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Chapter One: Introduction 

Among the policy functions of state government, none is more important than the budget 

process. The budget is a plan of operation describing how the state will use its financial 

resources to meet the needs of the public. The plan includes an estimate of proposed 

expenditures and the means of financing the disbursements. 

The state’s budget, as recommended by the Governor and approved by the Legislature, originates 

with the individual budget requests of state agencies. Agency budget requests provide the 

information needed to prioritize programs and allocate financial resources accordingly. 

Programs are the focus of the budget format. The effectiveness of programs and efficiency of 

operations should be a consideration during the preparation of the agency budget request. 

Budget Base 

The general fund budget request for the 2009-11 biennium is limited to 100 percent of an 

agency’s present general fund appropriation. Adjustments will be made for one-time 

expenditures, such as major capital improvements and phased-in programs, when calculating the 

100 percent limit. Each agency will be notified of its actual dollar limit. 

While the budget limit is 100 percent of the base budget, we still encourage agencies to examine 

what they do and how they do it.  Agencies are challenged to think about what they no longer 

need to do; or what they can do in a simpler, more cost-effective way.  

General fund budget needs beyond the 100 percent amount can be prioritized and requested in 

the Optional Request.   

There are no limitations to requesting special funds or federal funds unless an agency is notified 

otherwise. However, agencies are encouraged to analyze all programs regardless of funding 

source.   

Fiscal Environment 

The February 2008 revenue report shows 2007-09 actual revenues exceeding projections. 

Through the end of February 2008, actual collections exceeded the forecast by 13.1 percent or 

$93.6 million. Moody’s Economy.com, the state’s economic forecasting consultant, has indicated 

that North Dakota can expect continued growth in the state’s economy;  however, the state is not 

immune to the effects of a national recession.  
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Although economic signs are positive in North Dakota, expected budget demands are great. All 

programs and expenditures will be analyzed and prioritized.  

Agencies should not substitute federal funds or special funds for general funds without 

considering the long-term availability of these funds.  Over the years, programs have been started 

or enhanced with federal dollars only to have federal funds decrease or be eliminated. Caution is 

advised in substituting other funds for general funds. 

While an official forecast is not yet complete, preliminary estimates indicate that the initiated 

measure to reduce personal income tax and corporate income tax could reduce general fund 

revenues by $375-400 million.  If oil prices remain strong, the proposed constitutional measure 

to make the Permanent Oil Tax Trust Fund a constitutional fund could limit available resources 

by an additional $300-400 million in the 2009 – 2011 biennium. 
 

Using the BARS Manual 

This first chapter contains general introductory information including the fiscal environment, the 

budget base, using the BARS Manual, and starting the budget process.  

Chapter 2 describes various general procedures for submitting an agency budget using BARS.  

All BARS screens are discussed individually in Chapters 3 through 9 of the BARS Manual.  

Chapter 4 contains instructions for completing all screens used in budgeting salaries, wages, and 

fringe benefits. The remaining chapters contain instructions for all other screens. 

For each BARS screen,  the screen name is presented first. Next the “Navigation Path” is 

indicated for each screen. This tells the user which menu options to select to access the screen.  

The general purpose of the screen is presented under the heading “Purpose.”  Finally, the section 

titled “Using the Screen” contains instructions regarding information to be included on a screen. 

This section may also tell the user where to budget certain anticipated expenditures.  

Chapter 10 describes how to build an agency IT (Information Technology) plan and budget. 

Reports of various budget data can be viewed or printed through BARS. Each available report is 

described in Chapter 11.  

Chapter 12 provides the glossary. 

The BARS Manual includes links to various resources such as the Revenue and Expenditure 

Account Codes, Building and Infrastructure formulas, Legislatively Authorized FTE, and various 

agency billing rates to be used in building the 2009-11 budget request.  Wherever possible, the 

BARS Manual uses the same terminology as the PeopleSoft payroll and financial systems.  
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Budget Process Timeline 

The statutory deadline for all budgets to be submitted is July 15, 2008, including the optional 

request. If an extension is needed, the request for an extension must be made in writing to the 

assigned budget analyst by July 1, 2008.  Agencies are encouraged to submit the budget as early 

as possible to allow adequate time for analysis.  

Throughout the budget process, analysts will be available to answer questions on using BARS or 

how to prepare the budget.  

The building and infrastructure inventory should be updated by April 11, 2008.  

After the budget is submitted, a budget review meeting is held for each agency, if requested. The 

meeting will include a representative from the Office of the Governor, the Office of Management 

and Budget director, OMB Fiscal Management director, the budget analyst, and a Legislative 

Council representative.  After the meeting, analysis of the request is completed and 

recommendations are prepared to reflect the executive budget policy. 

In July 2008, the first revenue forecast for the upcoming biennium is completed. In November 

2008, the forecast is updated to reflect current economic data and other factors, such as the 

passage or defeat of proposed initiated measures and constitutional amendments.   At that time, 

spending recommendations are finalized to correspond with anticipated revenue. 

The Governor presents the executive budget to the Legislature at the organizational session in 

December. Appropriation bills supporting the executive recommendation are then prepared and 

submitted. 

The budget process and key dates are graphically displayed in the Budget Process Timeline in 

the Appendix. 

 

file:\\ITDDATA12\OMB-PUBLIC\WEBSITE\FISCAL%20WEBSITE\BARS2008\Appendix\timeline.pdf
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Chapter Two: BARS General Procedures 

This chapter includes an overview of BARS and the specific steps to use in creating a budget 

request. Information is provided regarding: 

 Security and access  

 BARS logon screen 

 Reporting levels 

 Copying, selecting and deleting 

budget versions  

 Subschedule copy function 

 Default funding  

 BARS Help function 

Overview of BARS 

The North Dakota Budget Analysis and Reporting System (BARS) was developed to meet the 

needs of policymakers in North Dakota. BARS provides a method for agencies to prepare a 

budget request. The system allows for the aggregation of the requested dollars at user-selected 

levels of detail and provides the ability to generate reports for management review at these 

various levels.  

In addition, BARS facilitates the balancing of data entered on supporting schedule input screens 

with budget request figures. Amounts entered in the various subschedules are posted directly to 

the budget request when the subschedule is completed.  

The system is client-server based, meaning all data resides on a server database while most of the 

programming and processing resides on the workstation. The actual BARS application resides on 

each agency’s personal computers and the data entered resides on the server. New BARS 

executables can be downloaded from the OMB Fiscal Management website at 

http://www.nd.gov/fiscal.  Required BARS updates will be announced through email. 

In addition to initial agency budget preparation, OMB uses BARS to prepare the Governor’s 

recommendation.  

Security and Access 

User Types 

By contacting the BARS System Administrator, a user type code is assigned to each user when 

the user ID is created.  Security settings and access privileges are established according to the 

user type code. Access privileges include “read/write” or “read only” access to screens, reports, 

narratives, the budget request checklist, and publications.  Access can be allowed at the agency 

level or limited to specific reporting levels.  The main user type codes are explained as follows: 

 

http://www.nd.gov/fiscal
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DA Multi-department user – This user has access to multiple agencies. 

EA  Single department user – This user has access to all reporting levels within a single 

agency. 

FA  Restricted Department ID user – This user has access to data within selected reporting 

levels for a particular agency. This security is set by EA or DA users through the security 

window on the reporting level maintenance screen. 

HA  Single department IT capture user – This user’s access is limited to the IT Capture 

subschedule for a single agency. 

 

Access By Other Users 

Agency users can change OMB and Legislative Council access privileges for a specific budget 

version. Access by Legislative Council analysts and OMB may be set to open, closed, or read-

only for each version. To change access to a selected version, go to the Budget Control Checklist 

and change the access indicator in the access box. If set to “closed”, the corresponding version is 

not included in the other user’s list of versions available for selection in the Version Control 

Screen. The “Read-only” access allows the respective user to view, but not change, the version.  

BARS Logon and the Main Menu 

BARS Logon 

Upon starting the BARS application, the Logon screen is opened. Enter a user ID and current 

password, both of which are case sensitive. For users with an Active Directory account, the 

BARS user ID is the same as the Active Directory user name. If a new user ID is required, 

contact Brian Bartz at 328-1529. First time users are assigned a temporary password that should 

be changed once logged on to BARS.  

 

If the user does not have the most current BARS application version, a message box appears to 

notify the user to upgrade. Install a new BARS application using the BARS installation wizard 

available through the OMB Fiscal Management web site.  

 

If a user experiences three unsuccessful attempts to logon to BARS, the user’s access will be 

locked.  In this event, the ITD Help Desk (328-4470) must be contacted to reset the password.  

 

BARS Main Menu 

The Main Menu bar at the top of the screen lists all the initial selections for the navigation paths 

needed to access screens. The menu items include File, Administration, Preparation, Reporting, 

Publications, Window, and Help. The Main Menu also includes a message box to communicate 

pertinent information to BARS users. 

 

Changing a User Password  

To change a password while logged on to BARS, select File and Change Password from the 

Main Menu. 

http://www.nd.gov/fiscal/bars.html
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Reporting Levels 
 

Using the Screen 

Defining Reporting Levels 

One of the first steps in preparing the budget is defining the reporting level structure.  

Establishing the structure is the same concept used in the development of the Tree 

Manager Structure in PeopleSoft . The reporting level structure is important for both data 

entry and reporting in BARS. Initially, OMB will copy the BARS Reporting and Budget 

Level Maintenance Table from the previous biennium into the 2007-09 record.  This 

structure must be reviewed by the agency and updated to include reporting level changes 

for the present biennium and the biennium for which the budget is being requested.  Notify 

the assigned OMB budget analyst of any needed changes to the table. 

 

Defining Data Entry Levels 

The BARS Reporting Level Type code defines the various data entry levels available. The 

value of this field is set prior to entering data for the Budget Request. The valid values are: 

A Accounting Level Data Entry- 4 digit Department ID. 

B Summary/Roll-Up Level (the organizational level at which the Budget Office reviews 

and modifies the Budget Request). 

X Neither a summary or data entry level. The “X” can apply to a reporting level above 

or below the other two values. 
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Locking Reporting Levels to Start the Budget Request 

Once the reporting levels are established by the agency and approved by the assigned OMB 

analyst, the levels are locked by OMB and data entry can begin. After reporting levels are 

locked, it is not advisable to unlock and make changes to the table. Once the data is 

entered, the deletion of a reporting level may corrupt the BARS database and may require 

the agency to re-start the budget process. 

 

Once reporting levels are approved by OMB and locked, preparation windows are opened 

for access. 

 

Copying, Selecting, and Deleting Budget Versions 
 

  Version Control Screen 

Navigation 

Log On => File => Version Control 

or 

Click the Version button on Main Menu 

 

Purpose 

The Version Control screen controls the access, creation, submission, and deletion of 

budget versions.   
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Using the Screen 

Upon first accessing the Version Control screen, select the biennium and the department. 

Until the department and biennium are selected, all other options are disabled. The 

biennium is named for the first year of the biennium. For example the 2009-11 biennium is 

named 2009. The default for the biennium is set to the budget request biennium. The 

department is selected by default for users with access to only one department. Selecting 

the department displays the version options available to the user.   

 

For each version, the Version Type, Version Sequence Number, Version Title, Creation 

Date, and Control Level Type are presented. An agency user is only able to create an A-

Agency Work-in-Progress, or B-Budget Request version, but may be able to view other 

versions, depending upon access established by the system administrator. 

 

Budget Version Defined 

The term budget version is used to identify the various stages of the budget from request 

to appropriation. A budget version is identified by several components including the 

biennium, business unit, a one-character code used to identify version type, and a two-digit 

number used to distinguish the multiple scenarios within a version type (example: 2009 

D22 00110 is for the 2009-11 biennium, download version #22, agency 110).  

 

The option to have multiple variations or scenarios is available within certain version 

types. The version type description, letter identifier, and number of variations for certain 

version types are as follows: 

 

 

Version Type Description 

 

Letter Identifier 

Number of Variations for 

Each Version Type 

Download  D 10 

Agency work-in-progress A 15 

Budget request B 1 

OMB analyst work-in-progress W 8 

Governor’s recommendation R 1 

Compensation C 30 

 

Control of and Access to Budget Versions 

The ownership of the budget version dictates who has control over opening, closing or 

limiting access to the budget data. The type of budget version identifies the ownership of 

the budget data. Generally, the office creating the version owns the data. For example, an 

agency owns the Agency Request version of data while the budget office owns the 

Governor’s Recommendation version.   
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Tip  If prompted by the system, always select “Yes” to recalculate payroll. 

Copying a Version 

The first step an agency takes in preparing its budget is to determine the level of detail, 

accounting or budget, at which to prepare the budget. Download versions supply the 

historical data from PeopleSoft, such as previous biennium expenditures, annualized 

current biennium first-year expenditures, and current biennium pay plan.  

 

To create a new version, select an existing version and click the Copy button at the bottom 

of the screen. A Copy Version dialog box will appear. Select the version type, such as “A” 

for agency work in progress. A descriptive name may be entered to readily identify the 

created version. Under Copy Options, select “roll up” to create a budget level version. 

Without the roll up option selected, the created version will be at the accounting level 

when copying from a version that is at the accounting level. Narrative, payroll position 

information, and subschedules can also be copied to the new version.  

 

After clicking OK in the Copy Version dialog box, a window will appear to confirm that 

the data should be copied  from one version to another.  If the Copy Positions box was 

marked, another window will ask if payroll should be recalculated for the new version.   

 

 
  

 

A newly created version contains the same data as the version from which it was copied, 

although it may be summarized at a higher level. The user can edit the newly created 

version while leaving intact the version from which it was copied. 

 

Selecting a Version 

After selecting the biennium and department, click on the desired version on the right side 

of the screen and select OK at the bottom of the screen, or double click on the version. A 

message appears displaying the Version Number and stating that it was successfully 

selected. 

 

Deleting a Version 

In order to eliminate a version, select the version and click the Delete button at the bottom 

of the version control screen. A warning message appears to ensure the user wishes to 

delete the highlighted version. BARS will only allow agencies to delete versions created by 

that agency.  If a version is open, it cannot be deleted. 
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Exiting a Version 

To discontinue working on a version and begin working on another version, click on 

File/Version Control and select a new version. BARS will allow multiple versions to be 

open at the same time. Selecting File/Exit or Exit at the BARS Main Menu screen takes the 

user out of the application, not out of the version. Consequently, the next time BARS is 

opened, the same version will be selected. 

 

Subschedule Copy   

Subschedule Copy Screen 

 

 

Navigation 

Log On => Preparation => Subschedule Copy 
 

Purpose 

The Subschedule Copy function is used for copying subschedule and narrative information. 

This feature allows a user to avoid the re-entry of information that is unchanged. The 

subschedule copy function can be used to copy payroll data, narratives, or subschedule 

information from one version to another. Most commonly, this feature is used to copy 

narratives from the previous biennium R version to a current biennium A version. This 



Chapter Two: BARS General Procedures  April 3, 2008   

 

  
2 – 8 

Tip  Copy a new version to use as the destination version prior to entering the 

subschedule copy screen. 

feature is also useful for a user whose agency does not have its payroll information 

downloaded from PeopleSoft. Instead of manually entering each payroll record into BARS, a 

user can copy some or all of the payroll records from a previous biennium budget version to a 

current biennium budget version. This feature can allow the previous biennium records to be 

used to create identical year 1 and year 2 records for the upcoming biennium. It can also be 

used to copy payroll records from one working version to another, or to a new version.   

 

Subschedule Copy can only be used to copy between versions of the same type.  For 

example, a B version can be copied to another B version  The function will not work when 

copying from an A version to a B version. 

 

When performing subschedule copy, remember to save data after each Map Data screen is 

changed. Each Map Data screen must be used for the copy to be successful. If necessary, 

contact the assigned OMB budget analyst for help with this procedure. 

 

 

Using the Screen 

Source Version - Open the version to be copied from, the source version.  

 

Destination Version – Open the subschedule copy window and select the appropriate 

biennium, agency, and version to the information will be copied to, the destination version. 

 

Screen Mode - Select the desired Screen Mode from the radio button list: 

Narrative   Select the Narrative button to copy narratives. If copying narratives 

from the previous biennium, the R version should be used. Select 

the narratives to be copied and click the Save Data button.  

Personal Services  Select the Personal Services button to copy payroll data. After 

selecting Personal Services, select (by checking the check box 

indicator on the left side of the screen) the specific payroll records 

to be copied. Use the Select All button to choose all records. 

Change any of the displayed information to reflect how the data 

should appear on the Destination Version then click the Save Data 

button. 
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Subschedules  Select the Subschedule button to copy information, including 

expenditure and funding information, if applicable. A Subschedule 

dialog box will appear listing the subschedules in the source 

version, click on the desired subschedule. A list of items contained 

in the subschedule will appear on the screen.  Place a checkmark in 

the Copy column for each of the items to be copied. Then click the 

Save Data button. All info tab entries and funding and 

expenditures will copy to the destination version.  

Version Reorg  Use this function to reorganize expenditure or request amounts 

from one reporting level or appropriation to another.  Contact the 

assigned OMB budget analyst for assistance prior to using this 

function. 

 

Map Data – The following items must be mapped in order to copy a subschedule: Year 

(Payroll only), Reporting Level, Lines, and Funds. Select each of the items listed and complete 

the associated mapping data on the screen. Save Data after completing each selection. Finish 

by returning to View Screen Mode. 

 

Copy Mode - Select the desired Copy Mode from the radio button list:  

Append   Will copy information to the Destination Version from the Source 

Version. If the same information already exists on the Destination 

Version, duplicate records may be created using this function. 

Delete   Will delete all of the related information from the Destination 

Version and copy all records from the source version. 

Update   Will update any existing information in the Destination Version 

with information from the Source Version. Information that isn't in 

the Destination Version will be added from the Source Version. 

 

When all of the information has been selected, click COPY to copy all of the selected 

information to the Destination Version. If Personal Services was the selected Screen Mode, 

another option is to click MOVE to move all of the selected information from the Source 

Version to the Destination Version. 
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Default Funding 
 

Default Funding Allocation Screen 

Navigation 

Log On => Preparation => Default Funding Maintenance  

 

Purpose 

The Default Funding Allocation function allows agencies to define a default funding 

source, or combination of funding sources, to be used to fund the entire agency, a 

reporting level within the agency, a line item, or a particular account code. If an agency 

uses multiple funding sources, this function may not be useful in the budget preparation 

process. However, if an agency uses a few funding sources, or has particular reporting 

levels, line items, or account codes that use only one funding source or that use a 

consistent mix of funding sources, this feature will be useful. 

 

Using the Screen 

Open the subschedule that requires a change in funding sources. Default funding can be 

applied to the entire agency, to a particular reporting level, or to a specific line. Select the 

desired tab and select the version, reporting level, or line where the different funding 

should be applied. Choose the Fund from the drop down box and the Allocation 

Percentage. Insert additional lines to total 100 percent allocation. Click Update.   
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The funding will be changed for the subschedule currently in use. This process must be 

completed for each subschedule where a funding change is necessary. The default 

funding options can be overwritten by entering new funding amounts in the subschedule. 

    

Help 
 

Navigation 

Log On => Help 

Purpose 

Use the BARS Help system to get immediate information about BARS features and 

options. The Budget Manual drop down option provides the user detailed instructions 

regarding each subschedule screen and each BARS menu option. The About BARS drop 

down option provides information on the BARS application version being used. 
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Chapter Three: Getting Started 

Chapter three helps an agency get started building the budget request by providing: 

 A system overview to explain, in general terms, how data is collected in BARS. 

 An overview of the steps involved in building the budget request, including the order in 

which subschedules should be completed. 

 Specific instructions for completing: 

o The Fund Source Control screen 

o The Change Package Description screen 

o Cost to Continue adjustments 

 Operating adjustments 

 Capital Asset adjustments 

 

System Overview 

Certain subschedules are used to collect data for the major components of the budget (i.e., 

salaries and wages, operating expenses, capital projects, etc.). These subschedules “post” data to 

the Budget Request Summary subschedule. The term “post” refers to the process by which 

budget amounts entered in a subschedule are automatically transferred to the Budget Request 

Summary screen and become part of the budget request. 

 

Other subschedules are used to collect supplementary information about the agency and its 

budget. These subschedules are used as support and documentation and, consequently, do not 

“post” budget amounts to the Budget Request Summary.  

 

Subschedules that post budgetary information to the Budget Request Summary screen are: 

 

 

 

 

 

 

 

 

 Operating Expenses  

 Position Detail Data  

 Capital Projects 

 Extraordinary Repairs  

 Other Capital Payments 

 

  

 IT Equipment and Software 

Over $5000 

 Grants Summary 
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    Tip   Do not create a version or enter any data until  

reporting levels are locked. 

Tip      Do not use the Create button on the bottom of the screen.  

            Versions “Created” contain no download, expenditure,  

or salary data. 

Subschedules that collect supplementary and supporting budgetary information are: 

 

 Change Package Description  Lease Purchase Agreement 

 Continuing Appropriations  Licensing, Regulation, and Inspection 

 General Fund Collections  Special Fund Balance 

 IT Capture  Telecommute Analysis 

 Narrative  

 
 

Overview of Steps Involved in Preparing a Budget Request 

The sequence followed when using BARS is critical to the proper functioning of the system and 

the development of a budget request that is complete and free of errors. The correct sequence is 

listed below: 

1. Review agency reporting level structure, as outlined in communications received from 

the assigned OMB budget analyst. 

 

2. Discuss with the assigned OMB analyst any necessary changes to the reporting level 

structure.  After changes are made, the reporting levels will be locked by OMB. 

 

3.  BARS will be opened for use. Access BARS using the user name and password assigned 

by the system administrator. If a password is forgotten or needs the resetting, call the ITD 

Help Desk at 328-4470. 

 

4. OMB will create a download (D) version. The download version will include previous 

biennium expenditures, annualized current biennium first year expenditures, current 

biennium budget (if entered in PeopleSoft), and payroll information. The data will be 

loaded from PeopleSoft financials and PeopleSoft payroll for those agencies utilizing the 

PeopleSoft system. For other agencies, payroll data will need to be copied from the 

previous biennium budget request or entered manually.  

 

5. Create an agency (A) version by “Copying” the D version. The D version can be copied 

to either an accounting level version (designated with an A in the type column) or a 

budget level version (designated with a B in the type column). Select the roll-up copy 

option to create a budget level version.  
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6. Review downloaded expenditure data for the previous biennium (column 1 of the Budget 

Request Summary) and annualized first year data for the current biennium (column 2 of 

the Budget Request Summary), including funding sources by line item.  Generating the 

CRO5R report will facilitate this review.  Previous biennium data, column 1 of the 

Budget Request Summary, must agree with the final 2005–2007 NDS4911BB report. 

 

Full-time equivalent (FTE) information is based on the Payroll subschedule and relates to 

the budget request biennium only. Consequently, previous biennium and current 

biennium authorized FTE information must be entered by reporting level on the Budget 

Request Summary screen. Refer to the authorized FTE table in the Appendix to ensure 

that previous and current biennium agency totals are correct.  

  

7. Review current biennium appropriation amounts, including funding source by line item 

(column 4 of Budget Request Summary). If the download from PeopleSoft does not 

include budget information, these amounts must be entered manually.  

 

The current biennium budget amounts should reconcile to the adjusted appropriation 

column on the NDS4310AA report.  FTE counts should not include any positions 

approved by the Emergency Commission during the current biennium because those 

positions must be requested through a change package. 

    

Salary account codes, along with the related funding, entered into column 4 will 

automatically post into column 5, which is used to calculate the cost to continue the 

current biennium payroll.  BARS cannot identify funding sources for account codes 

included in special lines, so the expenditure account codes will post to column 5, but no 

funding amounts will post. For this reason, if the current appropriation includes any 

salaries account codes in special lines, column 5 will appear out of balance. In this case, 

funding for special line salary account codes must be manually entered in column 5. 

 

8. Review the Fund Source Control window to determine if all necessary funding sources 

are available and if correct beginning balances have been entered for each special fund. 

All funds used in previous, current or budget biennium should be reflected within Fund 

Source Control.  If special or federal fund sources need to be added, or beginning 

balances changed, the assigned OMB budget analyst must make those changes. 

 

9. Create budget changes on the Change Package Description subschedule. See the chart 

later in this chapter for types of changes. 

  

10. Complete the IT Plan subschedule. 

 

11. Review the Position Detail Data subschedule and enter proposed changes. (See Chapter 4 

– Payroll.) 

 

file:\\ITDDATA12\OMB-PUBLIC\WEBSITE\FISCAL%20WEBSITE\BARS2008\Appendix\legis-auth-fte.pdf


Chapter Three: Getting Started               April 3, 2008 

3 - 4 

     Tip   All applicable budget request data must be entered in the  

posting subschedules, not directly in the budget request summary  

screen. Click “Complete” on each subschedule to post  

data to the budget request summary. 

12. Check “complete” on Position Detail Data subschedule indicator on the Budget Request 

Checklist to post the data to the Budget Request Summary and IT Capture. 

 

13. Review cost to continue adjustments calculated for payroll. Payroll costs to continue 

cannot be entered manually and may not be edited after being calculated by BARS. Enter 

other cost to continue adjustments in the appropriate subschedule. 

 

14. Complete all subschedules except Special Fund Balance.   

 

15. Check “complete” on the Budget Request Summary indicator on the Budget Request 

Checklist screen to post data to the Special Fund Balance subschedule. 

 

16. Complete the Special Fund Balance subschedule. 

 

17. Review the budget request to ensure that it is complete and that funding and expenditures 

balance. 

 

18. Run the SRO6 and CRVA reports to identify any outstanding validation issues that must 

be corrected prior to submitting the budget. 

 

19. Click the Submit button located on the Version Control screen. 
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Fund Source Control 

Fund Source Control Screen 

 

 
 

Navigation 

Log On => Administration => Admin Tables => Fund Source Control 

 

Purpose 

To define the special and federal funding sources available statewide and for each specific 

agency.   

 

Using the Screen 

Statewide funds will appear as the default when entering the screen. Click the radio button 

labeled Business Unit and select the correct agency number from the drop down in order to 

view funds available for the agency. Review the special fund list for completeness, keeping 

in mind the need to encompass a three-biennium period including the budget request 

biennium. Contact the assigned OMB analyst to modify the fund list.   

 

After selecting a specific fund, click the Fund Balance Maintenance button to view the 

beginning fund balance for the current biennium. Contact the assigned OMB analyst to 

modify a beginning fund balance. 
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Change Package Description 
 

 Change Package Description Screen 
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Navigation 

Log On => Preparation => Budget Request Checklist => Change Package Description 

 

Purpose 

To define the change packages to be used in preparing the budget request.   

 

Using the Screen 

A change package is used to remove current biennium one-time and capital asset 

appropriations, to enter cost to continue entries authorized by OMB, and to enter any 

difference between the current biennium appropriation and the amount to be included in the 

agency’s base budget request for each account code and funding source. Amounts included 

in the optional budget request will also be entered as a change package. Any budget change 

entered will be available for use in all reporting levels within the agency.   

 

Change Package Group and Type 

 

All agency changes regardless of type are  Group A.  Budget changes are organized into 

seven categories, or types: 

 

Type A = Base budget changes to be included in the base request. 

Type B = Base budget one-time requests. 

Type C = Optional change included in the optional request. 

Type D = Optional one-time change to be included in the optional request. 

Type E = Remove prior biennium one-time items. 

Type F = Remove capital asset appropriations. 

Type G = Approved cost to continue adjustments. 

Within the subschedules, dollar amounts must be entered into the appropriate columns based on 

the type of change, as shown in the following table. 

 

Change Package Types 

Cost to Continue 

Column 

Base Changes 

Column 

Optional Request 

Column 

Remove one-time items AE   

Remove capital assets AF   

Add cost to continue amounts AG   

Base changes  AA  

One-time base changes  AB  

Optional changes   AC 

One-time optional changes   AD 

Used only by OMB    

OMB Recommendations  RA  

One-time OMB Recommendations  RB  
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Tip      Values in the change number field can be assigned 

 and sequenced as determined appropriate, but  

cannot be changed after the entry is saved. 

Tip  Do not include symbols or special characters such as &, 

 or hyphens, in budget change titles, descriptions,  

or narratives. 

Tip  Do not repeat the same information in the short description  

and the narrative.  Budget Change Narrative reports 

 print the title, short description and narrative as a paragraph for each 

budget change. 

Change Package Number and Priority 

After the budget change is created and saved, all fields can be modified except the group, 

type, and change number.   

 

 

Make sure the priority number reflects the agency’s actual priority listing for this change 

package. Sequence priority numbers separately for base and optional change packages. Use 

priority 1 for all cost to continue changes.  The priority field should be completed for all 

change packages.  Create as many change packages as necessary to adequately identify 

agency priorities. 

 

Change Package Title, Description, and Narrative  

The change package description window includes a title field to accommodate a title for 

each change package. The window also includes a short description field and a narrative 

button that opens a narrative window. The short description field is not required. If used, 

please include only a short summary statement. Use the narrative window to enter a detailed 

description and justification for each change package. The title and the narrative field are 

required fields that must be completed for each change package.  One-Time indicator and 

Print boxes are not used. 

 

. 
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     Tip  Do not use the same change package to enter amounts  

in both the base and optional request. 

Tip   The pay plan should not be marked complete until  

After the current biennium budget is spread  

for all salary objects. 

Deleting Budget Change Packages 

If a change package must be deleted,  all associated dollars must first be zeroed out of the 

change package in each reporting level.  Click Complete on the Budget Request 

Checklist prior to deleting any associated lines that were inserted. This must be done 

through the subschedule used to enter the data. If a change package is deleted without first 

removing the dollars and checking Complete, the associated amounts will not be deleted 

from the database and the budget will not pass validation. 

 

 

 

Cost to Continue 
 

Cost to continue adjustments are incorporated into BARS to allow agencies an opportunity to 

display the cost of continuing existing programs, services, and staffing.  Although not all cost 

increases are reflected in the cost to continue columns, certain costs of interest to policy makers 

and other budget users are noted (i.e., increased payroll costs relating to the continuation of 

previously authorized salary increases, changing grant costs relating to changes in the number of 

recipients, changing operating costs due to one time or phased projects, etc.). The assigned OMB 

budget analyst will communicate the specific cost to continue adjustments authorized for each 

agency in the base budget limit letter.   

 

Salaries and Wages 

Cost to continue adjustments for salaries and wages are calculated by BARS when the pay plan 

is marked “complete.” This feature of BARS allows budget users to see the cost of continuing 

salary levels already in effect and avoids the need to show such amounts as a budget change.  

 

Biennial payroll costs from the Position Detail Data subschedule are posted to column 6 of the 

Budget Request Summary. Column 7 of the Budget Request Summary is the automatically 

calculated budget adjustment necessary to continue current biennium payroll. This calculation 

will occur when the Position Detail Data subschedule is marked complete.  
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In order for this calculation to be made, the downloaded pay plan must be reviewed and modified 

to reflect the payroll level that will be in effect as of the end of the current biennium. Because the 

pay plan for most agencies is based on data downloaded from PeopleSoft payroll, downloaded 

payroll data will only reflect positions filled as of the download date. Positions may need to be 

added, salary amounts updated, and temporary, overtime, and shift differential amounts inserted.   

 

Specific instructions relating to the position detail data subschedule are contained in Chapter 4. 

 

Operating Expenses  

Cost to continue adjustments affecting operating must be entered in a separate change package in 

the Operating Expenses subschedule.  If there are authorized adjustment amounts, the amounts 

will be provided by OMB. Do not make any cost to continue adjustments to operating expenses 

unless directed to do so by OMB. Normal inflationary increases and other adjustments affecting 

operating expenses will be entered using the budget changes function. 

 

Capital Assets 

Cost to continue adjustments affecting capital assets (which includes capital projects, 

extraordinary repairs, other capital payments, equipment over $5,000, and IT equipment over 

$5,000) generally involve removing the current biennium appropriation amount. OMB will 

provide adjustment amounts. These adjustments are entered as a separate change package in the 

appropriate capital assets subschedule. 

  

Although extraordinary repairs funding (that was not a one-time amount) included in the current 

biennium appropriation was not removed to calculate the base budget amount, this funding must 

be removed in the Cost to Continue Adjustments column of the extraordinary repairs 

subschedule. Amounts to be requested in the base or optional budget must be requested as a 

budget change. 

 

Grants 

Cost to continue adjustments affecting grants are entered in a separate change package within the 

grants subschedule. OMB will provide adjustment amounts. 
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Chapter Four: Salary Budget Instructions 

BARS is a standardized software used by numerous states. The screens used to prepare the salary 

and wage section of the budget include columns and fields that are not used in the preparation of 

the North Dakota budget request. The instructions will note these specific areas and users should 

not input or change data in these fields. 

 
Position salary and fringe related information is based on a download from the PeopleSoft payroll 

system.   

A summary of the windows and tabs used to view and prepare the total salaries budget request is 

presented below. 

Budget Checklist Screen 
Position Detail Data – By checking Complete, the system will recalculate and allocate the 

total salary and benefits for the agency. The salary and benefits amounts will be posted to 

each reporting level in the budget request.   

  

Position Information 
Position Data tab – Provides a list of each employee by name, position number, and 

position type. Each employee is listed twice, once for each fiscal year of the biennium. 

This screen is used to update employee information. It is also used to add new FTE or to 

unfund present positions.    

 

Calculation Info tab – Used to view, update, and enter specific data for an individual 

employee position such as classification code, retirement program, salary level, pay type, 

and other fringe benefits. 
 

Benefit Calculation tab – Used to view the resulting salary and benefits amounts based on 

the information entered on the Calculation Information tab. 
 

Allocation tab – Used to specify the reporting levels and funding sources for each 
position. 
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Position Data 

Position Data Screen 
 

 

Navigation    

Log on=>Preparation=>Position Data Maintenance=>Position Information=>Position Data 
tab   

or   

Budget Request Checklist=>Position Detail Data=>Position Data tab 

 

Purpose 

Add, delete and change employee name, position number, identification number, and  

position type. This screen is also used to add new FTE that are being requested or to report 

positions that are unfunded in the budget request. Vacant positions are not included in the 
payroll download, and need to be added to the position data list. A line of data must be 

completed for each year of the biennium. 

 

 General Information 

  Before updating the Position Data, note the following:  

 Emergency Commission and Budget Section approved positions continuing into the 

next biennium must be requested as new positions and requested through a Budget 

Change Package. 
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 New employees, additional temporary, overtime or shift differential dollars, and other 

salary changes that will increase or decrease the budget request must be documented 
and requested through a Budget Change Package. 

 The positions on the Position Data screen may be sorted according to the user’s 

preference by clicking on the corresponding column heading. 

 The system rounds if more than two decimal places are used. 

 Temporary, overtime, board member, shift differential, pooled and equity adjustment 

are not included in the position data download. These position types must be added. A 

separate position should be set up for each reporting level in which temporary, 

overtime, shift differential, equity adjustment, and pooled positions are used. Multiple 

temporary, overtime, pooled, or shift differential positions may be in one reporting 

level as Temp1, Temp2, Overtime1, Overtime2, etc. 

 For shared positions, the total FTE must not exceed 100 percent. 

 If an employee is being paid from more than one reporting level, the total must not 

exceed 100 percent. The percent can only be entered up to two decimal places.  

 The only agencies that may use ―Pooled‖ positions are components of North Dakota 

University System. 

 If funding allocation for salary increases is different than regular salary, the 

allocations must each equal 100 percent. 

Using the Screen 

Select the desired Reporting Level from the drop down list. To view a list of all agency 

positions, go to the drop down list and click in the blank space directly above the first 

reporting level title.  

 

Click Insert to add a new record, or click on an existing record, to make changes to the 

present data.   

 

 Review Position Information for Accuracy  

 

   Position Number Same as the number used in PeopleSoft payroll. 
 

      Position Type F – Faculty and L – Pooled are only used by components of the 
North Dakota University System.  

      O – Overtime 

      P – Permanent Employees – Not used by North Dakota 

 R – Regular Employee – The code for permanent employees used 

by North Dakota.   

 B – Board Member – Board Members will have to be added to the 

position data.  Board Members are not included in the payroll 

download. 
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 W – Resident Worker used only by State Hospital and Veterans’ 

Home, etc.  Resident workers will have to be added and are not 

included in the payroll download. 

 S – Shift Differential – Code is used by agencies for shift work 
compensation, such as the Mill and Elevator. 

T – Temporary – All temporary positions will need to be added. 

Temporary positions are not included in the download information 
from the PeopleSoft payroll. 

E – Equity Adjustment – Code is used by agencies to add a pool of 

funds.   
U – Underfunded Salary – Code is used by agencies to underfund 

the salary plan in anticipation of savings related to vacancies and 

turnover. 

X – Executive Budget Adjustment – To be used by OMB only. 

 

           Employee ID No.  This is the PeopleSoft employee ID number. Enter ―0‖ for vacant 

positions, which will automatically insert ―Vacant‖ in the Name 
field. 

 

           Employee Name   Use ―Vacant‖ for an authorized position that is not filled at the 

time of budget preparation.   

 

Unused Fields   Some fields are not used by ND. Scroll to the right of the screen. 

The columns labeled Anniversary, Longevity, Date 2, Date 3, 

Qualified B, and Qualified C are not applicable to North Dakota 
and will not be used by agencies in preparation of their budget. 

 

Unfunded    Select ―0-Funded‖ for funded positions and ―1-Unfunded-Do Not 
Post‖ for unfunded positions. Do not mark a position as unfunded 

if the position is part of an optional request.   Do not use “2 – 

Unfunded – Post” (this option is not used by North Dakota). 
 

Com Incr Ind The compute increase indicator is automatically checked for each 

employee position. A check mark in this column means that the 

position is set to receive any statewide compensation increase that 

is recommended. Uncheck the box if a position should be excluded 
from the increase, such as in the case of board members and 

temporary positions. 
 

New FTE Place a check mark in this field if the position is a new position for 

the agency. 
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Tip If one position is split between two or more reporting levels, 

enter one position number and allocate that position, 

using the Allocation tab, to the appropriate reporting levels. 

 

Once an employee record is complete, click Update at the bottom of the screen to save 

the data. 

 

Add an Existing Agency Position  
Select the reporting level, and click Insert. The year field will populate with the first year 

of the next biennium. Enter the position information in each of the required fields and tab 

off. Update when the record is complete. Click Insert to add the position for the second 
year of the biennium. Click the Year field and enter the second year of the biennium. Tab 

off and continue to enter the position information as done for the first year. Update the 

record when complete. 
 

Add a Record for a New FTE 

Click Insert. The Year field will populate with the first year of the biennium. Tab to the 

Position Number field and enter a position number. The number should be the next in the 

sequence of position numbers used by the agency. Leave the Employee ID field at ―0‖, 

and the Employee name will be displayed as ―Vacant‖. Scroll to the far right of the 

window and if appropriate, click the Compute Increase Indicator box. Tab to the New 
FTE field and click or use the space bar to display a checkmark. Update the record when 

complete. Click Insert to add the position information for the second year of the 

biennium. Enter the second year of the biennium in the Year field, tab off, and continue 

to enter the position information as done for the first year. Update the record when 

complete. 

 

Add a Board Member 

 Board Members can be added one of three ways: 
1. Click Insert and input a specific position number for each member and insert the 

Board Member’s Employee ID and Name. 

2. Click Insert and input Board Member 1, Board Member 2, etc. in the Position No,  
Employee ID, and Name fields. 

3. Use one entry for the biennium, or one entry per year, for all board member 

compensation. To accomplish this, enter the words ―Board Member‖ in each of 

the fields, and enter a total amount for the salaries for all members.    

 
 

 

 
 

 
Temporary Employees, Shift Differential, Overtime and Equity pools 

If an agency has multiple temporary employees, shift differential, overtime and equity 

pools, each should be identified in the Position Number and Employee Identification 

Number fields with a sequentially numbered title such as Temp 1, Temp 2, and Overtime 
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     Tip  Salary Equity adjustments will not be displayed on the 

CR02 reports because that report does not 

 include lump sum amounts. 

 

 

1 and Overtime 2.  Zero “0” should not be used in the employee identification number 

field for these Position Types. The system will automatically complete the Name field 

with the same title as the Position and Employee Identification numbers. 

   
Temporary Budget for temporary positions using the position type ―T - 

Temporary.‖ Type ―Temp‖ in the position number column.  

On the Calculation Info tab select the standard fringe rate.  
Select class code 9008 or 9031 to 9038. Enter one FTE.  

The FTE field is required for the compensation amount to 

calculate correctly, however, the FTE will not be added to 
the agency’s FTE total. 

 

Board Member  Budget for board member compensation using the position 

type ―B – Board members.‖ Budget for board member 

compensation using a lump sum for all board members, or 

enter individual board members. On the Calculation Info 

tab select the standard fringe rate. Select Class Code 9006.  
Enter one FTE. The FTE field is required for the 

compensation amount to calculate correctly; however, the 

FTE will not be added to the agency’s FTE total. 

 

Resident worker Budget for residents who are paid for hours worked. This 

position code is applicable only for the Veterans’ Home 

and the State Hospital. On the Calculation Info tab select 

the standard fringe rate.  Select class code 9008 or 9031 to 
9038. Enter one FTE.  The FTE field is required for the 

compensation amount to calculate correctly, however, the 

FTE will not be added to the agency’s FTE total. 
  

Equity Adjustment Use position type ―E – Equity Adjustment‖ on the Position 

Data screen for salary equity increases. Do not check the 

compute increase indicator checkbox. On the Calculation 

Info screen, leave benefit fields blank. Select Class Code 

―9998.‖ Enter ―1‖ in the FTE field, ―annual‖ in the Pay 

Type field, and ―0‖ in the Rate field. Enter the total 

biennial cost of the equity adjustment, along with any 
associated fringe benefit costs, in the Lump Sum Amount 

field. Enter ―Equity,‖ or a similar short description, in the 
Lump Sum Description field. 
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Underfund Salary Use position type ―U - Underfund Salary‖ to reduce the 

salary budget by a lump sum amount as discussed with the 

assigned budget analyst. Do not check the compute 

increase indicator checkbox. On the Calculation Info 
screen, leave benefit fields blank. Select Class Code 

―9998.‖ Enter ―1‖ in the FTE field, ―annual‖ in the Pay 

Type field, and ―0‖ in the Rate field. Enter the total 
biennial cost of the underfunded share of salary, along with 

any associated fringe benefit costs, as a negative number, in 

the Lump Sum Amount field. Enter ―Underfund Salary,‖ or 
a similar short description, in the Lump Sum Description 

field. 

 

Executive Budget Adjustment The position type ―X – Executive Budget 

Adjustment‖ is for OMB use only. 
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Calculation Information 
 

Calculation Information Screen 

 
 

Navigation    

Log on=>Preparation=>Position Data Maintenance=>Position Information=>Calculation 
Information 

 

Purpose 
The Calculation Info tab is used to enter individual position data, such as health 

insurance, FICA, unemployment, and workers compensation codes. The data in BARS is 

based on the month of the download from the PeopleSoft payroll system. 

 

Using the Screen 
Indicate with the cursor an employee record on the Position Data screen. Click on the 

Calculation Info tab to get to the calculation screen. The salary and benefit information is 

displayed in each field for that particular position. If a new record has been added the 
fields will be blank.   

 

Completing Upper Half of Screen—Fringe Benefits 
The upper half of the window includes the fringe benefit fields of Health, FICA, 

Retirement, Unemployment, Workers Compensation, Medicare, Life Insurance and 

Employee Assistance.    

 

Refer to the Appendix for the list of Fringe Benefit Codes.  

file:\\ITDDATA12\OMB-PUBLIC\WEBSITE\FISCAL%20WEBSITE\BARS2008\Appendix\fringe-benefit-codes.pdf
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Tip The Standard Fringe field is used for Temporary Employees, Resident 

Worker, Board Member and Pooled positions only. 

If this field is used, the other fringe benefit fields should remain blank. 

 

 

Review each position to make certain the benefit information is accurate and current. To 

make changes, click on the selection in the drop down next to each field. Tab to the next 

field.   
 

The blank fields following Employee Assistance should be bypassed by tabbing. These 

fields are available for future modifications to benefits and are not utilized at this time.  
 

 

 

 

Completing Lower Half of Screen 

The lower half of the window contains the Position Classification code, FTE, Pay Type, 

Rate of Pay, and Duration. Review the information for accuracy. Make changes by 

clicking on the specific field, enter the correct value, and then tab to the next field.   

 

Class     Refer to the Appendix for a list of Job Class Codes.   

 

Step    The Step field is not used by North Dakota.   
 

FTE  For positions less than one FTE, enter the pay rate that 

would apply if the position were a full FTE.  For example, 
if a .5 FTE is paid $1,000 per month, enter the FTE at .5, 

enter the Pay Type as monthly, enter the Rate as $2,000, 

and the Duration as 12 (months per year).  BARS will use 

the FTE percentage, the rate, and the duration to calculate 

the correct salary amount.  
 Pay Type 

& Duration   The duration will default to 12 for monthly pay type and 
2080 for hourly pay type. Contact the assigned budget 

analyst prior to changing these numbers. 
 

Unused Fields  Start and End Date, Date 1 through 5, are not used. No 

entries should be made in these fields. 

 

Bud Chg  The Budget Change field must be used for all new positions 
that will result in an increase or decrease from the present 

budget.   

 

file:\\ITDDATA12\OMB-PUBLIC\WEBSITE\FISCAL%20WEBSITE\BARS2008\Appendix\job-classification-index.pdf
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    Tip Budget changes should be entered for both years of the biennium 

 for each position. 

IT Positions 

 

Pos Sub Sched Ind IT positions are identified by using the Position 

Subschedule field. If a position is designated as an IT 
Position, the entire 1.0 FTE salary amount will post to the 

IT Plan. The Position Subschedule and Subschedule 

Number fields cannot be completed until IT projects have 
been entered and saved in the IT Capture section. Tab to 

the Position Subschedule Indicator field for IT employees. 

Select IT Position from the drop down box and tab to the 
Subschedule Number field. Select from the drop down list 

either infrastructure or the particular project that applies to  

the salary and benefits for this FTE.  BARS will use these 

indicators to post the salaries and wages associated with 

this position to the appropriate IT Project or IT 

Infrastructure.  This posting will take place upon 

completion of the payroll subschedule.  The Payroll 
Indicator field will display an ―A‖. No changes should be 

made to this field.   

 

Lump Sum Payments 

 

Lump Sum Amt Tab to the Lump Sum Amount field and enter the amount 

of the lump sum payment for this position.   

 
Lump Sum Descr Type an abbreviated description such as Retirement or 

bonus.   



Chapter Four: Salary Budget Instructions  April 3, 2008 

 

4 – 11 
 

Benefit Calculation 

 
Benefit Calculation Screen  
 

 

Navigation    

LogOn=>Preparation=>PositionDataMaintenance=>PositionInformation=>Benefit 
Calculations 

 

Purpose 
This is a view only screen that provides an itemized list, per employee position, of fringe 

benefits calculations. Users cannot make entries on this screen. 
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    Tip  The Version, Position No., Position Sequence Number, Year and  

Employee Name are displayed at the top of the screen  

to assist users. Review this information to ensure that the correct 

 position is open before entering allocation data. 

 

Allocation Tab 
 

Allocation Screen  
 

 

 

Navigation    
LogOn=>Preparation=>PositionDataMaintenance=>PositionInformation=>Allocation 

 

Purpose 
To allocate the salary of the selected position to reporting levels and specific funding 

sources. 

 

Using the Screen 

Go to the Reporting Level field and select from the drop down list, the reporting level that 
will be used to begin the allocation of salary. 
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Tip    The selections on the bottom left hand side of the screen allow 

 an agency to Update (Save), Insert a new allocation line,  

Delete an allocation line, and Undo an entry or line,  

and use Notepad for commentary. 

 

     Tip For existing positions, the information displayed in each of the 

 fields is based on the allocation used in the PeopleSoft payroll  

download. If the data is the same as the allocation method for  

the next biennium, no entries are required  on the screen. 

 

     Tip If a position needs to be moved from one reporting level to  

another, simply change the reporting level for that individual  

on the Allocation tab rather than deleting and creating a new  

position on the Position Data tab. Remember to update  

the allocation for each year of the biennium. 

 

 

 

 

If allocation changes are required, tab from the Reporting Level field to the Fund field. 

The drop down box will provide the choices of General Fund 001, specific Special Funds 

used by an agency, and Federal Funds listed by individual grant numbers. If a fund is 
missing from the selection, contact the assigned budget analyst. 

 

Make a selection from the choices, tab to the Allocation Percent field. Enter the 

percentage of the salary that will be charged to the fund identified in the Fund field.   

 

Tab to the Payroll Line field. Choose, from the drop down box, the appropriation line 

item that will be used to budget the salary expenses. In most cases this is 10 - Salary and 

Wages; however, some agencies budget salaries to special line appropriations.   
 

The Increase Indicator field should remain blank  in most cases. When the funding 

allocation for the executive salary increase is different than for the base salary, insert a 
new line. Press the space bar to place a checkmark in the field indicating that these 

allocations should be used for salary increases.   

 

Save the data by using the Update button. 

 

If additional allocations are required, use the Insert button. Follow the same process as 

described above until total percent reaches the level desired for this reporting level.  

Repeat this process for the second year of the biennium. 
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Salary Increase  

Salary Increase Screen  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Navigation    
Log on=>Preparation=>Position Data Maintenance=>Salary Increase  

 

Purpose 
This screen can be used to run various salary increase scenarios for an entire agency and 

apply increases to all or select groups of agency positions. 
 

Using the Screen 
 
Class Code 

The Class Code section of the screen, with the Include and Exclude indicators, should be 

left blank if the salary increase is to apply to all positions. However, if the scenario is 

based on increases for a specific employee classification, select the code from the Class 

Code drop down and check the Exclude or Include indicator as appropriate for this 
particular scenario. 

 



Chapter Four: Salary Budget Instructions  April 3, 2008 

 

4 – 15 
 

 

The budget version “submitted” to OMB cannot include any 

amounts in the following expenditure accounts:   

599110 Salary Increase 

599160 Benefit Increase 

These account codes are used in the executive recommendation 

for the compensation package. 

 

Important 

Note 
 

Year 

Select from the drop down list the Month and Year for which the salary increase should 

become effective. 

 
Flat, Condition, Percentage 

Enter a flat dollar amount, such as $100 or enter a percentage such as .04, or enter 

increases for a range of salaries. The Condition column can be set to apply the flat rate 
before or after the percentage. Selecting ―or‖ will apply the greater of the two. 

 

Include Year 1 Increase 
A check in the Include Year 1 increase means that the base upon which the Year 2 salary 

increase will be applied includes the Year 1 salary increase. 

 

Prorate Salary Increase 

When running salary scenarios with a flat rate, this option will prorate the increase for 

positions that are less than 1.0 FTE. 

 
Apply Salary Increase To 

When running salary scenarios, by selecting the Increase Allocation box, the increase will 

be applied to the expenditure accounts of Salary Increase 599110 and Benefit Increase 

599160. These amounts will be identified separately on the Budget Request Summary. 
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Funding Reallocation  

 Funding Reallocation Screen 

 

 
 

Navigation    

Preparation=>Position Data Maintenance=>Funding Reallocation 
 

Purpose 

To perform reallocation of position within a selected reporting level. 
 

 Using the Screen 
Go to Preparation in the main menu, select Position Data Maintenance then select 

Funding Reallocation from the drop down list. 

 
Select the Reporting Level from the drop down. 

 

Select Year 1 or Year 2 from the radio buttons above the Reporting Level field. 

 

Tab to Payroll Line and make a selection from the drop down list. Once this selection is 
made, the allocation method currently in the system will be displayed on the left side of 

the screen. 

Click Insert and a Fund field, Allocation Percent and Increase Indicator will appear on 
the right side of the screen. 
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Select the new Fund from the drop down list. Tab to the Allocation Percent Field and 

enter the appropriate percent. Keep in mind that the total of the new percentages must 

equal 100 percent. If the funding source for salary increases is different, insert an 

additional line with the appropriate funding source and check the Increase Indicator box. 
Those sources will also have to equal 100 percent. 

 

Continue this same process until the new allocation method is complete. 
 

When finished with the record, click Update to save, Undo to undo changes, Delete to 

delete the selected record or Exit to return to the prior window. Notepad can be used to 
enter notes about the record.  
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     Tip  Other than adjusting 2005-07 actual expenditures and the  

2007-09 appropriation and estimated expenditures, no other  

data is entered directly into the Budget Request Summary screen. 

 

Chapter Five: Budget Request Summary 

Chapter five serves as a guide through the process of using the Budget Request Summary screen. 

The Budget Request Summary screen is used to: 

 Summarize all budget data entered in various subschedules. 

 Enter prior and current biennium expenditure and funding data for all lines. 

 

Budget Request Summary 
 

Budget Request Summary Screen 

 

Navigation 

Log On => Preparation => Budget Request Checklist => Budget Request Summary 

 

Purpose 

The Budget Request Summary screen provides the historical data, budget changes 

information, and budget request for each reporting level.   

General Information 

Several screens are involved in preparing the budget request summary. Amounts entered in 

“posting” subschedules (operating expenses, capital projects, extraordinary repairs, other 

capital payments, position detail data, equipment over $5,000, IT equipment and software 

over $5,000, and grants) post to the budget request summary once each subschedule is 

checked to complete on the Budget Request Checklist.   

  

 

 

 

Prior biennium (column 1), first year expenditures (column 2), and current biennium 

appropriation (column 4) columns are downloaded from PeopleSoft. If the download 

month is prior to the close of the first year of the biennium, salaries and operating 

expenditures are annualized. Other account codes use actual expenses as of the download 

month. If the current biennium budget was not spread in PeopleSoft, the download will not 

contain this information. Consequently, in such a case, the current biennium appropriation 

amounts by account code and funding source will need to be entered manually. 
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Tip  Actual expenditures for the 2005-07 biennium should reconcile 

         to the 6/30/07 NDS4911-BB report dated 7/31/07. 

Using the Screen 

The Budget Request Summary screen consists of 18 columns, each with unique functions, 

as described below: 

Column 1 – 2005-07 Biennium Expenditures shows complete prior biennium expenditures, 

by account code, line item, and funding source. These amounts should be part of the 

download version used to create the first working version in BARS. However, these 

amounts should be checked and modified as necessary to accurately reflect historical 

expenditures. 

 

Column 2 – 2007-09 First Year Expenditures shows annualized expenditures for the first 

year of the current biennium. These amounts should be part of the download version used  

to create the first working version in BARS. However, due to the actual timing of certain 

expenditures and the timing of the download version, annualized expenditures may not 

accurately represent anticipated fiscal year expenditures for a particular account code, line 

item, or funding source. Adjust these amounts as necessary. 

Column 3 – 2007-09 Biennium Balance shows the remaining unexpended balance by 

account code for the current biennium. This is a calculated column based on the annualized 

amounts in column 2 and the amounts entered in column 4, as explained below. 

Column 4 – 2007-09 Biennium Appropriation reflects the appropriated budget for the 

current biennium. Amounts in this column should be part of the download version used to 

create the first working version in BARS. However, if the agency’s budget has not been 

spread in PeopleSoft, this column will be empty in the download version.  In that case, 

these amounts will need to be entered manually by account code and funding source. These 

numbers will be closely scrutinized throughout the budget process and serve as the base for 

any budget changes requested for the upcoming biennium.  For this reason, care should be 

taken in entering these numbers.  Make sure that in total, the amounts entered in 

column 4 tie to the PeopleSoft Appropriation Status Report (Current Appropriation 

column NDS4310AA) for each line item and major funding source category.    
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 To enter data in the budget request summary screen, select the 

appropriate reporting level. Click the “Detail” button to enter 

account code or funding source detail for columns 1, 2, 4, or 5.  

Select Funding or Expenditures from the Object Type drop 

down. Select the appropriate Line Item from the drop down list. 

Click on the appropriate cell to edit existing data or click the 

“Insert” button to enter a new account code or funding source. 

 

Important 

Note 
 

 

 

Column 5 – Current Biennium Appropriation (payroll only) is used to show the current 

biennium appropriation for payroll. Most column 5 amounts will be filled in automatically 

by BARS as column 4 is updated. However, if any salary objects are budgeted under 

special lines, the expenditures and funding for column 5 may not balance. This is due to the 

fact that the funding sources for salaries objects that are part of a special line are not 

specifically identified and must be manually entered.     

Column 6 – Payroll from Subschedule will be populated upon checking Complete on the 

position detail data subschedule. Column 6 represents the biennial cost of payroll for all 

existing positions included in the budget request. It does not include the cost of any new 

positions or existing positions assigned to an optional change package. 

Column 7 - Cost to Continue Payroll will be calculated by BARS based on amounts 

contained in columns 5 and 6. Column 7 shows the cost to continue (the increase over the 

current biennium appropriation) the salary level in effect as of the end of the current 

biennium. Consequently, the cost to continue any salary increases given during the 

biennium, the cost to continue any new positions that were phased in during the current 

biennium, as well as other costs incurred to continue the current payroll will be identified 

in column 7, eliminating the need to explain these items in a budget change.  

Column 8 – Cost to Continue Adjustments is populated upon checking Complete on the 

Operating Expense, Capital Assets, and Grants subschedules. The assigned OMB budget 

analyst will provide these authorized adjustments. These amounts are summarized here, but 

are not entered or changed from the Budget Request Summary screen. 

Column 9 – Cost to Continue Base Operations is a calculated column that reflects the total 

of columns 5 (current biennium), 7 (cost to continue payroll), and 8 (cost to continue 

adjustments). This column reflects the cost to continue an agency’s current operations for 

the budget request biennium, based on the cost to continue adjustments provided by OMB 

and the cost of maintaining the existing pay plan.  Requested budget changes are changes 

from the base level reflected in this column.   
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Column 10 – 2009-11 Base Budget Changes reflects all base budget changes from the 

current base (column 9) that were entered on posting subschedules. These amounts are 

summarized here, but are not entered or changed from the Budget Request Summary 

screen.   

Column 11 – 2009-11 Budget Request shows the agency’s total base budget request.  The 

general fund total in this column may not exceed the general fund budget limit determined 

by OMB.  No amounts are entered directly in this column – it is the sum of columns 9 and 

10. 

Column 12 – 2009-11 Optional Budget Changes reflects all optional budget changes – 

those that are assigned to an AC or AD type change package and could not be included in 

the base budget request due to guideline limitations. These amounts are summarized here, 

but are not entered or changed from the Budget Request Summary screen. 

Column 13 – Base and Optional Request is the agency’s total budget request, including all 

optional adjustments. This is a calculated column resulting from the sum of columns 11 

and 12. 
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Extraordinary Repairs Screen 

 

Navigation 

Log On => Preparation => Budget Request Checklist => Extraordinary Repairs 

Purpose 

The Extraordinary Repairs screen summarizes and prioritizes extraordinary repair projects.  

Amounts requested for the upcoming biennium are entered on the Funding/Exp. screen.  

Using the Screen 

Enter the sequential number of the request and the priority number for this project, as 

ranked among all extraordinary repair items included in the budget request. To rank the 

repair in relation to other non-capital budget needs, use the priority field on the Budget 

Change Description.   

Enter a short description or title.   

Enter the anticipated starting and ending dates for the repair project. If the ending date 

extends beyond the close of the upcoming biennium, the project is considered a multi-

biennium project.  At this point, the total number of bienniums over which the project will 

be completed and the total estimated cost of the project must be entered.  
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     Tip All extraordinary repair projects included in the budget request  

must be entered as a change package. 

The final section of the screen relates to the State Facility Energy Improvement Program.  

Answer the questions in this section, update, and then insert the budget data for this project 

by using the Funding/Exp. button. 

If the agency had an extraordinary repairs appropriation in the current biennium, a project 

with the description “Remove Current Biennium Capital Assets” must be entered.  Use the 

Funding/Exp. button, as explained below to enter a negative amount equal to the agency’s 

current biennium appropriation.   

 

Funding and Expenditures  

Click the Funding/Exp. button to enter the requested amounts for each project. Select the 

appropriate reporting level, and then select the Change Package button.  

Use the Change Package button to enter: 

 Cost to Continue changes authorized by OMB.  This includes removal of any 

extraordinary repair authority in the current biennium.  Use change type AF to 

remove the current biennium extraordinary repairs appropriation from the agency’s 

base budget.  Make these entries in Column 1 and assign them to the project labeled 

“Remove Current Biennium Capital Assets.” 

 Base budget changes from the current biennium  in Column 2 using change types 

AA or AB. 

 Optional budget changes in Column 3 using change types AC or AD. 

Use the Change Package Description button to create as many change packages as are 

necessary to adequately identify the various changes.   

  

 

Once the change packages are entered, click Insert, select the appropriate change package 

description, the extraordinary repairs account code, and enter the expenditure amounts.  

Enter related funding source amounts ensuring that funding and expenditures are in balance 

for each change package. 
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Other Capital Payments   

The Other Capital Payments Screen is used to enter: 

 Department of Transportation road and highway projects. 

 State Water Commission water projects.  

 Special assessments. 

 Bond payments. 

 In lieu of tax payments. 
 

Other Capital Payments Screen 

 

Navigation 

Log On => Preparation => Budget Request Checklist => Other Capital Payments 

Purpose 

The Other Capital Payments screen summarizes and prioritizes other capital payment items.   
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Using the Screen 

Enter the sequential number of the request and priority number for this project, as ranked 

among all other capital payment items included in the budget request. To rank the item in 

relation to other non-capital budget needs, use the priority field on the Budget Change 

Description.   

Enter a short description or title.   

Indicate if the item is bond payments, special assessments, in lieu of tax payments, or other.  

If other, explain using the Other Description field.  

If the agency had another capital payments appropriation in the current biennium, a project 

with the description “Remove Current Biennium Capital Assets” must be entered.  Use the 

Funding/Exp. button, as explained below to enter a negative amount in the cost to continue 

column equal to the current biennium appropriation.   

 

Funding and Expenditures  

Click the Funding/Exp. button to enter the requested amounts for each item. Select the 

appropriate reporting level, and then select the Change Package button.  

Use the Change Package button to enter: 

 Cost to Continue changes authorized by OMB.  This includes removal of any other 

capital payments authority in the current biennium.  Use change type AF to remove 

the current biennium other capital payments appropriation from the base budget.  

Make these entries in Column 1 and assign them to the project labeled “Remove 

Current Biennium Capital Assets.” 

 Base budget changes from the current biennium in Column 2 using change types 

AA or AB. 

 Optional budget changes in Column 3 using change types AC or AD. 

Use the Change Package Description button to create as many change packages as are 

necessary to adequately identify the various changes.   

 Once the change packages are complete, click Insert, select the appropriate change 

package description, the other capital payments account code, and enter the expenditure 

amounts.  Enter related funding source amounts ensuring that funding and expenditures are 

in balance for each change package. 
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Equipment Over $5,000 
 

Equipment Over $5,000 Screen   

 

 

Navigation 

Log On => Preparation => Budget Request Checklist => Equipment Over $5,000 

Purpose 

The Equipment Over $5,000 screen is used to enter all non-IT equipment in excess of 

$5,000. Individual items less than $5,000 should be budgeted for and paid out of the 

operating line.  

Using the Screen 

Click Insert and enter the sequential number for the request and priority number for this 

project, as ranked among all other Equipment Over $5,000 items included in the budget 

request. To rank the item in relation to other non-capital budget needs, use the priority field 

on the Budget Change Description.   


