position Detail screen to view the assessments and
FTE-driven costs. A check mark indicates the assessment is enabled and a blank box indicates the charge
is disabled.

e Report any inaccuracies to your analyst in the Budget Division.

Settings for: NEBS130 Payroll /Position Deta'l

Budget Period: |2007-2008 Biennium (FY08-09) ~ |

Budget Account Method: @ Single C Multiple © By Aralyst

Budget Account: [2020 DEPARTMENT OF MYSTERY (Update) ~|
Version: |A00 AGENCY REQUEST AS SUBMITTED ~|
Position Type: |All ~|
Decision Unit: IAII ~]

Include Sections: =  _ pgsition Detail [~ Include Position Notes

_> ¥ B - Position Detail - additional Attributes (Fringe Indicators) [T Inclide Position Notes
" " ¢ - Position Cost Detail
" D - Position Cost Summary
[T E - FTE/Salary Summary

Generate Report 4 Cancel |

NEBE130 stg of Navada - Buaget Division €/THE 12:06 PM
ayrolVPosition Detall
200%2003 Blannium [FYD8-03)
A00 AGEMCY REQUEST AS SUBMITTED
saclion B: Pockion Detall - Addtional adfributes (Frings indioators)
mnﬂ Aosount: 2020 DEFARTMENT OF MYITERY
I g1
£S5 2 E Fag i Yed
EE§34 Bis §33808%
Actusl WP FYZI008 FYZ2000 FYZ008 FYI008  FY 2008 r\rmmig, lsg;-.goEa‘ng
Type Descrlobicn PCN Clsss FTE FIE _ FTE FTE _ Salary Serefs  lalary Bensfs Co AEZTasacdzlaw
Ba00 BASE
W Mystery 1
1 EXECUTIVE OFFICER 000001 U2ece 030 o 1.00 100 116888 4699 116888 UE8 1 /7 Fd i A
1 EXECUTIVE ASSISTANT 0X0CCS USXS  CO0 0.0 100 100 S0 16033 B0 WKOH 1 S S S TS AEA AL
1 PUBLICINFORMATICNCFRICER2 00010 OT8d4 100 1.03 100 @060 4072 sa4s a 01 /& IS SO
1 PERSONNEL OFFICER 3 030015 07803 £O0 003 1.00 100 7704 6807 TEIM  WEW B S ¥ S S A SIS A
1 AGENCY LOSS CONTRCL CCCRD 000017 11565 000 Qoo 1.00 100 47 1T 18,495 £9,831 M1EE B 4 4 ' EEEES TR
1 DFECFFICER 2 00020 11305 000 000 100 100 77,382 MAF O TESl  MME 2 S S S S ASA A A A
1 DPSCFFCERZ 00C35 11905 CO0 0.0 1.00 100 67520 22374 MW BM 2 SV SV AAS IS A
1 MANAGEMENT ANALYST 2 000C2s CTes cac ocga 1.00 1.00 §3,350 16579 k] Lt I A A A
1 ASTOR2 000030 CTis4 coe ogo 1.00 1.00 43278 18,508 45818 1812 8 7/ Fd LS IS
1 DPECERCERZ 000040 11508 000 0.0 100 100 85432 26182 MW TAFW 2 SV S SIS A A
1 DPSSZRGEANT 00047 11404 COC 003 1.0c0 100 T2762  MTIE  TIE  NMS 9 SV SIS A
1 DPSCFFCER: 0300S5 14405 000 003 1.00 100 34351 1278 1] 0.8 /v /LSS AL
TOTAL FOR POSTION GROUPMI 100 100 1200 {4100 7ES5483 28333F  745Esd 233548
TOTAL FOR DECISION UNIT 802 100 100 1200 1100  7ES481 282928 7SS 223548
E806 CLASHIMED FOSITION RECLASIIFICATIONS
NH Myetary 1
1 MLAMASRAENT ANA_YET I D00Ca% O76dE cooc ooao =1.00 =1.00 a8 JEC =T R3TEE 47,734 1 o 5 LTSS LA SIS
1 MANASEMENT ANALYST 3 DI00ZS O7E 000000 1.00 1.00 B4331 17,838 £3.535 BEDN 1 S F S S f f o o
TOTAL FOR POSTION GROUPM1 coc_ 009 T £58 253 5037 526
TOTAL FOR DECISION UNT EE5 coo ool T €580 853 8037 536
EBOD TRANIFERS
H1 History 1
3 PROGRAM ASSSTANT I 034350 €229 CO0_ 0.0 1.00 100 27258 14399 2857 M B S ¥ S ¥ S S S Y S S AL
_TOTAL FOR POSTION GROUPH! __ 000 000 400 100 27358 14389 28657 14763
TOTAL ECR DECISION UNT £90 coo 0.0 1.00 100 I7ase 14388 2857 samE2
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Review Payroll Assessments & FTE-Driven Costs with the
NEBS130 Report

From the Reports tab:

o Click the Payroll Position Detail Report link.

o Complete the Settings for NEBS130 Payroll/Position Detail screen using the pull-down menus.

e Under the Include Sections options, click “B” - Position Detail - Additional Attributes (Fringe Indicators).
If desired, you may also choose to include position notes by checking the box to the right.

o Click Generate Reports.

e Print report or save to a PDF file.

e Report any problems to your analyst in the Budget Division.

Inflationary Adjustments

Budget Account Line Items

An example of the NEBS M-100
line item screen.

Budget Period: 2007-2009 Biennium {FY0S8-09)

|Lme Item changes saved

]

Budget Account: 2020 DEPARTMENT OF MYSTERY

Version: AO00 AGEMNCY REQUEST AS SUBMITTED

Line Items Schedules Fund Mapping Acct. Maint.

Decision Unit Filter: Save | Save and Return I
[M100 INFLATION - STATEWIDE ~| e |
Delete | DU Catg | GL | Description actual  Work Pgm Year 1 AdJUStlrevenues to reflect inflation- dule
ary adjustments.
[ .
B m mioo 0o 2501 APPROPRIATION CONTROL 0 o 24l 0| 24 | 0 - None -
&= M100 04 7292 DOIT YGICE MAIL 0 0 -3 -3 DOIT
= M100 04 7295 DOIT STATE PHONE LINE 0 0 -10 -10 DOIT
&l M100 87 7393 PURCHASING ASSESSMENT 0 0 -11 \
Total Revenue 0 -24 Calculated inflation expense.
Total Expenditures 0 -24 -24 |

0
In the executive budget, inflation adjustments are added to certain expenditures based on estimates for
future price increases for specific goods and services. By planning for inflation on these items, the state
is able to anticipate the impact of price increases on governmental operations. There are two types of
inflationary adjustments: statewide general inflationary adjustments and agency-specific inflationary
adjustments.

Statewide General Inflationary Adjustments

The Budget Division calculates these adjustments after the Governor authorizes them and will appear in
the M-100 decision unit. Please do not submit requests for “general inflationary” adjustments.
After the inflation factors are applied by the Budget Division, balance your revenue in the respective M-
100 decision unit. To ensure inflationary adjustments are calculated and applied accurately in your

81



budget, it is critical that all even numbered fiscal year actual expenditures are charged to the appropriate
object code. See the chart of accounts included in the appendix of this manual for a list of object codes.

Some examples of M-100 statewide general inflationary adjustments are:

o Rate Changes such as employee bond insurance, attorney general tort claim assessment, buildings and
grounds rent, motor pool monthly vehicle charges, property and contents insurance, agency-owned
vehicle insurance, Department of Information Technology services, etc.

o Cost Allocations and Assessments including the Statewide Cost Allocation Plan (SWCAP), the Attorney
General Cost Allocation, the Purchasing assessment, the Department of Information Technology
assessments, etc.

o Utilities such as electricity, natural gas, water, etc.

Budget Account Line Items S —

Budget Period: 2007-2009 Biennium (FY08-09) An example of the NEBS M-100 ‘
line item screen. |Lme Item changes saved

Budget Account: 2020 DEPARTMENT OF MYSTERY

Version: AO00 AGEMNCY REQUEST AS SUBMITTED

Line Items Schedules Fund Mapping Acct. Maint.

Decision Unit Filter: Save | Save and Return I
[M100 INFLATION - STATEWIDE | ]
Delete | DU Catg | GL | Description actual  Work Pgm Year 1 AdJUStlrevenues to reflect inflation- dule
ary adjustments.
[1 |
B rm mioo oo 2501 APPROPRIATION CONTROL 0 o 24 0| 24 | 0/ - None -
™ M100 04 7292 DOIT VOICE MAIL 0 0 -3 -3 DOIT
] M100 04 7295 DOIT STATE PHONE LINE o 0 -10 -10 DOIT
2l M100 87 7393 PURCHASING ASSESSMENT 0 D -11 \
Total Revenue 0 -24 Calculated inflation expense.
Total Expenditures 0 24 14 |

Agency-Specific Inflationary Adjustments

These are originated by agencies. While there is no guarantee that the Governor will concur with your
agency’s request, special inflationary adjustments for expenditures that are unique to your agency may
be requested in decision unit M-101. These requests must be accompanied with adequate justification
and documentation supporting the requested increase and the methodology used to develop the
estimates. Some examples of agency-specific inflationary adjustments that may appear in Decision Unit
M-101 are:

e Pharmaceuticals for patients.

e Food for inmates or clients.

e Aggregate for the Department of Transportation.
e Raw materials for Prison Industries.
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The following example illustrates a request for an agency-specific inflationary adjustment to medication
for patients:

The medication expenditure in M-101 is entered into the appropriate schedule or line item screen and
balanced with the associated funding source.

Line Items Schedules Positions Fund Mapping Acct. Maint.
Decision Unit Filter: | M101 INFLATION v [ Save ] [ Sawve and Return ] [ Cancel ] Edit Actual/WP
Delete DU Catg GL | Description Actual | Work Pam Year 1 Change Year 2 Change Schedule |£| Lﬂ
1
@l [] mioi 00 2511 BALANCE FORWARD FROM PREVIOUS YEAR 0 u] K 0| -1.740 0| - None -
& Mi0i 15 7060 CONTRACTS 1,740 3,584 YENDOR SERVICES
] = = RVE - BAL FWD TO SUBSEQ o 0| 1,740 0 5324 0| - None -
Manually balance revenues to Total Revenue 1] 0 0 -1,740
expenditures. In this example, hottll Bl ! L 0 -1,740
inflation is paid out of reserves. Rifference g £ 2 g

Decision Unit: M101 INFLATION

Dec Unit Synopsis

¥Erints in Execlive BUdaet Book) To provide for the inflationary costs of medication for

patient=. Inflation rates are based on the Center for
Hedicare and Medicaid (CHM3), Office of the Actuary.

Attachrnents:

BA1234 Inflation Request (DU M10171.xls [ i G et ]

[ Delete Atachment ]

Decision unit M-101 is created with sufficient justification and detailed back-up documentation to
substantiate the requested amount.

Attach detailed methodology, assumption, calculations, and other information as required.

Statewide Cost Allocations

Introduction

Statewide cost allocations represent recovery of costs from non-general fund sources for functions
provided by central services agencies. This is a concept similar to that of agency-specific cost
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allocations, which enable agencies to charge for services provided in one budget account to other budget
accounts such as director’s office or administrative services costs.

Statewide cost allocations are schedule-driven in NEBS. The Budget Division enters the amounts in the
Statewide Cost Allocation Plan (SWCAP) and Attorney General Cost Allocation Plan (AGCAP)
schedules and the agency users distribute the costs appropriately. Agency-specific cost allocations are
initiated by the Budget Division and finalized by the agency users.

To enter allocations in the statewide cost allocation schedules:

e Click
o Select View/Update Statewide Schedules
o Select the appropriate cost allocation schedule

£ Home :Repm‘ts Admin | Messages

W& Item List

Budget Task Bar
Budget Prep Tasks

List Budget Account Versions

List Reports

Calculate Payroll

Distribute Cost Allocations
Yiew/Update Statewide Schedules

Budget Admin Tasks

Adrminister Payroll Settings
Setup Schedules

Adrninister Schedule Rates
Establish Cost allocations
Adrninister Reference Tables
Maintain Enterprise Yersions
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Cost Allocations

Budget Period: | 2007-2009 Biennium (FY03-09) ~ |
Version: |.6.DIJ AGEMCY REQUEST AS SUBMITTED [Enterprize] ;I
Allacation Status
STATEWIDE COST ALLOCATION {SWCAP) COMPLETE
ATTORMEY GENERAL ASSESSMENT COMPLETE
PURCHASING ASSESSMENT COMPLETE

Statewide Cost Allocation Plan Assessment (SWCAP)

The SWCAP represents recovery of costs for statewide general administrative functions provided by
central services agencies such as the Budget Division, Office of the State Controller, Office of the State
Treasurer, Internal Audits Division, etc. These agencies provide budgeting, accounting, auditing, and
other administrative services to state agencies and are supported by the general fund. While all agencies
that utilize the services of the central services agencies are included in the cost allocation plan, only
agencies funded by non-general fund sources have the SWCAP assessment included in their biennial
budget.

You may move amounts between budget accounts if appropriate and must enter the percentage of
chargeable funds in the “Distribute Cost Allocations” screen in NEBS. The adjustment column is
available to move a cost allocation from one budget account to another, but the total of the adjustment
column must net to zero. The “% Chargeable Funds” column on the SWCAP schedule indicates how
much of the budget can be charged for central administrative costs. For instance, a budget account
funded entirely by the general fund will have 0% chargeable funds while a budget account funded 25%
general fund, 50% fees, and 25% federal funds will have 75% chargeable funds.

Edit Cost Allocations

Budget Period: 2007-2009 Biennium (FY08-09)

Version :A00 AGENCYIREQUEST, AS SUBMITTED Adjustment column must net to $0. Percentage of non-general fund
Allocation: STATEWIDE COST ALLOCATION {SWCAP) revenue sources
Status: COMPLETE Save Save and Return l Process Alllgon Change... I Cancel | ‘
Allocation Adjustment 3 MNet % Chargeahle- Funds Total
= Year Lﬂ
Delete Line # Budget Account Ju Year 1 Year 2 Year 1 Year 2 Year 1 > ﬁ Year 1 Year 2 Year 1 Year 2
4

|
1 [rorz— [pom— 53,140 53,140 | 12500 | 13,700 66,640 66,840 | 100.00 | 10000 66,640 66,840
m - [i37a [@&] [pood  [#A] ] o o | 0 0 o 000 | 0.00 0 0
3 [eoza— [pom— 2,036 2,036 | 7.937 | 1937 3,973 3,973 | 000 | 0.00 0 0
[3873 [Bom3 58,874 58,874 | 4476 | 4476 63,350 63,350 | 6200 | 6800 43,078 43,078
5 EZ [pomT 128,764 128,764 [ 107183 [ 107,183 235,947 235,947 [ ooo | 0.00 0 0
& EZER [poo 30,908 30,908 | 12.815 | 12815 43,723 43,723 | 566 | 5.66 2,475 2,475
7 [7as__ [#4] [F000 (@] 54,099  San9s [ 4590 | 4580 58,679 58,679 | 10000 | 10000 58,679 58,679

COCOO0 DO R
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Attorney General Cost Allocation Plan Assessment (AGCAP)

The AGCAP represents recovery of costs for legal and investigative services provided by the Office of
the Attorney General to state agencies as well as administrative expenses of the office. The apportioned
amounts are allocated on the basis of attorney hours spent on each agency as recorded in the Office of
the Attorney General’s time reporting and accounting system in a previous fiscal year (typically two
years prior). Adjustments are made to individual agency allocations for the difference between the
budget hours utilized in the previous biennium’s plan and the actual hours spent providing services in
that biennium. While all agencies that utilize the services of the Office of the Attorney General are
included in the cost allocation plan, only agencies funded by non-general fund sources have the AGCAP
assessment included in their biennial budget.

As with SWCAP, you may move amounts between budget accounts if appropriate and must enter the
percentage of chargeable funds in the “Distribute Cost Allocations” screen. Cost allocations may be
moved from one budget account to another, but the total of the adjustment column must net to zero. The
“% Chargeable Funds” column on the AGCAP schedule indicates how much of the budget can be
charged for attorney general fees.

Purchasing Assessment

The purchasing assessment represents recovery of costs for statewide general administrative functions
provided by the State Purchasing Division. The assessment is based upon a four year moving average of
purchasing commodity and services dollar volume by budget account. This assessment is updated by the
Budget Division.

Agency-Specific Cost Allocations

Agency-specific cost allocations

Agency-specific cost allocations enable agencies to charge for services provided to other budget
accounts such as the director’s office or administrative services. A separate schedule is used for each
agency-specific cost allocation. The Budget Division analyst responsible for the account receiving the
funds sets up the cost allocation schedule. The agency user enters the expenditure information into the
schedule.

For each maintenance and enhancement decision unit in a cost allocated budget, corresponding decision
units must be developed in all budget accounts that contribute to its funding. Contributing accounts use
M-800 series decision units to fund maintenance requests and E-800 series decision units to fund
enhancement requests for the cost allocated account. The Budget Division will adjust these decision
units during the governor recommends phase of the budget process for any modifications made to the
cost allocated account. Separate worksheets must accompany the request and be attached in NEBS at the
decision unit level.
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The spreadsheets must reconcile the decision units in the contributing account(s) to the cost allocated
receiving account’s budget request. Be sure to identify any funding the cost allocated (receiving)
account receives from other sources, such as federal grants, to ensure the projected revenues and
expenditures are balanced.

The following demonstrates an agency-specific cost allocation schedule:

e The receiving agency builds the budget for the cost allocated account. The budget is developed just like
any other budget: revenues are described with the appropriate cost allocation code and amounts.

[ Summary

Line Items Schedules Positions Fund Mapping Acct. Maint.
Decision Unit Filter: Display all Decision Units v [ Sawve ] [ Sawve and Return ] [ Cancel ] Edit Actual/wP
Delete DU Catg  GL Description Actual | Work Pgm Year 1 Change Year 2 Change
1
@ [] BoDO 00 4231 COST ALLOCATION REIMBURSEMENT - B 960,000 1,000,000 960,000 0 960,000 0
@l [] ™Mioo 00 4231 COST ALLOCATION REIMBURSEMENT - B 0 0 30,000 0 35,000 0
@l ] miso {ul] 4231 COST ALLOCATION REIMBURSEMENT - B o] 0 35,000 0 45,000 0
@ ] E710 oo 4231 COST ALLOCATION REIMBURSEMENT - B u] 1] 120,000 0 95,000 0

o The receiving agency develops spreadsheets that detail each contributing budget account’s share of your
maintenance and enhancement decision unit costs. The amounts calculated in the spreadsheets are used to
populate the M-800 and E-800 amounts for each budget account. The M-800 unit should be equal to each
agency’s share of your adjusted base budget less each agency’s base amount (the actual amount they were
charged in the base year). The E-800 unit should be equal to each agency’s share of the total of all your
enhancement decision units.

Budget Account

Budget Account
4715 Automation

Budget Account

2020 Departrent of Mystery
4711 Records Search
4714 Administration

Budget Account
4715 Automation

2020 Departrent of Mystery
4711 Records Search
4714 Administration

c D E B G H | J
FY 2006 FY 2008 Total
FY 2006 Estimated FY 2008 FY 2008 Proposed
Budget Actual Base FY 2008 Adjusted Base Enhancements Budget
$ 1000000 § 950,000 $S60,000 % 1025000 § 120,000 % 1,145,000
FY 2006
FY 2006 Estimated FY 2008 FY 2008 Total
% split Budget Actual Base M-800 Base + M-800 E800 Cost Allocation
2% | § 400,000 | § 384000 $384000 $ 26000 $ 410000 § 43000 % 458 000
0% § 300,000 % 268000 $286000 § 19500 § 307500 § 36,000 § 343 500
% % 300,000 % 288,000 %$285000 % 19500 % 307500 & 36,000 % 343,500
$ 1000000 % 960,000 $5960000 § E5000 % 1025000 % 120,000 % 1,145,000
FY 2006 FY 2009 Total
FY 2006 Estmared FY 2009 FY 2009 Proposed
Budget Actual Base FY 2009 Adjusted Base Enhancements Budget
$ 1000000 § 960,000 $960,000 % 1,040,000  § 95000 § 1,135,000
FY 2006
FY 2006 Estimated FY 2009 FY 2009 Total
% split Budget Actual Base M-800 Base + M-800 E800 Cost Allocation
4% % 400,000 % 3684000 $384000 § 32000 % 416,000 § 36,000 | § 454 000 4
D% % 300,000 % 288000 $288000 § 24000 % 312,000 % 28500 % 340,500
D% % 300,000 % 258000 288000 § 24000 % 312,000 % 28500 % 340,500
§ 1,000,000 § 960,000 §$S960000 % SO0O00 $ 1,040,000 § 95,000 § 1,135,000
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In this example, column E represents the estimated revenue amounts for the cost allocated account’s
base year and the estimated amounts charged to the contributing accounts.

Column H represents the total adjusted base revenue for the allocated account.

Column G (M-800) lists each contributing account’s percentage share of the total adjusted base amount
minus what was charged to that account in the base year. The total of the base and M-800 for the
contributing accounts equals the cost allocated account’s total adjusted base.

Column | (E-800) lists each contributing account’s percentage share of the allocated account’s total
enhancement unit costs. The total of contributing accounts base plus M-800 and E-800 should equal the
total revenue for the cost allocated account.

As the receiving agency, you will supply a copy of the spreadsheet to each of the contributing budget
accounts. You must also provide a copy of the spreadsheet to your budget analyst so that the allocation
schedule in NEBS may be initialized.

After setting up the M-800 and E-800 decision units in the Accounts Maintenance screen, the
contributing agencies should build them using the spreadsheet provided by the receiving agency.

Once the Budget Division has initialized the cost allocation schedule, the receiving agency can enter
data into it. Enter the amounts from column E from the sample spreadsheet into the schedule as base (B-
000), the amounts in column G as maintenance (M-800), and the amounts from column | as
enhancements (E-800) as shown below.

%Budget Task Bar
Budget Prep Tasks

Statewide Schedules
List Budget Account Versions

List Reports

iZalculate Payroll

Distribute Cost Allocations
View/Update Statewide Schedules

Budget Period: | 2007-2003 Biennium [FYEIB-DE!] v

Version: | ADDAGENCY REQUEST AS SLEMITTED [Enterprise] v

Statewide Schediles Status
BaG-OWNED BUILDING RENT IN PROGRESS
AGENCY-OWNED PROPERTY AND CONTENTS COMPLETE

Departmental Schedules
DMy MVIT COST ALLOCATION REIMBURSEMENT - B
SAMPLE DIRECTOR'S QFFICE COST ALLOCATION 4——
e
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Schedule Details

[ Sawve ]N Sawe and Feturn

Delete Line # Budget Account

1

B o 1 2020
Bl o - 2020
El o s 2020
O 4 4711
El O s 4711
E 1 e 4711
El o - 4714
E M s 4714
El O - 4714

HEEEEEEEE

BOOO
ME00
ES00
OO0
b E00
E&00
OO0
ME00
ES00

Catg

26
26
26
26
26
26
26

] [ Cancel ] I Frocess Schedule... ]
S =
Remember to Save and then Pro-
cess Schedule. Process Schedule
will populate the decision units in
739 the contributing budget accounts.
7397 @ 26 000 32 000
7397 43,000 38,000
7397 288,000 288,000
7397 19,500 24000
7397 36.000 28,500
7397 283,000 286,000
7397 19,500 24,000
7397 36,000 28,500

Total Revenue: 1,145,000 1,135,000
penditure: 1,145,000 1,135,000

NTerence: o

u}

The receiving agency should verify the accuracy of the data entry, then save and process the schedule.

Each budget account should have

a B0O00O, M800, and E800 decision

unit.

Once the schedule is processed, the decision unit amounts will appear as line items in contributing
budget accounts provided they are within the same department. If a contributing agency is in a different

department than the receiving agency, the contributing agency must work with their budget analyst to

develop their M-800 and E-800 decision units. Communication between the departments is very
important to ensure the receiving and contributing agencies remain in balance.

Once the receiving agency processes the schedule, the contributing agencies must balance their decision

units (base, M-800, and E-800).

As the cost allocated account, if you make changes to your budget after you process the schedule, you
must update your spreadsheet, distribute the revised spreadsheet, update the schedule, and process the

schedule again to ensure the proper amounts are budgeted in the contributing accounts. Also, the
contributing budget accounts will need to balance these decision units (M-800 and E-800) as processing
the schedule only generates the expenditure portion of the decision unit.
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Once the final adjustments have been completed and all decision units are balanced for all accounts, a
copy of the spreadsheet should be attached in NEBS at the decision unit level in each account.

Fund Maps

See training material located at Budget website.

Sample Decision Units

Introduction

A decision unit is a stand-alone, balanced budget request that displays the revenues and expenditures
associated with a new program, with changing existing programs, or with adding or subtracting from
ongoing budgetary levels. Both maintenance (M-100 through M-804) and enhancement (E-125 through
E-999) decision units are built using similar techniques. The example used here is an enhancement
decision unit that includes a request for additional staff and associated costs.

Add a Decision Unit

e Your first step is to add a new decision unit. Do this by clicking the Account Maintenance (Acct. Maint.)
tab.

o Click +

e Click the dee drop-down menu.

Budget Account Decision Unit

Budget Period: 2007-2009 Biennium (FY08-09)
Budget Account: 2020 DEPARTMENT OF MYSTERY
Version: AD0 AGENCY REQUEST AS SUBMITTEL

Decision Unit: Mew Decision Unit for this Budget Accoant

Basic Info

Code: |E325SERVICES AT LEVEL CLOSEST TO PEOPLE =~

E308 IMPROVE PUPIL ACHIEVEYENT -
Marne! |E3209 IMPROVE PUPIL ACHIEVEMENT

E310 IMPROVE PUPIL ACHIEVEENT

A SERVICES AT LEVEL CLOSEST TO PEOPLE
E327 SERVICES AT LEVEL CLOSEST TO PEOPLE .
E328 SERVICES AT LEVEL CLOSEST TO PEOPLE

E323 SERVICES AT LEVEL CLOSEST TO PEOPLE

E330 SERVICES AT LEVEL CLOSEST TO PEOPLE

E4d1 SEHVILES A1 LEVEL LLUSES) 13U Mt

E332 SERVICES AT LEVEL CLOSEST TO PEOPLE

E333 SERVICES AT LEVEL CLOSEST TO PEOFLE >

Department Priority:

Budget Account Priority:
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o Select the appropriate decision unit title (one that corresponds as closely as possible to your decision unit
goal as it relates to the governor’s functional goals). Call your budget analyst for assistance if you have
trouble choosing a title for your decision unit.

Basic Info

Code: |E325 SERVICES AT LEVEL CLOSEST TO PEOPLE |

Mame: SERVICES AT LEVEL CLOSEST TO 2EOPLE

Department Priority: I99§|9
Budget Azcount Priarity: |2|

Hint: Typing an “E” after opening the drop-down menu will take you to E125, eliminating the need for
you to scroll through the maintenance modules or decision units.

Prioritize the Decision Unit

All decision units (other than B-000, M-100, and M-150) must be prioritized. This establishes the
importance of the decision unit within that budget account. If it becomes necessary for the Budget
Division to cut one or more of your decision units, the priority numbers are used as a guide. The lower
the number, the higher the priority - “1” is highest.

e Each decision unit must have a unique priority number. For instance, you cannot have two priority “4”
decision units. NEBS will not allow you to save changes to a decision unit that duplicates the priority
number of another decision unit. You may have gaps in the sequence of numbers (1, 2, 3,7, 8, 9, 13,14
for example). When you add a new decision unit, NEBS will automatically add 1 to the highest priority
number (your lowest priority) and assign it to that decision unit. If you have gaps in your priority
sequence, suchas 1, 2, 3and 7, 8, 9, NEBS will ignore the gaps and add 1 to the highest number used -
yielding 10 rather than 4 in this case.

e You may change the number NEBS assigns by entering a new number in the Budget Account Priority
Field. Since you can’t duplicate any numbers, raising the priority could be tricky. One way to accomplish
this is to leave gaps in your priority sequence as you add decision units. Let’s say you already have added
six decision units. If you have prioritized them *1” through “6” and you need to add a new decision unit
at priority four, you will have to reprioritize “6” to “7,” “5” to “6,” and “4” to “5” before you can give the
new unit priority “4.” If you had prioritized your decision units 1, 3,5, 7, 9, and 11, you could easily add
a new decision unit at priority “6” and have it ranked in proper order without reprioritizing every decision
unit below it. You may change the priority numbers at any time prior to September 1st and request your
budget analyst to make changes after that date.

e Click the Save button to save your work and stay in the decision unit screen.

Alternatively, click the Save and Return button to save your work and return to the Account Maintenance
screen.

e Click E_}to enter the decision unit synopsis and justification.
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Attaching Files

You may attach files to the decision unit, such as an organizational chart showing the new positions.

o Click the Browse button. An Explorer dialog box will appear.
o Browse to the file folder containing the file, highlight the file, and click Open.

92




Attachments:
View Attachment |

Delete Attachment |

Find File:

Browse... i

Attach File |

: 21
= B e B
At Org Chart E325.x1s Yiew Attachment |
Delete Attachment I
Find File:
| ‘/ Browse... I
Attach File | o
Daone |
The path and file name will be displayed in the Find File field.
o Click attach file to add it to the list of attachments.
e Click Done.
¢ Click Save or Save and Return.
Note the paperclip indicating a file
is attached and the lines indicat-
ing a note has been entered. :
g E325 SERVICES AT LEVEL CLOSEST TO PEQPLE a999

Your new decision unit is now established.

Complete Schedules

Because the Position Schedule affects so many other parts of your budget, if your decision unit requests
additional positions we recommend that you enter the new positions into the decision unit before adding

any other line items or completing any other schedules. Refer to the Assessments and Full-Time

93




Equivalent (FTE) Driven Costs section and the Personnel appendix of this manual for additional
information.

o Enter positions in the appropriate decision unit and recalculate your payroll.
o Enter all other schedule-driven costs in the appropriate schedules. Refer to the Schedules section of this

manual. Be sure to process all schedules before returning to the selected decision unit.
e Returnto Line ltems.

Enter Non-Schedule Expenditures

e Use the Decision Unit Filter to select the appropriate module.

e Click the + icon to enter line-item information for all non-schedule driven expenditures. You may add

multiple lines by entering the desired number of lines in the field to the right of the + icon.

o Enter the appropriate category, general ledger (GL/OC, a.k.a. object code) and amounts in the year one
and two columns. Save your work. If a new category is desired, you must establish the category in the
Account Maintenance screen. Refer the Account Maintenance and the Functions sections in this manual.

Version: A00 AGENCY REQUEST AS SUBMITTED \3 blank line items added

Decisian Unit Filter: | E325 SERVICES AT LEVEL CLOSEST TOPEOPLE »] _ Save |  SaveandRem | Cancel | Eeditact
- =]

Delete DU Catg GL | Description dctual  Work Pgm Year1l | Change Yzar 2 Change Schedule E]

E]

O £3zs | | 0 of 0 | 0 None

| E3zs | | 0 o] 0 | 0 None

O E325 | | 0 of 0 | 0 None

| E325 01 5100 SALARIES 0 i} 28,060 38,991 PAYROLL

E325 01 5200 WORKERS COMPENSATION i 0 584 765 PAYROLL

& E325 01 5300 RETIREMENT 0 0 8,979 12,477 PAYROLL

e Click Eto enter your justification and calculations.
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[T E325 04 7020 OPERATING SUPPLIES 0 0| 150 | 0| 150 | 0 - None -

[T E325 04 7023 OPERATING SUPPLIES-C 0 o 24 | 0| 24 | 0 - None -
[T E325 04 7045 STATE PRINTING CHARGES 0 o 32 | 0| 3z | 0 - None -
E325 04 7050 EMPLOYEE BOND INSURANCE 0 0 3 3 PAYROLL
E325 04 7054 AG TORT CLAIM ASSESSMENT 0 0 119 119 PAYROLL

e Save and Return to the Line Items tab.

Budget Account Line Items

Budget Period: 2007-2009 Bienniurn (FY08-09) Year 1 out of balance: -44,998
Budget Account: 2020 DEPARTMENT OF MYSTERY b i et ]
Version: ADD AGENCY REQUEST AS SUBMITTED Line Itern changes saved

o Verify that your decision unit revenues and expenditures are in balance.
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Total Revenuz 0 ] 44,996 61,918
Total Expenditures 0 0 44,996 61,918
Differencs 1] 1] 1] 1]

Save Sawve and Return Cancel

Once the decision unit is balanced, the out of balance notice will disappear and the year one and two

columns will have a difference of zero dollars.

Considerations

This is not intended to be a complete listing of considerations, but a guide to help you when requesting
additional positions. Each program area is unique and the associated revenues and expenditures must be

considered when requesting enhancements.

When requesting additional staff, provide evidence you have taken the following points into
consideration:

Funding Source(s)

e Will the funding be adequate, continuing, stable, and able to sustain the request?
e How long will the funding source be able to sustain the request?
o If the funding source is from a reserve, what is the long-term projection of the reserve?

General Operating Costs

o What are the general operating costs (OC/GL 7020 - 7029)?

e Will the addition of the position produce more expenditures such as postage costs, telephone calls, or

other program related costs?
o  Will the position require business cards?
e  Will the position require a telecommunications line?

Office Space

o Where will the position and equipment be housed?
o Will additional space be required?

o If additional space is required outside of the existing office, how will communications and management

of the position be affected?
o Will an alarm system be necessary for the new office space?
e Will the additional space require funding for increased or new utilities?

Travel



e Is out-of state travel required of the position?

e Isin-state travel required of the position?

o Will the travel include the need to rent a motor vehicle or will the position be assigned a vehicle from
Motor Pool, from the agency’s existing fleet, or will a new vehicle be necessary?

Training

o Will the position need training?
o Can the required training be provided by existing state training courses?
o  Will the training be on-going each fiscal year?

Equipment
e What equipment will the new position require?

Items may include a facsimile machine, copy machine, telephone, computer (and related software and
associated EITS assessments), printer (and print cartridges), furniture, a vehicle (related on-going
maintenance costs), etc.

Uniforms

Is the position required to wear a uniform?

Staff physical

Are specific physicals required for the position? If so, what type and how often?

Cost Assessments

Adjustments to the Purchasing assessment, AG Cost Allocation, and Statewide Cost Plan Recovery
assessment should not be built into your agency’s budget request. Your Budget Division analyst will
make those adjustments as necessary.

E-710 Example

Budget Period: 2007-2009 Biennium (FY08-09)
Budget Account: 2020 DEPARTMENT OF MYSTERY
Version: AOQO ASENCY REQUEST AS SUBMITTED

View: Decision Units | Categories | GLs | Position Groups | Assessment Settings

3udget g
Code Description Department dccount d
Priority 2riority IZ‘}
-
E710 REPLACEMENT EQUIPMENT 9999 4
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Following the steps above, create decision unit E-710. At right is an example of how the established
decision unit may appear.

e Add attachments for justification.

Account Decision Unit Text

Hget Period: 2007-2009 Biennium (FY08-09)

|Text Updated

et Account: 2020 DEPARTMENT OF MYSTERY
Version: A00 AGENCY REQUEST AS SUBMITTED
ecision Unit: E710 REPLACEMENT EQUIPMENT

pnal Text

Dec Unit Synopsis
[n Executive Budget Book)

::;r

Replacement equipment including a vehicle and specialized
computer eguipmwent.

Justification: [344irional justification supplied here

3}
el pd
-‘*—3 Adj bo Base-part 2 - Draft-new version-060606 nh
v Adj to Base-part 2 - Draft-new version-060706 KK-061106CW
4] Justification Far equipment
¥ . h_z. KK_CW_Adj to Base-part 2 - Draft-new version-061506
ﬂ W kK _Cw_Schedules part 2-061606-Draft to Reese
Desktop W |k _CW_Schedules part 2-Draft-061506 - KK 061606 2
5 e | KK_CW _Schedules part 2-Draft-061506
ﬁ - Sample-GL 7460 - Equpment under $1,000
My Documents
4
~,—_4—1: File name: Justification far equipment :I Open
by Metwork P...
Files of type: Cancel
.

o Now you can start entering into the appropriate schedules and line items.
o Click the Schedules tab and select the Equipment Schedule. This example shows how to request a
vehicle and specialized computer equipment. For more information about the appropriate
schedules for replacement equipment, refer to the Schedules section of this manual.

o Toadd the computer equipment, insert a line in the Other Amounts area by clicking the + :
Use the Other Amounts area whenever you have need equipment that does not appear in the
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standardized equipment list. Any equipment that appears in the list must be added in the top
portion of this schedule, not the Other Amounts area.
o Enter the decision unit number (E-710 in this example).

o Enter the appropriate category (category 26 is used for IT requests).

o If using the Other Amounts area, enter the applicable GL/OC (8371 is for computer equipment).
This field is filled automatically in the upper section of the schedule.

o Prioritize the item.

o Enter the quantity desired.

o If using the Other Amounts area, enter the item’s cost per unit.

o Click Save or Save and Return.
e Attach vendor quotes and include justification, calculations, and methodology for each line-item

requested.
Dther Amounts
Year 1 Year 2
Delete Line # DU Catg GL Description Priority =~ Quantity Rate Total  Quantity Rate Tol:all;f_1
o
r 1 [0 23 [B371 FATOR COMPUTEREQ [ 1 | 2 [ 4500 9,000 T 400 4500
You may add software the same way. Pick the appropriate software title from the list or enter it in the
Other Amounts area. Be sure to indicate how many copies you’ll need in both year one and year two.
Status: [COMPLETE  ~] Save | Save and Return Cancel Process Schedule...
Equipment Schedule
Year 1
Delete Line # DU Catg GL Equipment Type Priority  Count Rate Total
51 I
r 1 [0 [#&] 25 [#&] 7771 [SOFTWARE-MICROSOFT OFFICE %P PRO - Y1 $300.00 Y2 $300.00 =T 2 2 30000 s00
r 2 [0 [ [#R] 7771 [SOFTWARE-ANTIVRUS - Y1 $32 00 Y2 $32.00 [ 3] 2 3200 64

Vehicles are requested in the same fashion. Note that the equipment list specifies the region in which the
vehicle will be used.

IZ - s [0 [#@]®  [#] e3¢0 [VEHICLE-POLICE SEDANRNO/CCE T -1 $23,062.00 Y2 $23,062.01 -

WEHICLE-SPORT UTIL-L'v 5.5 1/2-TON 4X4 6DR 8-3 PASS -1 $29,663.00 Y2 $29,663.00 -
WEHICLE-SPORT UTIL-L'v 5.6 3/4-TON 4x4 BDR 8-9 PASS -1 $31.884.00 2 $31,884.00
YEHICLE-SPORT UTIL-RMNO/CC 5.1 4<4 2 DOOR 4-5 PASS -1 $19120.00 2 $19,120.00 i
WEHICLE-SPORT UTIL-RMO/CC 5.2 444 4 DOOR 4-5 PASS -1 $23340.00 Y2 $23,340.00
VEHICLE-SPORT UTIL-RMNO/CC 5.3 1/2-TON 4x4 6DR 5-6P -1 $27.160.00 Y2 $27,160.00
WEHICLE-SPORT UTIL-RMNO/CC 5.4 3/4-TON 44 BDR 5-6P - Y1 $30.852.00 2 $30.8°
YEHICLE-SPORT UTIL-RMO/CC 5.5 1/2-TON 4X4 6DR 8-9P - Y1 $29.468.00 Y2 $29,468.00 =
Delete Line # DU Catg qWVEHICLE-SPORT UTIL-RNO{CC 5.6 3/4-TON 4x4 6DR 8-9F -1 $31.678.00 Y2 $31,678.00
VEHICLE-PICKUP-LY 2.1 ALT FUEL 1/2-TON 2D STD CAB -1 $19,738.00 Y2 $19,738.00
E I.I— VEHICLE-PICKUP-LY 2.1 1/2-TON 2D STD CAB LONG BED -1 $18.022.00 Y2 $18,022.00
WEHICLE-PICKUP-LY 2.1 1/2-TON 4WD STD CAB LONG BED -1 $21,046.00 Y2 $21,046.00 i

|other Amounts
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. FProcess Schedule...
e When you have completed your entry, click .

e When the schedule is processed, NEBS will return you to the Line Item screen. Use the decision unit filter
to select the appropriate module - in this example E-710.

Budget Account: 2020 DEPARTMENT OF MYSTERY
Version: AO0O AGEMNCY REQUEST AS SU2MITTED

Decision Unit Filter: | B000 BASE -] sawe |
Display all Decision Units -
Delete DU CiBO00 BASE Pgm Year 1

h— M100 INFLATION - STATEWIDE
M150 ADJUSTMENTS TO BASE

M200 DEMOGRAPHICS/CASELOAD CHAMNGES 3 |
BOOD 01,655 [ 237761
N MB00 COST ALLOCATION |
[T BOOOD E325 SERVICES AT LEVEL CLOSEST TO FEOFLE —35,000 I 1

E326 SERVICES AT LEVEL CLOSEST TO FEQFLE ]
[T BOOO E375 REDUCE RECIDIVISM BRATE AND JUVENILE WIOLENCE 71,107 I 8.60

ERO0 ADJUSTMEMNTS - TRAMNSFERS IN ‘
B0 (R —— - 0 [ T
[ BOOD 00 4254 MISCELLANEOUS REVENUE 51,840 53,280 [ 51.84]
[~ BODD 00 4601 GENERAL FUND SALARY ADIUSTMENT 67,430 so,a22 [
Booo 01 5100 SALARIES 259,842 293,978 809,01

o For anew vehicle, remember to add liability and comprehensive and collision coverage through the
Agency Owned Vehicles schedule. Insurance for replacement vehicles is already included in your base

budget.
Line Items Schedules Positions Fund Mapping Acct. Maint
Decision Unit Filter: | E710 REPLACEMENT EQUIPMENT ~| Save SaveandRetum |
" 5]
Delete DU Catg GL | Description Actual  Work Pgm  Yearl <Change Year 2 Change Schedule m
fi
@I E710 05 8310 PICK-UPS, VANS - NEW 0 0 30,852 i} EQUIPMENT
@l E710 26 7771 COMPUTER SOFTWARE <45,000 - A 0] ] 664 HA P EQUIPMENT
@I E710 26 8371 COMPUTER HARDWARE <$5,000 - A 0 0 9,000 4,500 EQUIPMENT
Total Revenue 0 0 0 0
Total Expenditures 0 0 40,516 4,832
Difference 0 0 -40,516 -4,832

e Add any non-schedule driven line items required.
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o Enter the appropriate category, GL/OC, and amounts for year one and year two. Save.

Note: If a “new category is desired, you must establish the category under the Account Maintenance Tab -
see the Account Maintenance section of this manual.

/4 Choose a GL - Microsoft Interni 0] x|
Choose a GL =
2501 APPROPRIATION COMTROL =~

7145 MAINTENANCE OF BLDGS AND -
7146 MAINTENANCE OF BLDGS &ND

7147 MAINTENANCE OF BLDGS AND

7148 MAINTENANCE OF BLDGS &ND

7143 MAINTENANCE OF BLDGS AND

7150 MOTOR POOL FLEET MAINTENA

7151 OUTSIDE MAINTENANCE OF WE
7152 DIESEL FUEL

7153 GASOLINE =
7154 VEHICLE DPERATION - &
isi it Filter: | E710 REPLACEMENT EQUIPMENT hd Save Save ar =
Decision Unit Filter: H _— 7155 VEHICLE DPERATION - B Lm
i
Delete DU Catg GL | Description Actual | Work Pgm Year1l Change ‘Year 2 Change Schedule E
fi
r  ero 04 [51 0 o[ 3% [ =5 None
r“‘ E710 0s 8310 PICK-UPS, VANS - NEW a 1] 30,852 0 EQUIPMENT
E710 26 7771 COMPUTER SOFTWARE <$5,000 - A 1] [u] 664 332 EQUIPMENT
E710 26 8371 COMPUTER HARDWARE <$5,000 - A a 1] 9,000 4,500 EQUIPMENT
Total Revenue i} 0 1] i}
Total Expenditures 1] 1] 37,371 1,687
Difference 1] 1] -37,371 -1,687

In this example, outside maintenance expenditures for the vehicle being replaced are being subtracted
since these costs will not occur (hopefully) with a new vehicle.

o Enter your justification, calculations, and attachments as necessary.
e Click Save.

o Balance your decision units.

o Click + to enter the number of lines required for revenues to fund your decision unit. In this example,
only one line is needed since the funding source is general fund or GL 2501.
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Budget Account Line Items

Budget Period: 2007-2009 Bienrium (FY08-09) —
[1 blank line iterns added
Budget Account: 2020 DEPARTMENT OF MYSTERY
Version: AO0D AGENCY REQUEST AS SUBMITTED
Decision Unit Filter: |E?1 0 REPLACEMENT EQUIPMENT ;] Save I Save and Return | Cancel | E
-, El
Delete DU Catg GL  Description Actual | Work Pgm Year 1 Change Year 2 Change Schedule E
f
O 710 [0 2501 0 3.707 | 1,355\ None
™ E710 04 7151 OJTSIDE MAINTENANCE OF YEHICLE 0 of 3145 | o 3145 | 0 - Hone -
E710 as 8310 PICK-UPS, YANS - NEW 0 30,852 i} EQUIPMENT
E710 as 8371 COMPUTER HARDWARE <4$5,000 - A 0 9,000 4,500 EQUIPMENT
Total Revenue 0 36,707 1,355
Total Expenditures 0 36,707 1,355
Difference 0 0 0
B ot A 0 = =
Budget Period: 2007-2009 Biennium {FY08-09) -
|L|ne Itern changes saved
Budget Account: 2020 DEPARTMENT OF MYSTERY
Version: A00 AGENCY REQUEST AS SUBMITTED
Nerisian |nit Filter: IE?1 0 REPLACEMENT EQUIPMENT =] Save | Save and Return ancel |
- E
Delete DU Catg GL Description Actual | Worl\Pam Year 1 Change Year 2 Chan Schedule E
| /
[
@ [T E710 00 2501 APPROPRIATION CONTROL 0 | N 1.687 0 - none -
@ [T E710 04 7151 OUTSIDE MAINTENANCE OF WEHICLE 0 o 3145 | ]| | -3145 | 0 - mnone -
@ E710 05 8310 PICK-UPS, VANS - NEW 1] 0 30,852 1] EQUIPMENT
@ E710 26 7771 COMPUTER SOFTWARE <$5,000 - A 0 o 664 332 EQUIPMENT
@ E710 2h 8371 COMPUTER HARDWARE <4$5,000 - A4 ] 0 9,000 4,500 EQUIPMENT
Total Revenue 0 1] 37,371 1,687
Total Expenditures 0 0 37,371 1,687
Difference 0 0 0 0

Verify your decision unit is balanced - total revenues must equal total expenditures. Save.

Once the decision unit is balanced, the out-of-balance notice will disappear and the year one and two

columns will have a difference amount of $0.
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Reclassifying Classified (E-805) and Unclassified Positions (E-806)

From time to time, you may need to reclassify existing positions so that the position requirements and
pay better match the actual duties being performed. The position schedule provides a simple tool for
adding reclassifications to your budget; however you must add the appropriate decision units to your
budget before using the schedule. Decision unit E-805 is used to reclassify classified positions; E-806 is
for unclassified positions. See the accounts maintenance section of this manual for instructions on
adding decision units to your budget. For this example, we will use E-805 (classified). Reclassifying
unclassified positions with E-806 uses the same process.

Once the required decision units have been added, the basics steps are:

Budget Account Positions

Budget Period: 2007-2009 Biennium {FY08-09)
Budget Account: 2020 DEPARTMENT OF MYSTERY
Version: A0D0 AGEMNCY REQUEST AS SUBMITTED

Decision Unit Filter: | BOOO BASE v
View: Dasic attributes | Additional Attributes [ Jump To Page: & 1 [ JumpToPCN: |
Wiewing page 1 of 1: E”I“E] [ Done ] [ Copy/Transfer.. ] [ Recalc Payrall... ]
EE
Du PCN # Group | Class Class Description Type Grade Step Adj Act WP  Yrl  Yr2
Add Position... Total FTE: 0.00 C.00 12.00 12,04
@ BOOO 000001 M1 Uz2800 EXECUTIVE OFFICER Existing 09 il 0 0.00 C.00 1.00 1.00

il BODO 000005 M1 U009 EXECUTIVE ASSISTANT Existing 99 1 0 000 .00 100 1.0
i BOOO 000010 M1 07804 PUBLIC INFORMATION OFFICER 2 Existing 37 7 5 000 .00 1.00 1.0

o Make negative copy of the existing position to E-805 (this eliminates that position).
o Make a second copy of the existing position (positive) to E-805.
o Modify the second copy to reflect the desired changes to the position.

Start by going to the positions tab in NEBS and clicking Copy/Transfer.

o Select the base decision unit and the position to be reclassified.
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Copy Multiple Positions

Source:

Budget Period:

Budget Account:

Destination:

Version:

Decision Unit:

Positions:

Budget Period:
Budget Account:
Version:

Decision Unit:

Reuse PCN#s

Position Capy Type:

2007-2009 Biennium (FY08-09)
2020 DEPARTMENT OF MYSTERY
ADD AGENCY REQUEST AS SUBMITTED

BOO0 BASE

000017 AGEMNCY LOSS CONTROL COORD A
000020 DF5 OFFICER 2

000025 DP5 OFFICER 2

000029 MANAGEMENT ANALYST 2

2007-2009 Jiennium (Fr03-09)
2020 DEFARTMENT OF MYSTERY
A0 AGENCY REQUEST AS SUEMITTED

EB05 CLASSIFIED POSITION RECLASSIFICATIONS
-OR- Starting PCN#:

Opposite Copy

IExact Copy I

[ Copy ” Cancel

LS

Leave the budget period, budget account, and version at the default values.
Select the E-805 position reclassification decision unit.
Check Reuse PCN# and Opposite Copy.

Set Position Copy Type to “Exact Copy.”

Click Copy.

Micresoft Internet Explorer.

g

[ Ok ] [ Cancel

e / Are you sure you want to perform this copy? New Positions will be created in the destination Decision Unit

When the following dialogue box appears, click OK.
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Summary Line Items Schedules Positions
Decision Unit Filter: | EB05 CLASSIFIED POSITION RECLASSIFICATIONS  «
View! Basic Attributes | Additional Attributes [ Jump To Page: ] 1 Jump To PCN:
Viewing page 1 of 1: EEE’ [ Done l [ Copy/Transfer... ] [ Recalc Payroll... ]
EIE
£
Du PCN # Group Class Class Deseription Type | Grade Step Adj Act WP  Yrl | Yr2 Start End lﬂ‘
Add Position... Totsl FTE: 0,00 0,00 -1.00 -1.00
ES0S 000029 M1 07625 MANAGEMENT AMALYST 2 Existing 35 7 0 0.00 0.00 -1.00 -1.00 Jul - 2007 Jun - 2009
Add Position... Total FTE: 0,00 0,00 -1.00 -1,00

e The position has now been copied as a negative (removing the position) to decision unit E-805.

Copy Multiple Positions

Source:

Budget Period:
Budget Account:

Reuse PCN#s !

Positan Copy Type:

2007-2009 Biennium (FY08-09)
2020 DEPARTMENT OF MYSTERY

Version: A0D AGENCY REQUEST AS SUBMITTED
Decision Unit! | pon0 BASE w
Positions: 000025 DPS OFFICER 2 A
000029 MANAGEMENT ANALYST 2
000030 AUD TOR 2
000040 DPS OFFICER 2 v
Destination:
Budget Period: | 2007-2003 Bennium [FY08-09]
Budget Account: | 2020 DEPARTMENT OF MYSTERY v
Version: | AD0AGENCY REQUEST A5 SUBMITTED v
Decision Unit: | EBO5 CLASS FIED POSITION RECLASSIFICATIONS »

-OR- Starting PCN#:

[] oppositz Copy

Exact Copv g

| Copy || Cancel |
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Next, again click Copy/Transfer. Make another exact copy of the position (positive this time) to the E-

805 decision unit.

Click OK to confirm the copy.

The selected position has been copied exactly to the E-805 decision unit.

If left as is, the decision unit would effectively be null with no net effect (adding and subtracting
identical positions). To accomplish the objective of reclassifying the position, select the positive copy of
the position in E-805 and change the class code and description to match the proposed reclassification.

Click Save and Return.

Budget Account Positions

Budget Period: 2007-2009 Bienniurr {FY08-09)

Budget Account: 2020 DEPARTMENT OF MYSTERY

Version: ADD AGENCY REQUEST AS SUBMITTED

Positions

" cummary — W Lineitems | schodules |

Decision Unit Filter: | EB05 CLASSIFIED POSITION RECLASSIFICATIONS

View: Basic Attributes | additional Attributes [ Jump To Page: ] 1

Position Updated

Warning: The PCN# for this position is the same as
another position in this Budget Account Version.
Under certain circumstances (e.q., transfers)
duplicates are allowed. Ensure that a duplicate
PCHN# is appropriate for this position

Position costs will not appear at

the line item level until the payroll
is recalculated. Click Recalc
Payroll.

Jump To

Viewing page 1 of 1: IE”I”Il

[ Done ][ CopyfTransfer...

] [ Recalc Payrnll...{

FTE
Du PCM # G-oup Class Class Description Type Grade Step Adj Act WP  Yrl Yr2 Start End E}
Add Position... Tctal FTE: 0.00 0,00 0.00 0,00
EG05 000029 M1 07625 MANAGEMENT ANALYST 2 Existing 35 7 0 0.00 0.00 -1.00 -1.00 Jul - 2007 Jun - 2009
EG0S 000029 M1 07624 MANAGEMENT AMALYST 3 Existing 37 F 0 0.00 0.00 1.00 1.00 Jul- 2007 Jun - 2009
Add Position... Tctal FTE: 0.00 0.00 0.00 0.00

E-805 now shows the original position being removed (shown by the negative 1.00 under FTE) and the
new reclassified position being added (show as a positive 1.00 under FTE). Note that you will receive a
warning from NEBS that you have duplicate PCNs. In the case of a reclassification, this is acceptable.

106



Line Items Schedules Positions Fund Mapping Acct. Maint.
Decision Unit Filter: I Save ] ] Save and Retumn e
EB05 CLASSIFIED POSITION RECLASSIF CATIONS v | Cancel | Actual/wp
Delete DU Catg GL Description Actual  Work Pgm Year 1 Change Year 2 Change Schedule g
1
@ [_—_I EB0S 00 2501 APPROPRIATION CONTROL 0 0 £ 440) 0 6973 D - None -
EBOS 01 S100 SALARIES 0 ] 5,581 6,037 PAYROLL
@ EGOS 01 5200 WORKERS COMPENSATION 0 0 -3 4 PAYROLL
@ EBODS 01 S300 RETIREMENT 0 0 586 634 PAYROLL
@ E805 01 5400 PERSONNEL ASSESSMENT 1} ] 55 60 PAYROLL
@ EB0S 01 5500 GROUP INSURANCE 0 0 0 0 PAYROLL
EGO0S 01 S700 PAYROLL ASSESSMENT 0 0 17 18 PATROLL
@ E80S 01 5750 RETIRED EMPLOYEES GROUP INSURANCE 0 ] 112 122 PAYROLL
@ ES0S 01 5800 UNEMPLOYMENT COMPENSATION 1] ] 10 11 PATROLL
Bl ES05S 01 5840 MEDICARE 0 0 82 87 PAYROLL
@ EG0S 04 7050 EMPLOYEE BOND INSURANCE L] Qo 0 1] FPATROLL
,_""‘ E805 04 7054 AG TORT CLAIM ASSESSMENT 0 1] 1] 1] PAYROLL
& ES0S 26 7392 DOIT ASSESSMENT 0 0 0 0 PAYROLL
Taotal Revenue 0 0 6,440 6,973
Total Expenditures 0 0 6,440 6,973
Difference i 1] ] 1

Once payroll has been recalculated, balance your line item expenditures to your revenues.

Establishing New Positions

Adding Positions

This section deals with adding new positions. It is very important to remember that each new position
adds costs to your budget beyond just the payroll. Equipment, phone lines, e-mail accounts, travel,
training, supplies, additional rent, and additional motor pool or agency owned vehicles are just some of
the impacts of new positions you must account for when building your budget.

To establish a new position, you will need the following information:

e Job class (class code)

e FTE

e Retirement code (pay policy)

e A unique position control number (PCN) for the budget account
o Possible salary adjustments such as +5% for bilingual duties

e An estimated start date

Unless there is a justified need, new positions in the first year of the biennium are budgeted to start
October 1st. You may also request new positions begin in the second year of the biennium.
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?’% to NEBS
5\:3; - utive Budget System

% 'i-‘_

~ Reports © Messages

Budget Account Line Item List

Budget Account Line Items

Budget Period: 2007-2009 Bienniurn (FY0&-09)
Budget Account: 2020 DEPARTMENT OF MTSTERT

Version: AO00 AGENCY REQUEST AS SUBMITTED

Line Items Schedules Positions

Summary Line Items Schedules Positions Fund Mapping Acct. Maint.

Decision Upd Filter: ‘EEIEII] BASE vl
View: Basic Attributes | Additional Attributes | JumpToPage: || 1 Jump To PCN: || 1
Viewing page 1 of 1. E”IlE]IEl [ Done ] [ CopyfTransfer... ] [ Recalc Payroll... I

77777 RIE

* Du PCM # Group | Class Class Description Type | Grade Step Ad) Act WP Yrl  Yr2 Sty
add PosAiEcun‘.. Total FTE: 0.00 0.00 12.00 12.00
BO00 000001 M1 U2600 EXECUTIVE OFFICER Existing i il 0 0.00 0.00 1.00 1.00 Jul-
BOOO 000005 M1 U9009 EXECUTIVE ASSISTANT Existing 99 1 0 0.00 0,00 1.00 1,00 Jul-

1. Click the Positions tab to display the position schedule.
2. Toadd a new position, click Add Position...

Budget Period: 2C07-2009 Biennium (FY08-09)
udget Account: 2020 DEPARTMENT OF MYSTER™Y
Version: A00 AGENCY REQUEST AS SUB

Decision Unit: | BOOD »

PCN #: [M100
M150
200
Basic Info 800
E325
E326 o :
Start: [E500 | v|/ 2007 | End
E710 | -
X E720
Anniversary: |Ee00
E805

||
Type: |Ean v

3. When the Position Detail screen appears, select a decision unit from the menu.
o If the desired decision unit is not listed, add it using the Accounts Maintenance tools. See the
Account Maintenance section of this manual for instructions.
o Do not add positions in base (B-000). Base represents positions already approved. New positions
appear in maintenance or enhancement decision units only.
4. Enter the position control number or PCN. The PCN is a unique ID for the position and is also used by
Payroll. PCNs may be alpha-numeric and up to six characters long. There is no standard convention to

108



assigning PCNs. While it is possible to have duplicate PCNs in a budget account in NEBS (in fact, this is
necessary when arranging transfers), the duplicates will be rejected by Payroll.

Position Detail

Budget Period: Z2007-2009 Bis
Budget Account: 2020 DEPART
Version: AODD AGENCY

Decision Unit: | M200

PCN #: (WEEgju

o

5. Once the PCN is established, enter the position information.

Decision Unit: | M200

PCH #: |[Myfr

Basic Info

Start: | October |[» | 2007 w End: |June W || 2009 »
Anniversary: October ~
Type: | MNew v

Group: | H1Historg 1

o The start date will default to October 1st of the first year of the biennium. Unless the position
requires a later start date (to meet projected caseloads in the second half of the first year or in the
second year, for instance) leave the start date as October 1st.

o The end date will also default to June 30th of the second year of the biennium. For new positions,
leave this as the end date.

o The anniversary defaults to October to match the default start date. If you change the start date,
be sure to make the corresponding change on the anniversary date. Position type will default to
“new.

o Leave the position type as new.

o Choose the appropriate position group for the new position (see the Account Maintenance
chapter in this manual for more information on position groups).

o Enter the position class code and the retirement code (pay policy), step (steps higher than 1 must
be justified), and FTE.
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(o}

Group: IM'I ystery 1 Yl

Retirernent Code: |1 REGULAR

2REGULAR POLICE/FIRE
3PERS, EXECUTIVE

4 PERS, POLICE/FIRE
SRESIDENT PHYSICIANS
B RPA, EXECUTIVES

7 RPA

S EMPLOYER PAID

oDl ovED DAL b)) |CEFIRE

Class:

Override Grade:

Click » and select the appropri-
ate retirement system for the 1

vl

Retirement Code:

1 REGULAR v

Class:

Override Grade:

position.

FTE:

Man. Annl. Sal.: [

_|02221 ADMIN AID

02212 ADMIMN ASSISTANT 2 v

02212 ADMIN ASSISTANT 2
02213 ADMIN ASSISTANT 1
02217 PROGRAM ASSISTANT IV
02218 PROGRAM ASSISTANT Il
02219 PROGRAM ASSISTANT Il
02220 PROGRAM ASSISTANT |

02222 CLERICAL T
02225 ADMISSION
02226 ADMISSION
02227 ADMISSION
02223 ADMISSION

Click s to see the drop down list
and select the appropriate class
code and title.

FOCLUONUo SoaTaTHRNT T

Health Ins.:  |02300 ACCOUNTING ASSISTANT 4
02301 ACCOUNTING ASSISTANT 3

02303 ACCOUNTING ASSISTANT 2

Partial: |02306 ACCOUNTING ASSISTANT 1

Determine whether or not the position should be budgeted for health insurance and verify the
fringes and assessments are correct for the position. The Budget Division sets default position
assessments for your budget. Contact your budget analyst if your assessments are in error. See the
Assessments and Full-Time Equivalent (FTE) Driven Costs section of this manual for more

information.
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Position Detail |

Budget Period: 2007-2009 Biennium (FY08-09)
Budget Account: 2020 DEPARTMENT OF MYSTERY
Yersion: A00 AGENCY REQUEST AS SUBMITTED

Decision Unit: | M200 s

PCH #: [000100 |

Basic Info

Start: | October v |/2007 v| End: |June v || 2003 v |
Anniversary:
Type: ‘ MHew v ‘
Group: | M1 Mystery1 v | Provide justification for any step
higher than one for the new
Retirernent Code: ‘ 1 REGULAR position.

(e PY TR 02712 ADMIN ASSISTANT 2 B v Default Grade: 25|
Cwverride Grade: Step: 1%ﬁdjustment: 0+

A

Work Pgm. Year 1 Year 2

FlE: 0 0.00 1.00 1.00

ctual
.00

The FTE for the actual and work
program years should be zero
(0.00). The system defaults to
1.00 in each FY. However, if the
position is less than 1.00, enter
the correct FTE count.

o Review what you have entered and click either Save or Save and Return.
Remember, entering the position only accounts for the payroll driven costs such as employee bond

insurance, AG tort claim assessment, and the EITS assessments. All other costs (travel, equipment,
supplies, etc.) will need to be added in either the appropriate schedule or in the line item screen. Position
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costs will not move to line item until the payroll is recalculated (click Recalc Payroll). After NEBS
recalculates the payroll, your line item expenditures will need to be balanced to revenues.

Copying Positions

It is possible to create exact duplicates of existing positions. This is useful when transferring or

reclassifying positions or when adding new positions that are similar to those already in your budget.

To copy positions, from the Positions screen click COPY/TRANSFER.

Filter: | BOODBASE v|

\iew: Basic Attributes | Additonal attributes [ Jump To Page: ] BRE | | Jump ToH

of 1: (][] ][]

[ Dane ] Copy/fTransfer... ][ RecalcH

— iIZ)IJ |PCN # Group | Class Class Description Type | Grade Step &
Total 7
BOO0 000001 M1  U2S00 EXECUTIVE QOFFICER Evisting  QQ 1

When the Multi-Position Copy screen appears, you will have the option to:

112



Copy Multiple Positions

Source:

Pudaoert Prrind:  2007-2N09 Rienninm (FYN&R-N93)
Budget Account: 2020 DEPARTMEMNT OF MYSTERY

Version: A00 AGENCY REQUEST A% SUBMITTED

Decision Unit: | pooo éASE v

Positions: (000015 PERSOMNEL OFFICER 3 -
000017 AGENCY LOSS CONTROL COORD
000020 DPS OFFICER 2

000025 DPS OFFICER 2 M

Destination:

Budget Period: | 2007-2009 Biennium (FY08-03) v |

Budget Account: ‘ 2020 DEPARTMENT OF MYSTERY 2
Version: ‘AUUAGENCY REQUEST AS SUBMITTED V‘
Decision Unit: | M200 DEMOGRAPHICS /CASELOAD CHANGES v
Reuse PCN#s: []  -OR- Starting PCN#: |  101]

[ Opposite Copy

Position fopy Type: ‘ New Co V‘
m Review your entry and click Copy.

Transfer
| Copy || Cancel

Check “Opposite Copy” to remove
positions for reductions, transfers,
or reclassifications.

Copy a position as a new position (assigning a unique PCN).

Copy a position to a transfer decision unit using the transfer option.

Transfer or eliminate a position in a decision unit (using the opposite copy).

Copy a position to another version (for example a working version) of your budget.

At right is an example of adding a position by copying an existing position. Because of increased
caseload, we are adding a DPS Officer 2 in decision unit M-200.

Choose the decision unit and position you want to copy or transfer. Choose the budget account, budget version,
decision unit, PCN, and copy type — “New Copy” for adding similar positions; “Exact Copy” to move items to
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different budget versions; “Transfer” to move positions from one budget account to another.

Microsoft Internet Explorer @

E?(/ Are vou sure you want ko perform this copy? Mew Positions will be created in the destination Decision Unit

[ 2K ][ Cancel ]

When you click Copy, the dialogue box shown above will appear. To complete the copy process and
create the new position, click OK.

The position has been created in the selected decision unit. Position costs will not appear in a line item
until you click Recalc Payroll. After NEBS recalculates the payroll, you will need to balance your line
item expenditures to your revenues.

Summary Line Items Schedules Positions Fund Mapping Acct. Maint.

Decision Unit Filter: | M200 DEMOGRAPHICS/CASELOAD CHANGES v
View: Basic Attributes | Additional Attributes [ Jump To Page: ] 1 [ Jump To PCN: l
Viewing page 1 of 1: E‘IHI”E [ Done ][ Copyf/Transfer... ][ Recalc Payroll... ]
G
FTE

]
DU PCMN # | Group Class | Class Description Type Grade Step Ad] Act (WP |Yrl |Yr2 Start End E‘I

Add Paosition... Total FTE: 0.00 0.00 1.00 1.00
& M200 000101 M1 11106 DPS OFFICER2  New 33 1 0 0.00 000 1,00 1.00 Oct- 2007 Jun - 2009

Add Mosition... Total FTE: 0.00 0.00 1.00 1.00

Transferring Positions

There are times when agencies need to transfer positions to another budget account or even another
agency. This is accomplished with E-900 decision units. Before beginning the process for transferring
the position, be sure to set up the E-900 decision unit in both the transferring and receiving budget
accounts (it needs to be the same decision unit number in both budget accounts).

A detailed example of a transfer is included in the NEBS Functions chapter of this manual.

Note: All costs associated with the position must be transferred from the originating agency to the receiving
agency (including, but not limited to: equipment, phone lines, e-mail accounts, travel, training, supplies,
additional rent if additional office space is required, and additional motor pool or agency owned vehicles).
Negative costs will appear not only in the originating agency’s category 01, but in categories such as 03, 04, 26
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and 30. These should correspond to positive amounts in the same categories in the receiving agency’s budget.
Since funding sources may vary between the two accounts, the receiving agency may have to complete an E501
or E502 to adjust the funding source or ancillary costs for transferred positions.

Reclassifying Positions

You may need to reclassify existing positions to better meet the requirements of those positions.
Reclassifications are done in decision unit E-805. E-805 will contain an exact opposite copy of the
current position (this eliminates the current position) and a new position that represents the
reclassification. Before you create the reclassification, be sure to establish the E-805 decision unit in the
accounts maintenance area. A detailed example of reclassifying positions is included in the Sample
Decision Units chapter of this manual.

Sun-Setting Positions

Budget Pericd: 2007-2009 Biennium {FY08-09)
Budget Account: 2020 DEPARTMEMNT OF MYSTERY
Versicn: ADD AGENCY REQUEST AS SUBMITTED
Decision Urit: BOO0O0 BASE
PCN #; |000010
Start: | July w |/ 2007 v| End: |December v | 2007 v
Anniversary: | July v
Type: Existing v
Group: | M1 Mystem 1 v
Retiremnent Code: | 1 REGULAR A
Class: | 07804 PUBLIC INFORMATIOM OFFICER 2 v | Default Grade: 37
Override Grade: Step: | 7 Salary Adjustment: 5 v
Actual Work Pgm. Year 1 Year 2
FTE: | 1.00 1.00 1.00 ojoo
Man. &nnl. Sal.: 0 0 0 0

115



There are circumstances under which positions will need to be eliminated such as when a funding source
has been eliminated or a specific project has ended. This is done by entering 0.00 FTE in the budget
years and entering an end date for the position as shown at right.

For our example, we will assume the position ends on December 31st of the first year of the new
biennium. From the Position Detail screen we enter an end date of December 2007. Enter 0.00 as the
FTE for Year 2 (the positions ends during Year 1).

The position now shows as ending in December 2007.

Once the change is made, the position costs will not appear as a line item until payroll is recalculated.
Click Recalc Payroll. Once NEBS completes the recalculation, rebalance your expenditures to your
revenues.

Be sure to explain the reason for sunsetting the position.
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