
 Requesting expenditures due to a new grant received 
to create efficiencies in a program. 
 

 This example includes the award of a $900,000 federal 
grant each year, which requires the addition of two 
state positions, their associated costs and a contract 
for services for the program.  
 Tools are available on the Budget Division website to assist 

in determining appropriate associated costs for new 
positions. 
 

 This example adds 2 positions and associated costs: 
Management Analyst 3 – 07.624 
Administrative  Assistant 3 – 02.211 
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Creating a Decision Unit – New Program  
Screen Process Flow – Creating the Decision Unit 



Creating a Decision Unit – New Program  
Screen Process Flow – Creating the Decision Unit 

Select 
Budget 
Account 
and 
Version. 

From Acct 
Maint Tab 
Select + 
icon to add 
a decision 
unit. 

Select  the 
appropriate     
Decision Unit. 



Creating a Decision Unit – Position Transfer 
Synopsis and Justification 

Access the decision unit synopsis and justification 
documentation screen through the Notes Icon in the Acct. 
Maint. Tab 

Synopsis – Short statement of the request (i.e.,  This decision unit request the 
authority to implement a Federally funded Grants Quality Assurance Program. 
 

Justification – extended program description (program overview, resources, 
objectives, etc.).   
 

Use the lower section of the screen to attached relevant backup documentation – Org 
chart, copy of grant application and or award, budget plane develop for the program, 
etc. 



Creating a Decision Unit – New Program 
New Program Decision Unit – Line Item Screen 

Newly Created Decision Unit – Line Item Screen 

Position Tab 
Two New FTE: 
Management Analyst 3  
Administrative Assistant 3 

Line Item Scree: Manual Inputs 
Travel Costs 
Operating Support (supplies, 
printing, cell phone, long 
distance, B&G Extra Services, 
postage, Dues and registrations,  
etc.) 
Training (non-schedule driven) 

Schedule Driven Costs 
Travel Costs (Fleet Services if applicable) 
Operating Support (Rent, phone, Memberships, 
Xerox, vendor services, periodicals, etc.) 
EITS Services (phone, email, voicemail, etc) 
Equipment (Computers, office, Vehicles, etc.) 
Training (Registrations, schedule driven) 
Cost Allocations 
Statewide Assessments    



Creating a Decision Unit – New Program 
Setting up your Revenue GL 

Account Maintenance tab – GLs Submenu – Define/Establish your revenue 
GL.  This will establish your revenue GL as an available GL in your budget 
account. 



Creating a Decision Unit – New Program 
Setting up your Position Group 



Creating a Decision Unit – New Program 
Adding Program Positions 

There are several methods of creating a position in NEBS.   
• Copy same position type from base or some other 

appropriate decision unit 
• Copy position from another budget account 
• Insert position and manually input your position information 

 
Verify/Input  PCN #;  Start Date;  Position Type; Group (if 
applicable); Retirement Code; Class Code and Step. 
 
Position costs will not transmit to your line item screen until you 
process the payroll schedule by pressing the Recalc Payroll button. 



Creating a Decision Unit – Position Transfer 
Line Item Tab – Non-payroll Schedule Costs 

Add non-schedule 
driven costs for Travel, 
operating and training. 
Click on the      and 
input the number of 
lines you wish to 
input.  In this example, 
we are adding 15 line 
items. 

You will continue to receive 
these out-of-balance 
messages until you balance 
your budget with the 
appropriate revenue.  In this 
example, we will balance our 
expenditures with Federal 
Grant revenue GL 3411 – We 
Care Federal Grant. 

Add Revenue line to balance 
your decision unit. 



Creating a Decision Unit – Position Transfer 
Line Item Tab – Schedule Costs (non-payroll) – EITS Costs 

Determine the number of lines you wish to add 
and click the      icon to insert new cost line 
items.  For this example, we will add 4 cost 
items: voice mail, email, state phone lines and 
VPN.  The schedule utilizes standard cost items 
listed in the drop down menus. 

Must process schedule before cost 
will appear in the decision unit line 
item screen. 



Creating a Decision Unit – Position Transfer 
Line Item Tab – Schedule Costs (non-payroll) – Vendor Services Costs 

Similar to each of the 
other schedules, click on 
the       icon  and enter the 
number of new line items 
to add.  In the vendor 
schedule, the analyst will 
manually input vendor 
information and costs in 
the appropriate fields 

Since the costs are manually input into the system, it is 
imperative that you attach all relevant backup documentation 
in the Note utility.  Of particular interest is documentation on 
your cost calculations, quaotes and assumptions.  

Must process schedule before cost 
will appear in the decision unit line 
item screen. 



Creating a Decision Unit – Position Transfer 
Line Item Tab – Schedule Costs (non-payroll) – Building Rent non-B&G Costs 

Filter for the specific dec unit you are building. 

Similar to each of the other schedules, click on 
the       icon and enter the number of new line 
items to add.  In the rent schedule, the analyst 
will manually input the dec unit number, the 
leased building information, sq. ft. required for 
this dec unit, # of months (remember costs 
normally start in October in Yr 1) and monthly 
rate/s in the appropriate fields 

Property and Contents Insurance will automatically calculate. 



Creating a Decision Unit – Position Transfer 
Line Item Tab – Schedule Costs (non-payroll) – Equipment Cost 

The Equipment 
schedule is separated 
into two sections: 
The top section is for 
standard equipment 
such as desktop 
computers, software 
and office furniture.  
These unit costs are 
provided via a cost 
table in NEBS. 

The bottom section of the schedule is for 
non-standard equipment.  This 
information is entered manually and the 
cost associated with these items must be 
fully documented in the Note utility. 

Use the      Icon to indicate how 
many line item you wish to add. 

NOTE;  The Priority 
column in this 
example will be 
eliminated in 
production this 
biennium. 



Creating a Decision Unit – Position Transfer 
Line Item Tab – Final Steps 

After your decision is 
built and you have 
added your revenue to 
balance it, review the 
information and make 
sure all necessary 
notes, narrative, 
justification, 
attachments have been 
included in the Line 
Item, Schedules and 
Acct. Maint. tabs. 
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