-
VERMONT

Vantage Budget System

End User Manual
Version 08-15-2016

State of Vermont
Department of Budget and Management
109 State Street, 5" Floor

Montpelier, Vermont 05609-5901




Table of Contents

VaNtage BasiCs .ueeeiiiiiiiiiiiieei ettt ettt e e e e e e
The Vantage Budgeting SyStem ........ccccveeieiiiiii i
Vantage Contact Information ..........ccceeeieiiie e
Before you get started in Vantage... ...ccooceeeeieiieciee e
Supported Browsers in Vantage ......ccccceevecveeeeeiieeeeeciiee e ceieee e eseee e
Internet EXplorer 11 Set UP...c.uvvieciieeieiiiieeeiiee e eaee e
Allow Pop-ups (Disable Pop-up BIOCKEr)........ccovveecieeeciieciieecie e,
Vantage System Access and URL'S.......c..ceevecuieieiiciiiee et
PasSSWOId Crit@ria ..cc.eeieerieeiieieeieeee sttt
Changing YouUr PASSWOId.......ccccuuiieeiiieeeeiiieeeeeiteeeeeireeeeenree e e eareeesennees

| forgot My PasswWord ........cooeciiiiieciiie e
General Vantage System Navigation Conventions ..........ccccecevvveeeeeeeenennnn,
BasiC NAVIGatioN ....uuuuueiiiiiii e
HOME Pag it e e ee s e e e e e e erea s
SECUNILY t i,
Advanced Navigation and USE ........cccvveeiiiiiiiiiiiiie e
Searching (Global SEArch) ........ccveceeecieecee e

The FavOrite LiSt....ceeveereerierieeieeececseesee e
Refresh Cache Page......cc.uuii ittt e

PrEfEIENCES ..oeeveiiieeeeieeeeeeeeeeeeeee ettt et et et et aeateeetarerrretaeaareararraaae

Vantage Training Document - Ver. 9/30/2016

Page 2




1. Position INfOrMation = SBFS......ccoiiiiiiriiirieriesiee ettt st st sttt ene b b nas 28
=11V o] (<ot (o) o TR 28
The Personnel REVIEW PrOCESS........uiiiiuieiiciiieeeeiiteeeesitteeeestreeeestaeeeesabeeesssbaeeeassaeesesseeessnsseeessnnsens 28
Business Case 1: How to access reports in infOAdVaNtage .......ccoocveiiivcieeiecciien e 29

D - TN 2 10 o F= oY =T U =) SR SPTRRN 29
Completing @ Base BUAZEt REQUEST ....cciicviiiiiiiiiee ettt ettt e e ettt e e s rte e e s sate e e s sateeeesneaeeesanes 30
Business case 2: Base BUAZEt REQUEST ......cccuiiiiiiiiie ettt e et e e e e e e aae e e e 36

3. Completing a Decision HEM REQUEST........vuiiiiiiiie ettt ree e st e e e et re e e e eabae e e eabre e e ennreeas 38
Completing a Decision [HEM REQUEST.........eii ittt etee e et e e e et te e e s e eate e e e sateeeeentaeaeennes 38
Business Case — DeCiSioN [TE€M REQUEST ....cciiiiiiiiiiiiieeiee ettt ettt e e e e s s s saiareeeeeessnnas 43

4. Grants Out, Federal Receipts, Interdepartmental Transfers ........coveciiiieeeeieieiccciieeeeee e, 46
How to enter Grants Inventory, Federal Receipts and Interdepartmental Transfers ........cccccceeeennn. 46
BUSINESS CASE ..ttt et e s s e s s e s s e s e s s e e s e 47

6. Budget AdjuStmMENT ACE REQUESTS ......oeiiiiiiieeeciiee e ectee e et e et e e tee e e e tre e e e eeabee e s esnbaeeeenreeeeennsenas 50
ComPpleting @ BAA REQUEST .......viiiiiiiee ettt ettt e ettt e e ette e e e e ette e e s ebteeeeeabaeeesebtaeeseseseaesastanaesnnes 51
BAA REQUEST BUSINESS CASE ..uvviieiiiiiiiiiiiiiieeeeeieiiiiitteeeeessiiareeeeeessssssssseeeeessssssssssaeseesssssssnsssseeeesssnnns 54

8. INAITALIVE ottt 56
ENTEIING @ NAITATIVE .oiiiiiiiiiiiieeee ettt e e e e s st e et e e e s s sbbbe e e e e e s sssssbebeaeeeessnsssssssaaeeesssnnes 56

Tal oY Yo AVZ T ol =Y cH 2 U=T o Yo o {3 PP 58

What iS INTOAAVANTAZE? ... .eiii ittt e e et e e e e ettt e e e e s bee e e esabaeeeesabeeeeeenbeaeeeanseeeeennsenas 58
How t0 access iNfO adVANTAZE ....cuuviiiiiiie et e e s et ee e e e e e e e eareeas 58
Logging in t0 INFOAAVANTAZE ...eeeiiiiiie et e e e e eabe e e e e s be e e e e sareeas 58
INFOAAVANTAZE HOME PAZE ....veeie ittt ettt et e e st e e e eabee e e s st e e e e esnbeee s esabeeeeenareeas 59
INTOAAVANTAZE Pref@rENCES. .....oi ittt e e e tte e e e bae e e e eabe e e e esabaee e esabeeeeeearenas 61
NaVigating INFOAAVANTAZE.........ooi ittt e e e e tte e e e e bt e e e e eabe e e e eeabaeeeesbeeeeeeareeas 61
OpPeNiNg/RefreShiNG REPOIES .....ccoveiiieeeciee ettt ettt et e et e e ette e et e e etreeeteeeebeeeeabeeebeeeesreseseeennnes 63
e} oY Yo V2 o =Tl e oY1 0] o A3 SRR 65
YT e Ll ad ge ] 0] o 2T PSPPI 68
Printing and SAVING REPOIES .....eii ittt e e e et e e e tre e e e eabe e e e esabaee e e sabeeeeesareeas 69
Logging Out Of INTOATAVANTAZE .......vviiiiiiie ettt e e e et e e e e ebe e e e e abaee e eeabeeeeeeareeas 69

AN 01T Lo [ SRS 71

Vantage Training Document - Ver. 9/30/2016 Page 3




Import and EXPort FUNCEIONAITY ....oeeiiiieee ettt e e ette e e e e rre e e e earta e e e enraeeesanes 71
o o ] o N 72

0 0] oo N 73
Appendix B — RepPOrts anNd QUETIES .......ciiicuiiieieiiieeeiitee et ee s ettt e e st e e e s sataeeesssbaeesssasaeesssasaeesssnssaeessnssaeesns 75
(101 oY Yo AV T o] =Y == 2{=T o Lo o 3PS 75
Budget Preparation REPOIt LISt .....uuiiiieiiiii ettt et e st sree e s s e e e et e e s s sabe e e e enareeas 75
Department Budget ReVIieW SUD-TOIAEI ..........uiiiiee e e 76
Budget Monitoring REPOIT LISt ..cccvueiiieiieeeceiiee ettt et e e e etee e e e etae e s e eate e e e eenbaee s e aseeeeennrenas 76

VL) Y= O 10 L] o [Tt 76
Appendix C— Modeling FUNCLIONAIITY ...cciiciiiiiciiie e e e e e re e e s aaaeeeas 77
Y T To [Tl DT ol T o 4 [ o -3 RPN 77
Modeling Usage in @ Base BUAZET REQUESE .....cocuiiiiiiiiiie ettt ettt e s svree e s s e e 78
Appendix D — List of Budget FOrmS in Vantage.......ccccuuiieeiiieeieiiiie et e e et eecvte e e e tae e e senae e e s e nreeesenaaeeean 84
Appendix E — How to Review Positions and Employee Information using infoAdvantage Reports........... 85

Vantage Training Document - Ver. 9/30/2016 Page 4




Vantage Basics

The Vantage Budgeting System

The State’s budgeting system — Vermont Vantage — will enable and provide for the following:

o
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e Timely, accurate, relevant, financial and operating reports, allowing staff and management to

make more informed decisions based on actionable intelligence

e Streamlined processes, and the elimination of redundancy through the use of automation

e Anintegrated approach to the Statewide budget development and monitoring process

e Insight into how the State is performing throughout the year against budgets, metrics,

performance measures, or other goals

Vantage Contact Information

The first point of contact for all Vantage related questions for business offices is your Budget Analyst.
Your Budget Analyst can reset your password, unlock your form if you’re locked out and answer any

other basic Vantage related questions that you have. Only after you have first worked through your
assigned Budget Analyst should you escalate issues to the Vantage Administrator listed below. New
user requests should be routed to the System Administrator.

Contact

Email

Phone

Role

Sam Winship

sam.winship@vermont.gov

828-1586

System Administrator

Budget Analysts

David Beatty david.beatty@vermont.gov 828-6453 Dept. contact for troubleshooting
and questions

Jason Aronowitz jason.aronowitz@vermont.gov 828-6451 Dept. contact for troubleshooting
and questions

Kelly Murphy kelly.murphy@vermont.gov 828-4005 Dept. contact for troubleshooting
and questions

Jean Stetter jean.stetter@vermont.gov 828-1973 Dept. contact for troubleshooting
and questions

Nick Foss nick.foss@vermont.gov 828-6454 Dept. contact for troubleshooting

and questions
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Before you get started in Vantage...

Supported Browsers in Vantage

Vantage will operate proficiently on Internet Explorer and Firefox. The system is compatible with Firefox
through Extended Release 24 and with versions of Internet Explorer through IE 11. Please work with
your department’s IT provider to determine the best fit for your needs. Vantage will not operate with
later versions Firefox or Internet Explorer.

Internet Explorer 11 Set up

To verify which version of Internet Explorer you are running, you may perform the following steps:
1. Open Internet Explorer by clicking the Start button, and then clicking Internet Explorer.

2. Click the Help icon in the top menu, then click About Internet Explorer.

3. You should see a page indicting the version Internet Explorer:

About Internet Explorer n

e Internet
Explorer1
Version: 11.0.9600.18036

Update Versions: 11.0.23 (KB3087038)
Product ID:

¥ Install new versions automatically
© 2013 Microsoft Corporation. All rights reserved.

Close

Allow Pop-ups (Disable Pop-up Blocker)

In some instances, Vantage uses pop-ups. In order for Vantage to display properly, you will need to
allow these pop-ups to be displayed.

Allow Pop-ups
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File Edit View Favorites Help

Delete browsing history... Ctrl+Shift+Del - =
InPrivate Browsing Ctrl+Shift+P
Turn on Tracking Protection

ActiveX Filtering
Fix connection problems...

Reopen last browsing session

Add site to Apps

View downloads Ctrl+)
_Pop-up Blocker 4 \ _Turn off Pop-up Blocker
SmartScreen Filter > Pop-up Blocker settings

Manage media licenses
Manage add-ons

User Name:

Password:

Compatibility View settings
Subscribe to this feed... Forgot your password?
Feed discovel 3 _ .

: % ©2001, 2014 CGI Technologies and Solutions Inc. De-Activate the
Windows Update

All Rights Reserved. P BI k
Performance dashboard Ctrl+Shift+U o p-U p ocker

F12 Developer Tools

OneNote Linked Notes
Send to OneNote

Report website problems —W

Internet options

Enable or disable Pop-up Blocker.

To allow the automatic pop-ups that Vantage uses, follow these steps:
1) Open Internet Explorer by clicking the Start button, and then clicking Internet Explorer.
2) Click the Tools button, click Pop-up Blocker:

a) One can click Turn off Pop-up Blocker to enable all pop-ups but this is not
recommended. Or one can proceed with the directions below.

b) Click Pop-up Blocker Settings.

3) Inthe Address of website to allow box, type the following URL:
https://vantage.peoplesoft.state.vt.us/VTPROD/

4) Then click Add.

5) Repeat step 3 for every website you want to allow pop-ups from. When you are finished
adding websites, click Close.
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Vantage System Access and URL’s

There are two methods to access the Vantage application. The preferred method, and the method most
users will use, will be accessing the two links in the table below.

From the State of Vermont Network

Vantage Production https.//vantage.peoplesoft.state.vt.us/VTPROD/

InfoAdvantage Production https://vantage-bi.peoplesoft.state.vt.us/InfoViewApp/

**NOTE — Enter real budget information into Vantage Production Only. Any information entered into
the Development Environments CANNOT be transferred to the Production Environment. **

The URL will take you to the Vantage Log-in page as seen below:
N ADVANTAGE  eudgeting

User Name:
Password:

Forgot your password?

©2001, 2012 CGI Technologies and Solutions Inc.
All Rights Reserved.

**Note: If for some reason you need access to Vantage from home, or remotely, it can be accessed by
way of the SOV’s Citrix server. If you have accessed Vision in the past, this method should be somewhat
familiar to you. In the event you are not familiar with Citrix, you will need to enter your Vermont
domain and user ID, then password.

Outside of the State of Vermont Network (Citrix)
Citrix Gateway https://cag.state.vt.us/vpn/index.html

Logging in
To log in enter:
1. User Name — Your first name followed by a period (.) then your last name. All in lowercase. (For
people with nicknames, your username is the same as your SOV e-mail address.)
2. Password — Use the password that you have set or been assigned by the System Administrator.
3. Click the Login Button

Vantage Training Document - Ver.9/30/2016 Page 8
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Password Criteria

Passwords have the following Criteria:

At the time of configuration and installation, Vantage complied with the SoV password policies for
system and end user accounts. After the initial grace period, your password will need to be changed.
Your new password needs to comply with the following

e Be a minimum of eight (8) characters in length, must use at least three of the four character
types, those being: lower case letters, upper case letters, numbers and special characters
(Example: !, #, %).

e All device passwords must be changed twice a year (every 180 days), at minimum, to reduce the
risk of compromise through guessing, password cracking, or other attack and penetration
methods.

e Passwords may only be reused every third password, at minimum. As such a completely new
password is required for the first two expires; thereafter, the first password can be reused.
“Completely new” is defined as having at least fifty percent (50%) of the characters different
from the previous password.
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Changing your password

1. Loginto Vantage
2. Click the “Edit Password” Link at the top right corner of the home page

@ Advantzge Budgeting X | @ Department of Finance &... | | I v [ @ v Pagex Sofety~ Tools~ @~

2o,
56

rme ADVANTAGE  susgesng Messages(o) L

Reference Data SBFS Projection/Allocation Security Utilities Budget Tasks Dashboards Integration

> Advantage Budgeting

Enter your current password in the “Password” Field
Enter your new password

Retype your new password in the “Verify Password” field
Click “Save”

o v kuw

Fimns ADVANTAGE sudgeting

Reference Data | SBFS Projection/Allocation Security Utilities Budget Tasks Dashboards Integration
! = C d

ng = Ch

Change Password

Save Cancel

Expand All | Collapse All

- Change Your Password [i)

password: | New Password: |

Verify Password: |

Go to top of page

7. If your password is successfully changed you will see the following message:
Advantac udgeting = Chang gs|

i) Password changed successfully.

Change Password

Save Cancel

Expand All | Collapse All

- Change Your Password []

Password: Illll................- New Password: I

Verify Password: |
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I forgot my Password

If you have forgotten your password or need a new password, click the link on the login screen “Forgot
your password? “

User Name: |

Password: |

rgot Your DassWord -

The screen will change and prompt you for your User Name and E-mail Address.

Enter your User ID and registered eMail Address to have a new password emailed to you.

User Name:
eMail Address:

eMail Password

Return to Login Page

©2001, 2012 CGI Technologies and Solutions Inc.
@ All Rightz Rezerved.

If you have entered a valid e-mail address for your user ID, an e-mail will be generated with a new

password.

From: Matt.Riven@state. vt.us Sent  Tue9/4/2012 10:25 AM
To:

Cc

Subject: Performancebudgeting: Forgotten Password Generated Response

b

The password for the userid associated with this email address has been changed using a password reset request at 2812-89-84 14:28:82.986. If this
action was not initiated by you, please contact your system administrator immediately and report this situation.

First Nam¢ y
Last Name: Byrne
New Password: TOwex6Z8

If you have problems logging in, please contact your System Administrator for assistance.

- Click the “Return to Login Page”.
- Enter your Username.
- Copy and Paste the new password into the Login screen.
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- Once you have successfully logged into the system. Remember to change your password
using the steps above.

- If you do not receive an e-mail or have difficulty logging in, please contact the system
administrator.

General Vantage System Navigation Conventions

Basic Navigation

Here are some very important Vantage navigation rules:

e You must use the mouse or the tab key to navigate within the application; pressing the “Enter”
button on the keyboard does not work in most fields.

e Never use the “Back” or “Refresh” buttons on your web browser. Use of these buttons may
cause you to lose any unsaved work.

If you accidentally select the “Back” button the following screen will be displayed:

r — 3
Windows Internet Explorer s

.;0‘. Are you sure you want to leave this page?
Message from webpage:

You are about to end your session. You may lose
unsaved work by continuing.

Click OK to logout, or Cancel to return to the current
page.

= Leave this page

| 2 Stay on this page

L

Select the <Stay on this page> button, you will receive the following error and be returned to the
application.

/o Browser The Back, Stop, or Refresh button on your browser has been pressed. Please do not use the browser's navigation buttons.
=2 Navigation Use the application's navigation controls. You have been placed back at the correct page.

You should be able to continue to work from this point; however, it may be necessary for you to logout
and back into the application to continue working. Selecting the <Leave this page> button will cause the
application to give you the following error:
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|@ Webpage has expired

Most likely cause:
« The local copy of this webpage is out of date, and the website requires that you download it again.

Something to try:

® Click on the Refresh button on the toolbar to reload the page. After refreshing, you might need to
navigate to the specific webpage again, or re-enter information.

& More information

At this point you will most likely have to log back in to Vantage.

If you accidentally select the “Refresh” button on your web browser the following screen will be
displayed:

= = - -
Windows Internet Explorer i i

(ﬁ. Are you sure you want to leave this page?
\\-'{_,'
Message from webpage:

You are about to end your session. You may lose
unsaved work by continuing.

Click OK to logout, or Cancel to return to the current
page.

= = =

< Leave this page

[ # Stay on this page

Selecting the <Stay on this page> button will return you to Vantage. Selecting the <Leave this page>
button will display the following screen:
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-
Windows Internet Explorer M

To display the webpage again, the web browser needs to
;_L_Ié resend the information you've previously submitted.

If you were making a purchase, you should click Cancel to
avoid a duplicate transaction. Otherwise, click Retry to display
the webpage again.

[ Retry ] [ Cancel

Select the <Retry> button. This will give you the following error but you should be able to continue to
work from this point; however, it may be necessary for you to logout of the application and back in to
continue to work.

W\ Browser The Back, Stop, or Refresh button on your browser has been pressed. Please do not use the browser's navigation buttons.
= Navigation Use the application's navigation controls. You have been placed back at the correct page.

If you select the <Cancel> button you will receive the following error and will need to close your web
browser and re-login to the application.

|@ Webpage has expired

Most likely cause:
= The local copy of this webpage is out of date, and the website requires that you download it again.

Something to try:

® (Click on the Refresh button on the toolbar to reload the page. After refreshing, you might need to
navigate to the specific webpage again, or re-enter information.

» More information
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Home Page
The Vantage homepage can be used to navigate throughout the application.

Welcome,

Wakn
(JI‘, Budgeting
ion/Allocation Security Utilities Budget Tasks Dashboards Integration Bookmarks

ng

Categories
Reference Data - This contains links to  SBFS - This contains links to all the SBFS data  Projection/Allocation - Links to Security - Links to Security .
all the reference data in the system. in the system. Projection/Allocation.

Consolidations - This contains all the Positi Empl and Assi - This Allocations

consolidation links. ins links to itions, pl and

z 5 : 5 Assignments. Projections

Dimensions - This contains all the
dimension links. Benefits and Supplemental - This contains links to

R R Benefits and Supplemental.
Budget Forms - This contains all the Budget
Form links. Class, Category and Other - This contains links to

R o Class, Category and Other.

Budaget Controls - This contains links to

Budget Controls. Salary Tables - This contains links to Salary
Tables.
Performance Budgeting - This contains all
the Performance Budgeting definition links. Salary Projections - This contains links to Salary
. " ’ Projection.

Budaqet Ranking - This contains all the

Budget Ranking definition links.

Queries - This contains links to Queries.

Workflow - The following are Workflow-

specific links.

Utilities - Links to utilities. Budget Tasks - This contains links to Dashboards - This contains Integration - This contains links to Integration tasks.
independent Views. dashboards.

Import / Export - This contains links to all Budaget Financial - Budget Financial. Interface Layouts - This contains links for transferring Data

Import / Export data. Sas s Layout data to Financial System.
HR Position - HR Position.

Rollover - This contains links to rollover. Budaget - This contains links for transferring Budget data to
Performance Management - Financial System.

Performance Management.
Actuals - This contains links for transferring and reviewing
Actuals data from Financial System to Perf Budgeting
System.

Dimensions - This contains links for transferring and
reviewing Dimensions data from Financial System to Perf
Budgeting System.

> At the top right corner of each non-search page are links for the home page, me$age
center, preferences, help and logout buttons

» The home page groups links by functional area

The Navigation bar, located in the upper right hand corner of the application, is visible throughout the
Vantage application except when working within a budget request. Within a budget request only the
“Help” option is available.

0) [ Home Bl | Help | Preferences | EditP

Home — returns the screen to the homepage
Help — provides online help for using the application (this is generic help information and is not Vermont
Vantage specific)
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Preferences — used to set user preferences when working in the application
Edit Password — used to change user’s password
Logout — used to logout of the application

The interlocking squares next to the Home link will open a secondary window to allow the user
to have multiple screens available to work in.

From the Vantage homepage and throughout the application there are two choices for navigating to
different Vantage tools.

One option is to use the Category toolbar which is located on the left hand side of the screen below the
banner. The upper row contains links to sub-menus, one for each major categorical function within
Vantage. The lower row is a “breadcrumb trail”, which is used to move back to previous menus.

A second navigation option is to use the Vantage main menu. The Vantage main menu provides access
to all the tasks listed within the “Budget Tasks” Category. Vantage has been designed to locate all of the

pertinent tasks for preparing the budget request within the “Budget Tasks” Category.

A third option is to use the menus and links in the main part of the page.

Category Toolbar Navigation Bar

NATA N ok pl ; Welcome, Messages(0) [ Home Lo Hel, Preferences | Edit Password gout
P ADVANTACGE sudoeting gesto). ] | Helo | ! | Log £
Reference Data SBFS Projection/Allocation Security Utilities Budget Tasks Dashboards Integration
Advantage Budgeting > Budget Tasks E
Budget Tasks IB
Pages

Formulate Budget Request

Execute a Query .
e Main Menu

Query Definition Maintenance

Rank Budget Requests

Budget Request Filter View
Budget Request Inbox

Advance Budget Request Stage

“Breadcrumb Trail”
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Sub-menus, or sections contain links to specific Vantage functions. For example, the Budget Tasks sub-
menu contains links to the majority of the functions that users will need within the Vantage application.

[Home B | Help | Prefi

Execute a Query
= Query Definition Maintenance
Budget Request Inbox

Advantage Budgeting

< Categories

Reference Data - This contains
links to all the reference data in

SBFS - This contains links to all the
SBFS data in the system.

Projection/Allocation - Links to  Security - Links to Secu

ProjectionfAllocation.

Submenu the system.
J Consolidations - This contains all Positions, Ernployvees and Assignments - Allocations
the consolidation links, This contains links to Positions, L
Employees and Assianments, Projections

Dimensions - This contains all the
dirmensian links,

Budaget Forms - This contains all the

Benefits and Supplernental - This
contains links to Benefits and

. Supplemental.
Budget Form links,

. Class, Category and Other - This
Budget Controls - This contains contains links to Class, Category and
links to Budget Controls. Other,

Performance Budgeting - This
contains all the Performance
Budgeting definition links.

Salary Tables - This contains links to
Salary Tables,

Salary Projections - This contains links to

Budget Ranking - This contains all Salary Projection.

the Budget Ranking definition links.

Queries - This contains links to
Queries,

wtarlflaw - The fallmmina are

Section Navigation
! I “\\ *\ I) \v’”\ NT”\("E Performance Budgeting

Reference Data  SBFS  Projection/dllocation  Security  Uklities  Budget Tasks  Booknarks

Welcome, admin [ Home ] | Help | Preferences | Edit Passward |

Perfarmance Goal View

Advantage Perforrnance Budgeting = Reference Dats > Performance Budgeting = Performance Goals =

lin

|
Ferformance Goal View | performarce Component Status |

» Application Section:
Breadcrumb links for
quick navigation

4 _—

Ezpand all | Collapse All

[+ Basic Infarmation m

» Navigation Section: Links
to the relevant sub-
sections of the open
screen

C* Detail Information

Section Navigation
Each screen contains a Navigation section and an Application section

4 Na\{igation Section lists the relevant sub-sections of the open screen. Each link will take the user
to either another list view page or a details view page. For a list view, these sub-sections are
displayed as lists of links in the main body of the screen. In the details view, the sub-sections are
displayed as tabs on the top of the section under the bread crumb trail and button(s)

4 Apcs)lication Section contains navigation links (bread crumb trail) located at the top of the section
under the main navigation bar. These links (bread crumbs) allow for quick navigation through the
previously visited pages without having to go back to the Home Page.
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Security

Department Users will have security access to the Business Units and Appropriations they are
responsible for. If you do not have the security access you need to complete all budgeting tasks; please
contact the System Administrator for additional access.

Advanced Navigation and Use

Searching (Global Search)

Searching for data is a basic skill and many forms and data fields will require searching to locate or
lookup the data you are looking for. The following picture depicts the important concepts with respect
to searching.

Searchi ng Enter one or more fields in

the Search Criteria section

[ Organization Consolidations ‘ -~ to narrow search result

Search criteria fields are not

Code: | Mame: |o* Search . .
EN required for searching.

New Display |10 % Itermns

(@[
@ [T IGM_ORGANIZATIONS Org Consolidation
@ [T LISA_ORG Org Consolidation
E [T ORGANIZATIONS Org Consolidation
- —
Searching

» “* = Wildcard for searches

» The first time a search page is opened in a session the results grid defaults to “- NO
ITEMS TO DISPLAY -~

» From that point on, every time when the user returns to the same search page during
that session, the last search criteria and results are displayed

» Search criteria fields are NOT case sensitive

» Example: if a lower-case alpha is entered into the Code field the system will
automatically convert it to upper case

The Favorite List

A favorites list is specific to the user who creates it. Once a user has created a favorites list, it can be
used as a shortcut.
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Favorite List

Favorites Tab: Once a user
has created a favorites list it
can be used as a shortcut

*Security Orqanizations: [DEFAULTORG *Sub-Dimension Required: [~ pick list anytime that user
Short Name: — Favorites accesses that specific field,

Organization Code  N2™® throughout the system
Description: SEC_ORG csnregc:r::tz‘;ﬁnn w

DEFAULTORG DEFALULT ORG E‘;'

NON_SCHOOLS MNon Schools g

Search...

A D \rA NT“& (_;E Performance Budgeting FaVO rites L i st

Search Security Organizations A favorites list is specific to the user who
ecurty Organieation odes | o) ) creates it. To add entry to the Favorites list:
Name: — » Clicking on the blue tab to the right of the
Display]tems aSSOCIated ﬂeld.

[ [ [security organization Code » Clicking on the Search... link at the bottom

# ALL_ORGANIZATIONS of the favorites popup box. A search
& SCHOOLS window will open.
# NoN_ScHaoLS » Search and select the desired entries to

natl USRS add to the user’s favorites pick list for that
field.
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Refresh Cache Page

The “Refresh Cache” page will allow users to update their current Vantage session so that you can see
newly created data without having to log out and then back in. For example, if you needed an additional
fund or budget expense object, the Vantage Administrators would add the code(s) to the tables and you
would need to refresh your cache before you could see the additional codes. This option will also work
when you do not immediately see non-personnel updates you’ve made in the infoAdvantage reports.

The “Refresh Cache” option is available on the Main Menu and also from the Utilities dropdown.

¥R ADVANTAGE -eudgeting

Reference Data SBFS Projection/Allocation Security | Utilities [ Budget Tasks

> Utilities Import / Export 4
Rollover 4
Purge Definition Maintenance &
Utilities DCM Selection Maintenance F 3
Lock Maintenance S
_Categories Advantage Budgeting Classes & |
irnbar 7 Export - This Refresh Cache Page A 31-_
. . Macro Definition Maintenance &
Rollover - This contain Batch Job Status F'S
Batch Job Schedule A

Pages

Purge Definition Maintenance
DCM Selection Maintenance

Lock Maintenance

Advantage Budgeting Classes

Refresh Cache Page 4

Once you have selected the “Refresh Cache Page,” you will need to select the <Refresh Own Cache>
button displayed on the next screen.
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(FATE ADVANTAGE sudoeting

Reference Data SBFS Projection/Allocation Security Utilities Budget Tasks
Adva = eti = Utilities = Refresh Cache Page <

Refresh Cache Page

Refresh Own Cache ] ‘—

Go to top of page

After refreshing your cache, you will need to use the “bread-crumb trail” or the category toolbar to
navigate to your next destination.

Preferences
The “Preferences” feature allows you, the user to customize the Vantage application to some degree.
“Preferences” can be accessed from the Navigation bar.

Welcame, admin Messages(0) [ Home teh | Help | Preferences | Edit Password | Logout

Preferences

The first tab — Styles will allow you to change the appearance of Vantage (background themes, fonts and
desktop color schemes).
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I Styles | Bockmarks I Usability Sl:ttings|

[ Ereview | [Eaue] IEEI-'EI‘T ] [Qancel ]

Expand &ll | Collapse 4l

— = Themss m

Choose a Theme: |Lls|:' Specified %

Return to Top

= Help m

Dizplay Irformation Help: [

Return ta Top

= Colors
Heading Color 1: Dark Lavendzr v [
Heading Colar 2: Lavender v [

Main Backoroun lor: Vihite v I:”:l

The second tab — Bookmarks will allow you to create easy access shortcuts to application pages within
the Vantage application. You can use the Rank and Label functions to name the shortcut and to order
them in a preferred order.

Stg.rles' Bockmarks | Uszability Settings

Cancel |

Bookmarks Label: |Bookmarks

Display | L0 » Items

& [ el

- MO ITEMS TO DISPLAY -

The third tab — Usability Settings allows you to set certain options within the application. Certain
settings on this page have already been set by the Vantage Administrators for you.
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e Expert User — allows you to move from one data entry field to another data entry field by using

the tab key. (This option has already been selected for you.)

e Auto Tab — will automatically tab to the next data entry field when the current data entry field is
full. For example, if a data entry field will hold 9 characters and you enter “Halloween,” as soon
as you complete entering the word, the cursor will automatically move to the next data entry

field without using the tab key.

e Expand Section — will expand all sections on a screen when the screen is first displayed.

e StartPage — will determine what the first screen will be when you log in to the application. (This

option has already been selected for you.)

I| Styles | Bookmarlks I Usability Settings

Save Zancel

Expand All | Collapse &ll

— =/ ExpertUser m
Expert User Option: [V

Return to Top

— = Auto Tab m
Enable Auto Tab: [

Return to Top

— = Expand Section m
Expand Section Option: [

Return to Top

— = StartPage m

Start Page Name: |Categcr'_.f Pages

Return to Top

Reset Start Page

Go to top of page
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Executing a Formatted System Query

Formatted System Queries display information from VANTAGE in a table format similar to a
spreadsheet. However, since data in VANTAGE resides in a relational database rather than a
spreadsheet, formatted system queries can be used to display information at different levels of detail
and from more than one budget request. Information contained in formatted system queries can be
exported to Microsoft Excel for further analysis. Please contact the System Administrator if you need a
Query that is not currently available.

[ﬁ? Budget Tasks - Windows Internet Explorer
@1——:’ = I@, https:/fvantage peoplesoft. state vt us AWVTPROD Controller

File  Edit ‘iew Favorites Tools  Help

f\‘? Fawvorites | {.:"5 @ Suggested Sites - ‘\P AMS infoddvantage ‘\P AMS infoldvantage Prod & | Wanatge PROD

(€ Budget Tasks

ADVANTAGE sudgeting

P n} rn urity  Uklities | Budget Tasks

Formulate Budget Requesk

Query Definition Maintenance
Budget Tasks Rank Budget Requests

Budget Request Filer Yiew
Pages Budget Request Inbox
Advance Budget Request Stage

Formulate Budget Reque

} Execute a Query

Query Definition Maintenance

Rank Budget Requests

Budget Request Filter View

Budget Request Inbox

Advance Budget Request Stage

Help
Provides online help for using the application (this is generic help information and is not Vermont or
Vantage specific).
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es | Edit Password | Logout

Advantage Ferformance ]
Budgeting
Catagoriss
Referance Data - This contame links to all SBES - Thic contains links to all the SBFS data in I - Links ta 31 Security - Links
the reference data in the system. the system. o Security
Conzsligations - Thie eomaing all the Pacitiona, Employeac and Acgignmants - This Allscations
cansclidation inks. Comtaing finks to Fositions, Employees amd
Assigrmenis, Ersisgtion

=ngians - This contains all the dimansion
[ — Benafits and Supplamantal - This cortaing finks ta
i 7 i
‘Sudast Farmns - This contains all tha Sudget Benefiz ard Supplermet
Farm links. Ciass, Cateqary ard Gther - This carcains links ta
) Clica. Category ard Othe.
lc - This contains links 1o

Budast Conirols
Budget Conrols. Salare Tables -

Burformancy Evdasiing - This cortaing all te Salary Projastens - This sentsing links o Salars
=rfarmance Budgeting definibon ks Brosecion

5 containg links to Salary Tables.

Eudget Ranking - This cankain all the Budget
Ranking dafingion links,

Earmatted Svstem Querizs - This cantains
inks to Farmattad System Quaries.

Budoct Adistment Orders - This containg
links to Budget Adpstmeant Orders,

Workflor - The fallawing are Warkflan-
Epecifc inks.
Utilities - Links to utilities. Budget Tasks - This contains links to Integration - This contains links to Tntegration tasks,
indepandant Viaws.

Lot ¢ Export - This containe links to all Irkecface Lyenkn - This contming links far tranafarring Dets Layou
Impart [ Export dats, dei= 1o Financial Systemn.

Aallavar - This containg links to rollover, Bdast - This containg ks for rancferring Bucget data to Firancal
yatem.
Actunls - This contains links for transfarring and reviewing Actuals
Fata from Fnarcal System to Parf Budgating System.
Dimangian: - Thiz centaing links for tranferring and reviewing
L

» At the top right corner of each non-search page are links for the home page, message
center, preferences, help and logout buttons

» The home page groups links by functional area
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The Budget Process

T TPITTRT FA %L T

Vantage System Rollover and Preparation for Budget Build

The following process is completed by the Vantage System Administrator in the Budget Office and DIl's

ERP Group.

Configure Budget
System

Establish Personnel
Budget

Rollover Budget System

Load Actual Expenditure Data

Update Chart of Accounts Data based on processing of
historical data

Load position, employee and assignment data
Update consolidations based on Data import or
Department Request

Confirm Security Policies

Confirm Department Users, security roles and Access
Control Lists (ACLs)

Review Folder and Report Level Security

Confirm Budget Layouts

Updated Time Period Names and Reporting labels
Review Reports

Updated Benefit Amounts

Execute Initial Salary Projection with Fund Splits
Pay Act (General Wage Increase and Step Pay Increases)
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Vantage Budget Development

Establish Base Budgets

Prepare Budgets

Develop Executive
Budget

Track Legislative Process

P 2 N
VERMONT

Revenue Estimates

Establish Service Level Budget (Spend Targets)
Distribute Budget Instructions

Update Training Manual

Conduct End-User Training

Prepare Department Requests

Departments enter Operating Budgets into Vantage
Departments enter Personnel changes and funding splits
Consolidate Budgets

Initial Budget Submissions due to the Governor submitted
through Finance & Management

Dept. and Agency Meetings

Internal Service Funds, Retirement and Insurances Finalized
Final General Fund Targets issued by Finance and Management
Final Budgets due in Vantage

Send Governor's Recommend Budget to Joint Fiscal Office(JFO)
Budget Office produces the Little Budget Book and Big Budget
Book Documents

Legislative Tracking Process at Detail Account Level
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Entering the Budget

Departments need to create their budgets in the Vantage system. This is done through the use of the
personnel data that is imported into Vantage from VTHR and by entering operating expenses into
Budget Forms. Departments will need to enter some or all of the following forms: Department Base
Budget Request, New Decision Item, Estimated Federal Receipts, Grants Out Inventory,
Interdepartmental Receipts Form, and Special Fund Revenues.

In the following sections we will present the general processes and step-by-step instructions to
demonstrate how to complete a department’s annual budget submission. This section will include
information on how this process relates to the budget system, a step by step guide for each process, and
a Business Case to demonstrate the process.

1. Position Information = SBFS

The Salary Benefits and Forecasting System (SBFS) is the module in Vantage that contains statewide
employee salary and benefit information. Employee information is loaded into Vantage through an
interface with the Vermont Human Resources system — VTHR. SBFS projects department personnel costs
for the upcoming budget year — accurately depicting the cost of employee step increases, vacant
positions, benefits costs, etc. — and applies these costs directly to a department’s budget request. This
load is accurate at the point in time that it occurs. Typically, this is done in early August.

Salary Projections

The Budget Office will load actual employee information into Vantage at the beginning of each Fiscal
Year in preparation for the upcoming budget cycle. The system administrator will then execute a Salary
Projection — a series of automated calculations that will derive the budget need for departments based
on the current set of employee information and the estimated costs of the upcoming budget year
(health insurance premiums, employee retirement contribution rates, future year salary tables, etc.).
Projections will be calculated from the prior fiscal year’s salary tables and will not include upcoming
salary increases (ie — will not include Pay Act amounts).

The salary projections will then Post the calculations to the budget request time period. The costs will
append to department budget requests, without the need for department users to enter Salary or
Benefit information. It is prudent for department users to review their employee information for
accuracy, the steps by which to review are described below.

The Personnel Review process

The general steps to review employee information loaded in Vantage from VTHR are as follows (See
Appendix E for procedural instructions):
1. Access the Vantage reporting module, infoAdvantage, and review the Position Detail reports and
individual employee position reports as necessary for all appropriations within your department.
infoAdvantage reports may be viewed as PDF or Excel files.
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2. Search for discrepancies in employee Classification, Pay Grade, Step, funding allocation, or
Assignment (which appropriation an employee is assigned to). NOTE — for larger departments it
is likely unnecessary to update Health Insurance selections in Vantage SBFS. Check the overall
budget for insurance per appropriation before engaging in the time consuming process of
updating each position and update only what is necessary to tie out the numbers.

3. Once you have noted the changes that need to be made to the positions within your assigned
Dept. IDs work with the assigned employees in your business office to ensure that position
changes are made.

4. Nightly system processing will update and post the revised results to department budget
requests. Note — any changes made to personnel data will not appear in infoAdvantage
reports until the following day.

If at any time you would like to review the total cost of Salaries and Benefits for your department, you
may view the information using the Vantage BASE_BUDGET_PROCESS query —Section 2.8 (e) below.

Business Case 1: How to access reports in infoAdvantage
To run the position reports described below — follow the steps listed in Appendix E

The ideal reports for reviewing personnel information are:
1. Excel Position Summary: Shown below. Investigate this report initially to search for places
employee/position information needs updating.
2. Excel Position Detail with Fund Splits: This report shows the same as the Excel Position
Summary, but includes the fund allocation percentages.

2. Base Budget Request

This section describes general information and the necessary steps to complete a Base Budget request.
A department’s Base Budget is also referred to as a “current service level budget” and answers to the
guestion: “how much will it cost to do this year’s business next year?”

A complete budget request package is comprised of three items: Department Salaries and Fringe
Benefits, Department Base Budget Request, and Department Decision Item Requests. As described in
the Personnel Information section, department users will not be responsible for calculating total Salaries
and Fringe benefits costs.

Department users will be responsible for entering Base Budget and Decision Item Requests, described
below. There are queries and reports available to verify the total Budget Requests and the three
individual components

Personal Service
Personal service expenses will be budgeted centrally using VISION Account Codes in the Salary and
Benefits module in Vantage.
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Completing a Base Budget Request

1. After logging into Vantage, navigate to Advantage Budgeting --> Budget Tasks --> Formulate
Budget Request

2. Inthe Code field enter BASE_BUDGET_REQUEST, Click Search

3. Select Form Layout, BASE_ BUDGET_REQUEST

‘\D\/‘\\ lA(;F Bt Messages(0) [ Home | Help | Preferences | Edit Password | Logout

LSRR
Reference Data SBFS Projection/Allocation Security Utilities Budget Tasks Dashboards Integration

Advantage Budgeting > Budget Tasks > Budget Layout Selection < B

Budget Layout Selection

®
Code: m Name: Search
Layout Type: -
Display 10 v Items

LE] BASE BUDGET REQUEST Department Base Budget Request Generic

Go to top of page

4. To Open a New request, Click New, to edit an existing request click Search, highlight the request
you would like to open and click Edit. Note, you can only create one request per appropriation

Reference Data SBFS Projection/Allocation Security Utilities Budget Tasks Dashboards Integration

Advantage Budgeting > Budget Tasks > Formulate Budget Request > Select Budget Request

Select Budget Request

Layout Code: |BASE_BUDGET_REQUES Request Code: Current Rank: [ Search
Layout Type: | Generic Name: Stage: ¥
Organization: |1110003000 4

- - [ Copy Header ] Copy All ] m Delete] ﬁ Display 10 ¥ Items

Finance - Budget & Management Base Budget Request 0 1110003000

Go to top of page

5. When Opening a New request, you will be asked to fill in the following information (a *next to a
code field indicates that it is a required field)
a. Request Code: (leave blank, this field will auto-generate a number)
b. Name: (Your Appropriation Name Base Budget Request)
c. Stage: (1)
d. Description: (leave blank)
e. Ranking Type: (leave blank)
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f. Organization: (enter Appropriation DeptID or click the hyperlink to search for an
Appropriation DeptID)
g. After entering information, Click Save in the upper right hand corner of the page

LA TR ADVANTAGE sudoeting

Create Budget Request

]

Expand All | Collapse All

— = Budget Request Information m

Budget Instance Details

*Request Code: I *Name: |

“Stage: Ly Ranking Type: ¥
- ’7Rank|ng Type:
Description:

Return to Top

- Budget Request Information
’;eturn to Top ‘

eturn to Top

= Dimensions m
Oraanization: 7
R

Go to top of page

h. After clicking Save, a message will indicate the ‘Action was Successful’ and two more
tabs will become available: the Budget Lines tab and the Document Attachments tab

6. The Budget Lines Tab is where all of the expenditure data exists, and is where you will enter
your budget requests. You can enter budget information each of the following ways:
a. Hand enter information into the Request Amount column
b. Use the import/export feature, including the Excel Interface template, shown in
Appendix A
c. Use the Modeling Functionality described in Appendix E

Navigate between pages of the Base Budget request by using the Item Page links just below the
New Item button.
d. Add anew line item by clicking New Item on the left side of the page above the table. A
new line will appear at the bottom of the table.
e. Enter the following information in the new line code fields:
i. Fund: (enter the Fund object code or search for a fund using the global search
icon)
ii. Budget Object: (enter the expenditure object code or search for an expense
object using the global search icon)
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iii. Request Amount: (Enter the amount you wish to budget for this Fund/Expense
Object combination)
f. Delete an item by clicking the check box to the left of the item you wish to delete, then
click Delete Item

[AATN ADVANTAGE eudgeting

(save] [Bock]

Edit Budget Request I Budget Lines ] Document Attachments

= Static Fields (i)

Layout Code: [BASE_BUDGET_REQUES Layout Type: - Request Code: [5081 Request Name: [Finance - Budget & Man: Stage: [3
Organization: [1110003000

rn to T

[[Zeroout | pisplay Sub Total: [~ Select Model: -

New Item | | [Lopyitem | | Delete tem | Excont Impont AuditTrail View Graoh pisplay 10 v Items View asCSV

Item Page: 12345678

Line| Budget Short|T|FY2014 [FY2015 Justification Line Text
Object Name| |Actuals |Original
As
Passed
Budget
_] ria

#0000 ¢ 00020 & E 1,001 44731[
0WV’WV E
_]\ 3 #iooo0 ¢ #s05200 ¢ 3
B s #ooco ¢ Msossoo & £ 400 300 [ 300 [ [
Br s #Mooo ¢ Msosro0 & 3 0 70 @[
E
E
3
3

I_]|

1,663 1,748 I 31,267 (@[

M6 #ooo + Msos200 ¢ ) of 196 B
Br 7 oo ¢ Morso ¢
Mr s Moo + #so7e00 +
_]\ 9 0[{%30‘40[’5’036&—4
M~ 10 #iccoo o Msie010 ¥

I__-IW =7 _

Expand All | Collapse All

340 1,408 1,020 [ [

Go to top of page

g. Once you have entered the Requested Amounts for your Base Budget Request, click
Save, shown in the top right corner of the screen.

7. Submit your initial Base Budget request (review Budget Instructions the schedule of when
submissions must be ready for review with the Commissioner of Finance) by returning to the
Edit Budget Request tab.

a. Select the Stage dropdown and select (2). Stage 2 indicates that your budget is ready
for review by your assigned Budget Analyst.

b. Click Save. This will indicate to Budget & Management that your budget request is ready
for initial review. There will be opportunities to edit your Base Budget Request during
Stage 2, but this should be done in consultation with you Budget Analyst in preparation
for the Governor’s Recommended Budget.

c. Once your form is finalized your Analyst will move it to Stage 3. Departments can no
longer edit their budgets at this stage, only the Budget Office can make changes at this
point.
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[FTTEL ADVANTAGE eudgeting

1
ml Budget Lines l Document Attachments
‘ =
|

|

| Expand All | Collapse All
|

— - Budget Request Information m

Budget Instance Details

*Request Code: l5081 *Name: Finance - Budget & Mani
“Stage: 2~ Ranking Type: ¥

- (Ranking Type:
Description:

Return to Top

— - Budget Request Information

Return to Top

— - Dimensions LTJ

Organization: ]1110003000

Return to Top

Go to top of page

8. Verify and Check your Base Budget Request using a Query
a. If you are within your budget request in “Edit” Mode and have not Saved your changes
on that entry page before you click the Back button in the top right corner of the screen,
to exit your request, a warning message (Confirmation) will appear. If you click
Continue, you will lose any unsaved changes on that page. Back will take you back to
the Entry page you were leaving. Navigate to: Advantage Budgeting --> Budget Tasks -->
Execute a Query
b. To search for the Budget Request Query, check the Public Box next to the Search button
i. Check the Public Box next to the Search button
ii. Inthe Code field enter (BASE_BUDGET_PROCESS)
iii. Click on the BASE_BUDGET_PROCESS query, then click Select
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Reference Data SBFS Projection/Allocation Security Utilities Budget Tasks Dashboards Integration

> Budge Exe

Execute a Query

Code: pSE_BUDGET_PROCESS Name: Public:

Select | Display 10 = Items

[E] & BASE_BUDGET_PROCESS

Base Budget Process - Detail Level
5o to top of page

c. Define Query parameters by entering the Appropriation DeptlD in the available Code
field.
d. Click Query

Define Execution Parameters

Expand All | Collapse All

— — Definition Information

Query Definition: [BASE_BUDGET_PROCES

Return to Top

— = Organization

C #
’7Cude: ]
=Code: [1115001000 &

Return to Top

— = Tab Setup

Tabbed Dimension:

Lewvel: -
Show All Levels: Il
*Tab Results: Both -

Return to Top

Go to top of page

e. You will be able to verify your total budget request using this query (results shown

below) during all the stages of the Budget Process and the Legislative Process. You are

able to drill into each amount to verify its composition, as well as export the query
results to Excel for additional analysis.
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(6] Action was successful.

Query

Definition Summary

Code: BASE_BUDGET_PROCESS Name: Base Budget Process - Detail Level

Organization: 1115001000 Organization Name: Finance & Momnt - Financial Operationss

Sy ———
As Passed Budget  |Base Operating Request Decision Item ec tal Request  |Changes Decision Item Decision I}

500000 - Classified Employees 1,513,345 o [ [ a 2 2
500040 - Temporary Employees 20,530 [ 0 [ o 0 o
500060 - Overtime 11,439 ] 1] ] o 2 2
501000 - FICA - Classified Employees 108,674 a 0 1] o 2 2
501500 - Health Ins - Classified Empl 345,754 [ )] [ o] bl ol
502000 - Retirement - Classified Empl 258,933 0 0 o o 0 o
502500 - Dental - Classified Employees 21,915 ] [ 1] o 2 o
503000 - Life Ins - Classified Empl 5.638 o 0 o o 0 o
503500 - LTD - Classified Employees 1,988 o 0 o o 0 o
504000 - EAP - Classified Empl 837 [ ] o o 2 o
504530 - Employee Tuition Costs 224 [ [ [ 2 2 o
505200 - Workers Comp - Ins Premium 4,000 o a a o o 2
505500 - Unemployment Compensation 7.068 [ ] ] o 2 o
506200 - Other Pers Serv 223,460 a 0 1] o 2 2
507100 - Contr & 3Rd Party - Financial 5703 [ )] [ ol 2 ol
510200 - Disposal 551 o a a o o o
513000 - Rep&Maint-Info Tech Hardware 102 [ ] 1] o 2 o
513010 - Repair & Maint - Office Tech 128 o 0 o o 0 o
513100 - Repair&Maint-Non-Info Tech Equ 510 [ ] o o 0 o
514550 - Rental - Aute 542 [ ] o o 2 o
515000 - Rental - Other 138 [ [ [ 2 2 o
515010 - Fee-For-Space Charge 86,893 [ 0 [} o 0 o
516000 - Insurance Other Than Empl Bene 2783 [ ] ] o 2 o
516010 - Insurance - General Liability 2,930 o o a a 2 2
516500 - Dues 1.340 ) a a 2 ) 2
516670 - It Intersvccost- Dii Other 5639 0 0 o o 0 o
516671 - It Intsvecost-Vision/Isdassess 52,393 ] [ 1] o 2 o
516672 - It Intsvecost- Dii - Telephone 22,334 [ [ [ ol o o
516685 - It Int Sve Dii Allocated Fee 21,824 o 0 o o 0 o
516820 - Advertising - Job Vacancies 1938 [ ] o o 2 o
517000 - Printing and Binding 8,476 ] o a a ) )
517050 - Process&Printg Films,Microfilm 204 o o o o o o

NOTE — The Base Budget Request Form will not display a Department’s entire budget — the form itself

excludes Personal Service costs, Decision Items, and Internal Service Fund Charges. Run the Query

shown above to view your Department’s Total Budget Request.
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Business case 2: Base Budget Request

Test Procedures

Request Base Budget - Navigate to Budget Tasks

Advantage Budgeting > Budget Tasks > Formulate Budget Request
- In Code Field Enter (BASE*)

- Select 'BASE_BUDGET_REQUEST'

Create a New Request
— Select 'New' Button above the table

Under Budget Instance Details Header, populate the following:

- Request Code: (Leave Blank, sequential request code number will auto generate)
- Name: ([Appropriation Name] Test Base Budget)

-> Stage: (1)

-> Description: (Leave Blank)

-> Ranking Type: (Leave Blank)

Under Dimensions Header, perform the following steps:
-> Click the 'Organization' Hyperlink

-> Enter [Appropriation DeptID] in the Code Field

-> Click 'Search'

-> Select [Appropriation DeptID]

-> Click 'Save'

Add Budget Line Expense Object

-> Click 'Budget Lines Tab'

- Click 'New Item'

- A blank Item should appear at the bottom of the table

- In empty fund field, enter Fund (10000)

- In the empty budget object field <the next empty field>, Enter Object (550045)
- In Request Amount Field, Enter (50,000)

- Click 'Save' <located in the upper right and corner>
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Delete a Budget Expense Object

- Find a budget Expense object to be deleted
- Click the check box to the left

- Click ' Delete ltem'

- Click 'save'

Export Request to Excel and Increase Request Amount for All Objects by 4%

-> In 'Budget Lines' Tab, Click 'Export' Hyperlink < next to the Delete Button>

- Click 'Open', when download prompt opens <if nothing opens, check browser settings to
make sure you allow the file to download>

- Click Row 2 of Column E <Under 'Request Amount'>

-> Enter (=D2*1.04); then press 'Enter’

-> Right Click Row 2 of Column E and Select 'Copy'

—-> Highlight Row 3 to the second to last row of Column E <do not highlight the 50,000 in the last
row>

-> Right Click and 'Paste’

- Highlight Row 2 to the second to last row of Column E

- Right Click Row 2 of Column E and Select 'Copy'

-> Click Row 2 of Column E

- Right Click and Select 'Paste Special'

- Select 'Values' radio button and Click 'Ok’

- Press 'Escape' <on keyboard>

- Save As (Budget Increase Test) <should be a CSV file, take note of the location where you
saved the file>

Note: If a box with "Incompatible features" information appears, click 'Yes', to keep workbook
in its format

Import Increased Request Amounts into Base Budget Request Form

- Return to Vantage

- In 'Budget Lines' tab of the Base Budget Request Form, Click the 'Import' Hyperlink < Make
sure the display is set to '10'>

-> Click Browse and Select the 'Budget Increase Test.csv' File

- Click 'Upload'

- <All Old budget line items will be grayed and crossed out>

- Click 'Save'

< The Old budget items should disappear and only uploaded items will appear>

- Verify that results were uploaded correctly by referring to the spread sheet.

Submit Initial Budget Request

- Navigate to 'Edit Budget Request' tab of the Base Budget Request Form
- Select Stage(2)

- Click 'Save'
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3. Completing a Decision Item Request

Decision Items are the third piece of a department’s Total Budget Request —

1) Salaries and Benefits as calculated by SBFS

2) Base Budget Requests (service-level budget requests) as submitted by departments using the Base
Budget Form

3) Decision Item requests as submitted by departments using the Decision Item Request Form.

Decision Items represent increases or decreases to department budgets based on proposed policy or
programmatic changes, like adding positions(s) and/or new programs. For example, a projected
increase in the cost of fuel would be considered an increase in a Base Budget, whereas a projected

increase in cost from staffing a new laboratory would be considered a Decision Item increase. Adding or
eliminating a program would also be aspects of your budget that should be included using a Decision
Iltem Request. Changes proposed through Decision Items can be either one-time in nature, or ongoing.

Decision Item Requests should be submitted during the initial budget submission (see the yearly budget
instructions), but can be submitted throughout the budget cycle as necessary. Your Budget Analyst will
perform an initial review of all Decision Item Requests to ensure their completeness. The Secretary of
Administration and Commissioner of Finance will review Decision Item requests and determine whether
or not they’re to be included in the Budget Recommendation. Your Budget Analyst will advance
approved Decision Item requests to Stage 3 in Vantage. If the request is not approved, it shall stay at
Stage 2. Once approved to Stage 3, Decision Item Requests are attached to a department’s Total Budget.
Approved Decision Items will roll into a department’s Base Budget for the following year. Note:
Decision Items left at Stage 2 will not be added to the Base Budget but will remain on Vantage for
department reporting.

Unlike Base Budget Requests, departments can and should create multiple Decision Item Requests for
each appropriation; if there is more than one policy or programmatic change.

Completing a Decision Item Request

1. After logging into Vantage, navigate to Advantage Budgeting --> Budget Tasks --> Formulate
Budget Request
2. Inthe Code field enter DECISION_ITEM_REQ, Click Search
Select Form Layout, DECISION_ITEM_REQ
4. To Open a New request Click New, to edit an existing request click Search, highlight the request
you would like to open and click Edit.
5. When Opening a New request, you will be asked to fill in the following information (a *next to a
code field indicates that it is a required field)
a. Request Code: (leave blank, this field will auto-generate a number)
b. Name: (Your Appropriation Name Base Budget Request)
c. Stage: (1)
d. Description: (leave blank)
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f. Description: (fill in a description of the decision item request —ie New Game Warden for
Central VT)
g. Decision Item Type: choose Operating for discrete items — ie New Copier, Personal

e. Ranking Type: (leave blank)

Service for new positions, New Initiative for new projects or programs, or Reductions for
any reduction required to meet budget targets)

h. Organization: (enter Appropriation DeptID or click the hyperlink to search for an
Appropriation DeptID)

i. After entering information, Click Save in the upper right hand corner of the page

L2 ADVANTAGE  suseting

€3] Action was successful.

Edit Budget Request | Budget Lines | Position Lines | Document Attachments

Expand All | Collapse All

— = Budget Request Infermation [i)_

Budget Instance Details

*“Regquest Code: [1041 *Name:  |Fish and wildlife Test De

“Stage: i Ranking Type: ¥
- (Rmmg o ':‘
Description:

Return to Top

— = Budget Request Information

New Game Warden in Central VT
-Requires an addition vehicle, and other supplies
-Requires a new position

*Description:

“Decision Item Type: New Initiative  ~

Return to Top

- Dimensions (i)

Organization: |6120000000

Return to Top

j.  After clicking Save, a message will indicate the ‘Action was Successful’ and two more
tabs will become available: the Budget Lines tab, the Position Lines tab, and the
Document Attachments tab

6. To Add a New Budget Line Item
a. Click on the Budget Lines tab
b. Click New Item
i. Enter or Search for the appropriate Fund
ii. Enter or Search for the appropriate Budget Expense Object
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iii. If the item you are requesting will be an on-going expense, year after year, enter
the Requested Amount in the On-Going Request field. Items in this field will
appear in the following year’s Base Budget Request.

iv. If the item you are requesting will be a one-time expense, enter the Requested
Amount in the One-Time Request field. ltems in this field will add only to the
current year’s budget request (In the screen shot below notice a One-Time
Vehicle Expense for the ‘New Game Warden in Central VT’ Initiative)

v. Enter ajustification in the Justification Line Text field where appropriate

Edit Gudget Request | Budget Lines | position Lines | Document Attachments

- static Fields (i)
Layout Code: [DECISIGN_ITEM_REQ  Layout Type: | Genaric Request Code: [1041 Request Name; [Fish and Wildlife Test De Stage: [1

Organization: [6120000000

Return to Top

Display Sub Totals

[mewitem | [[Copyitem ] [ Delets tem | Exvort Import AuditTrail View Graoh pispiay 10 items View as CSV

20325 e 522600 Vehidles 15,000 (&)

.
-___I___

xpand All | Collapse All

7. To Add a New Position
a. Click on the Position Lines Tab
b. If the new position is Vacant, Click New Item
c. If the new position is an existing employee, Click Add Existing Employee
d. Enter the appropriate information in the New Position Row
i. Enter the appropriate Fund
ii. Enter the Position Classification
iii. Enter the Funding Start Date (when the position is likely to begin)
iv. Enter the Funding End Date (the end of the upcoming Fiscal Year, ie 6/30/2016)
v. Enterthe FTE as (1)
vi. Enter the Count as (1)
vii. If adding an existing employee, you will be required to enter his or her
employee number as well
e. Click Calculate — notice the cost of the position will appear in the Cost column
f.  Click Update — This will write the Salary and Benefits cost of the new position to the
Budget Lines Tab. Clicking Update will automatically return you to the Edit Budget
Request Tab. Click the Budget Lines Tab to review the total Decision Item information
(The cost of the new Vehicle and the cost of the new position as shown below)
g. Click Save
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Edit Budget Request | Budget Lines | position Lines | Document Attachments

- StaticFields ()

Layout Code: [DECISION_ITEM_REQ  Layout Type: | Generic Request Code: [1041 Request Name: [Fish and wildiife Test De Stage: [1
Organization: [6120000000

Return to Top

Oispla St Tol: I

[(wewstem | [ Copyitem | [ Deleteitem | Export Import AuditTrail View Graoh pisplay 10 v Items ViewasCSV

. L L
ET=E! Phos 4 @0 4 Vehicles e [ 5000 & T r—
B s P o [T —— e m- = |
B s P o e — s im —= —
[P #ozs v L s [ 1@ = |
B s fm fEr —— e e —e ——
B s L e —— Moz 4 e[ smBE = |
| 7 L L T e [ 2@ | -] [
B s P 2 L —— e [ moaE |—- |—
A P 2 [ r———] c ml

Expand All | Collapse All

**Notice the Position salary and benefits cost automatically appeared in the On-Going Request Column **

8. To Submit a Decision Item Request to attach to your Total Budget Request:
a. Click the Edit Budget Request Tab
b. From the Stage dropdown, select (2)
c. Click Save — Submitting a Decision Item to Stage 2 will offer it the Budget Office for
review. Budget Analysts will move Approved Decision Item requests to Stage 3,
subsequently adding them to the Governor’s Recommended Budget.
9. Verify and Check your Total Budget Request, including Decision Item Requests using a Query
f. If you are within your budget request in “Edit” Mode and have not saved your changes
on that entry before you click the Back button in the top right corner of the screen, to
exit your request, a warning message (Confirmation) will appear. If you click Continue,
you will lose any unsaved changes on that page. “Back” will return you to the Entry page
you were leaving. Navigate to: Advantage Budgeting --> Budget Tasks --> Execute a
Query
g. To search for the Budget Request Query, check the Public Box next to the Search button
i. Check the Public Box next to the Search button
ii. Inthe Code field enter (BASE_BUDGET_PROCESS)
iii. Click on the BASE_BUDGET_PROCESS query, then click Select

ReferenceData SBFS Projection/Allocation Secuiity Utilities Budget Tasks Dashboards Integration

Execute a Query

Code: hSE_BUDGET_PROCESS Name: Public: ¥ | search

Display 10 v Items

(5] & BASE_BUDGET_PROCESS Base Budget Process - Detail Level

5o to top of page
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h. Define Query parameters, but entering the Appropriation DeptID in the available Code
field.

i. Click Query

Define Execution Parameters

Expand All | Collapse All
— = Definition Information

Query Definition: |BASE_BUDGET_PROCES

Return to Top

— = Organization

Consolidation: &
’7(:0 de: :'Ef

*Code: [1115001000 &

Return to Top

— — Tab Setup

Tabbed Dimension:

Level:

You will be able to verify your total budget request using this query (results shown
below) during all the stages of the Budget Process and the Legislative Process. You are

able to drill into each amount to verify its composition, as well as export the query
results to Excel for additional analysis.
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Query

Definition Summary

Code: BASE_BUDGET_PROCESS Name: Base Budget Process - Detail Level

Organization: 5120000000 Organization Name: FW Support & Field Services

[ Export Tab ] [ Send Link ]
Original Department Decision Item
As Passed Budget Base Operating Request

500000 - Classified Employees 7,106,773 0 33,741
500010 - Exempt 148,013 o a
500040 - Temporary Employees 588,766 o o
500060 - Overtime 377,851 o a
500070 - Shift Differential 93,643 o o
501000 - FICA - Classified Employees o 0 2,583
501010 - FICA - Exempt o o a
501099 - FICA 452,876 o o
501299 - Medicare 105,914 o o
501500 - Health Ins - Classified Empl o 0 11,748
501510 - Health Ins - Exempt o 0 o]
501599 - Health Insurance 1,719,460 0 ]
502000 - Retirement - Classified Empl o 0 5,774
502010 - Retirement - Exempt o o o
502099 - Retirement 1,321,980 o o
502500 - Dental - Classified Employees o 0 648
502510 - Dental - Exempt o o o
502599 - Dental 106,532 o a
503000 - Life Ins - Classified Empl o [u] 143
S03010 - 1ife Tne - Fyamnt n n n

**Notice the New ‘Game Warden in Central VT’ Initiative added in the screen shots appears in the FY
2014 Decision Item Time Period.

NOTE — The Base Budget Request Form will not display a Department’s entire budget — the form itself
excludes Personal Service costs, Decision Items, and Internal Service Fund Charges. Run the Query
shown above to view your Department’s Total Budget Request.

Business Case - Decision Item Request

Test Procedure

Add a Decision Item Request - Navigate to Budget Tasks
Advantage Budgeting > Budget Tasks > Formulate Budget Request

Find Decision Item Request
--> Select (DECISION_ITEM_REQ)
--> Click 'New' button above the table
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Under the Budget Instance Details Header, populate the following:

--> Request Code: (leave blank, sequential request code number will auto-generate)
-->Name: (Appropriation Name Test Position)

-->Stage: (1)

-->Description: (leave blank)

--> Ranking Type: (leave blank)

Under Budget Request Information
--> Description: (Request New Position)
--> Decision Item Type: Select 'New Initiative' from drop down list

Under Dimensions Header
--> QOrganization: ([Appropriation Dept. ID])
--> Click Save

Enter Budget Information

--> Select 'Budget Lines' Tab

--> Click 'New' Item

--> Fund: (10000)

--> Budget Object: (520000)

--> On Going Request: (1000)

--> One-time Request: (leave blank)

--> Justification Line Text: (User Provisions)
--> Click 'Save'

Enter Position Information
--> Select 'Position Lines' Tab
--> Click 'New Position'
--> Fund: (10000)
--> Classification: (121900)
--> Grade: (leave blank)
--> Step: (leave blank)
--> Loc Code: (leave blank)
--> Category: (leave blank)
--> Employment Type, Position Status, Funding Start Date, Funding End Date: (leave all blank)
-->FTE: (1)
--> Count: (1)
--> Salary Percentage, Salary, Justification Line Text: (leave all blank)
--> Click 'Calculate’
--> Click 'Update'
--> Click 'Save'
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Submit Decision Item Request
-->Click on Edit Budget Request Tab
-->Select Stage: (2)

-->Click Save

Validate Decision Item Request using a Query

Navigate to Budget Tasks

--> Click 'Back’

Advantage Budgeting > Budget Tasks > Execute a Query

> In 'Code’ field, enter (BASE_BUDGET_PROCESS)

--> Click the 'Public' Box

--> Click 'Search’

--> Click the ‘BASE_BUDGET_PROCESS’ radio button

--> Click 'Select'

--> In the second 'Organization Code" field <the white one, not the one that is grayed out>, enter
([Appropriation DeptID])

--> Click 'Query'

--> In 'Display' Dropdown, Select 'All'

--> Validate the Decision Item Requests made above appear in the FY 2014 Decision Item Request
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4. Grants Out, Federal Receipts, Interdepartmental Transfers

Budget submissions require a listing of the Estimated Federal Receipts and Interdepartmental transfers
your department will receive in the upcoming fiscal year. Both of these forms are designed to detail the
source of funding for a Department’s Interdepartmental Transfers and its Federal Grants. Both forms
should itemize the source of receipts: the “Justification Line Text” field should name the specific source
of IDT funds on the IDT form and the specific detailed grant name and the federal ID number on the
Federal grant Estimated Federal Receipts form.

Budget submissions will also require a listing of the Grants your department will send to non-State
entities. Reports are available to include this information in Department Budget packets for Legislative
Testimony.

How to enter Grants Inventory, Federal Receipts and Interdepartmental Transfers

1. After logging into Vantage, navigate to Advantage Budgeting --> Budget Tasks --> Formulate
Budget Request

2. Inthe Code field enter either (EST_FED_RECEIPTS, IDT_RECEIPTS, or GRANTS_INVENTORY), Click
Search

3. Select Form Layout, (EST_FED_RECEIPTS, IDT_RECEIPTS, or GRANTS_INVENTORY)

4. To Open a New request Click New, to edit an existing request click Search, highlight the request
you would like to open and click Edit.

5. When Opening a New request, you will be asked to fill in the following information (a *next to a
code field indicates that it is a required field)

k. Request Code: (leave blank, this field will auto-generate a number)

I.  Name: (Your Appropriation Name Base Budget Request)
. Stage: (1)
Description: (leave blank)
Ranking Type: (leave blank)
Organization: (enter Appropriation DeptID or click the hyperlink to search for an

T o >33

Appropriation DeptID)
After entering information, Click Save in the upper right hand corner of the page
After clicking Save, a message will indicate the ‘Action was Successful’ and two more
tabs will become available: the Budget Lines Tab, and the Document Attachments Tab
6. To Add a New Budget Line Item

a. Click on the Budget Lines Tab

b. Click New Item

i. Enter or Search for the appropriate Fund

o]

ii. Enter or Search for the appropriate Budget Expense Object, listed below for
each type:
1. Grants Out Inventory - GRANTS_OUT_EST
2. Interdepartmental Receipts - 495000 EST
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3. Federal Receipts - 430000_EST
iii. Enter ajustification in the Justification Line Text field where appropriate for
every Grant, IDT, or Federal Receipt. NOTE — You must use the proper naming
convention, the standard justification for each is listed below:
1. Grants Out Inventory — (The name of the program or entity receiving the
grant)
2. Interdepartmental receipts — (‘Giving Appropriation’ DEPTID ; ‘Giving
Appropriation’ Name)
3. Federal Receipts — (CFDA # ; Name of the Federal Grant)
iv. Click Save
7. Verify and Check your Grants Out, Federal Receipts, and IDT Receipts using a Query
k. If you are within your budget request in “Edit” Mode and have not saved your changes
on that entry before you click the Back button in the top right corner of the screen to
exit your request, a warning message (Confirmation) will appear. If you click Continue,
you will lose any unsaved changes on that page. “Back” will return you to the Entry
page you were leaving. Navigate to: Advantage Budgeting --> Budget Tasks --> Execute
a Query
|.  To search for the Budget Request Query, check the Public Box next to the Search button
i. Check the Public Box next to the Search button
ii. Inthe Code field enter (EST_RECIPTS')
iii. Click onthe EST_RECIPTS' query, then click Select
m. Define Query parameters, but entering the Appropriation DeptID in the available Code
field.
n. Click Query
NOTE — All estimated receipts and grants out will appear in aggregate — click on the
query results to drill down and see the detail that makes up the detail of each amount.

Business Case

Grants Out Business Case

Test Procedure

Add Grants Inventory - Navigate to Budget Tasks
Advantage Budgeting > Budget Tasks > Formulate Budget Request

Find Grants Inventory Form
--> Select the form layout (GRANTS_INVENTORY)
--> Select 'New' button above the table
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In 'Budget Instance Detail', enter the following information in the available fields:
--> Request Code (leave blank)

--> Name: (User ID Grants Test)

--> Stage: (1)

--> Ranking Type: (leave blank)

--> Description: (leave blank)

--> Organization: (Appropriation DeptID)

--> Select 'Save'

Add Grants Inventory Object

--> Click the 'Budget Lines' Tab

--> Click 'New Item'

--> Fund: (20405)

--> Budget Object: (GRANTS_OUT_EST)

--> Estimate Amt: (10,000)

--> Justification Line Text: (The name of the program or entity receiving the grant)
--> Click 'Save'

--> Click 'Back'

Verify Results Using Query

Advantage Budgeting > Budget Tasks > Execute a Query
--> In 'Code' field Enter (EST*)

--> Check the 'Public’ box

--> Click 'Search'

--> Click 'EST_RECIPTS' radio button

--> Click 'Select'

-->In Code field enter ([Appropriation DeptID])

--> Click 'Query'

--> Find 'Esitmated Grants Out'

--> Click the total amount hyperlink

--> Verify that the Grants Out Estimate for your (Appropriation DeptID) is (10,000)

Interdepartmental Receipts Business Case

Test Procedure

Add Inter Departmental Receipts - Navigate to Budget Tasks
Advantage Budgeting > Budget Tasks > Formulate Budget Request

Find IDT Form
--> Select: (IDT RECEIPTS)
-->Click 'New' button above the table
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In 'Budget Instance Detail' enter the following information in the available fields:
--> Request Code: (leave blank)

--> Name: (User ID IDT Test)

--> Stage: (1)

--> Ranking Type: (leave blank)

--> Description: (leave blank)

--> Organization: (Appropriation DeptID)

--> Select 'Save'

Add Interdepartmental Receipt Object

--> Click the 'Budget Lines' Tab

--> Click 'New Item'

--> Fund: (21500)

--> Budget Object: (495000_EST)

--> Estimate Amount: (10,000)

--> Justification Line Text: (‘Giving Appropriation’ DEPTID ; ‘Giving Appropriation’ Name)
--> Click 'Save'

--> Click 'Back’

Verify IDT Results Using Query

Advantage Budgeting > Budget Tasks > Execute a Query
--> In 'Code' field Enter (EST*)

--> Check the 'Public’ box

--> Click 'Search'

--> Click 'EST_RECIPTS' radio button

--> Click 'Select'

-->In Code field enter ([Appropriation DeptID])

--> Click 'Query'

--> Find 'IDT Estimate'

--> Click the total amount hyperlink

--> Verify that the IDT Estimate for your (Appropriation DeptID) is (10,000)

Warning: IDTs listed in this form must equal budgeted IDTs. Budget Analysts will review that they match

and that the proper naming convention is used.

Estimated Federal Receipts Business Case

Test Procedure

Add Federal Receipt - Navigate to Budget Tasks
Advantage Budgeting > Budget Tasks > Formulate Budget Request

Vantage Training Document - Ver. 9/30/2016 Page 49




e
VERMONT

Find Fed Receipt Form
--> Select (EST_FED_RECEIPTS)
--> Select 'New' button above the table

In the 'Budget Instance Detail', enter the following information in the available fields:
--> Request Code: (leave blank)

--> Name: (User ID Federal Rec Test)

--> Stage: (1)

--> Ranking Type: (leave blank)

--> Description: (leave blank)

--> Organization: (Appropriation DeptID)

--> Select 'Save'

Add Federal Receipt Object

--> Click the 'Budget Lines' Tab

--> Click 'New Item'

--> Enter Fund (22005)

--> Enter Budget Object (430000_EST)

--> Enter Revenue Estimate (10,000)

--> Enter Justification Line Text (CFDA # ; Name of the Federal Grant)
--> Click 'Save'

--> Click 'Back’

Verify Revenue Estimate Results Using Query
Advantage Budgeting > Budget Tasks > Execute a Query
--> In 'Code' field Enter (EST*)

--> Check the 'Public' box

--> Click 'Search'

--> Click 'EST_RECIPTS' radio button

--> Click 'Select'

-->In Code field enter ([Appropriation DeptID])

--> Click 'Query'

--> Find 'Federal Grant Estimate'

--> Click the Federal Grant total amount hyperlink

--> Verify that the Federal Grant Estimate for your (Appropriation DeptID) is (10,000)

Warning: Federal Receipts listed in this form must equal budgeted Federal Funds. Budget Analysts will
review that they match and that the proper naming convention is used.

6. Budget Adjustment Act Requests

This section describes general information and the necessary steps to complete a Budget Adjustment
Act (BAA) request. Department Users must submit budget adjustments, both increases and reductions,
through Vantage. The Budget Office will review BAA requests for their potential inclusion in the Budget
Adjustment Act. All budget Adjustment Act changes to the Current Year budget will be tracked in
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Vantage, including changes made in the legislature independent of the Governor’s BAA. Department
Users are only responsible for submitting the initial BAA requests where necessary.

Completing a BAA Request

1. After logging into Vantage, navigate to Advantage Budgeting --> Budget Tasks --> Formulate
Budget Request

2. Inthe Code field enter CY_BAA REQUEST, Click Search
3. Select Form Layout, CY_BAA REQUEST

4. To Open a New request, Click New, to edit an existing request click Search, highlight the request
you would like to open and click Edit. Note, you can only create one BAA request per
appropriation

Reference Data SBFS  Projection/Allocation  Security Utilities Budget Tasks Dashboards Integration

Advantage Budgeting > Budget Tasks = Formulate Budget Reguest = Select Budget Request

Select Budget Request

Layout Code: |CY_BAA_REQUEST Request Code: I Current Rank: I Search
Layout Type: | Generic Mame: I Stage: -

Oraganization: I &
Edit Copy Header Copy A Wiew Display 10 ¥ Items

5. When Opening a New request, you will be asked to fill in the following information (a *next to a
code field indicates that it is a required field)
a. Request Code: (leave blank, this field will auto-generate a number)
Name: (Your Appropriation Name Base Budget Request)
Stage: (1)
Description: (leave blank)
Ranking Type: (leave blank)
Organization: (enter Appropriation DeptID or click the hyperlink to search for an

-0 a0 CT

Appropriation DeptID)
g. After entering information, Click Save in the upper right hand corner of the page
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‘ Edit Budget Request | Budget Lines | Position Lines | BAA Change Explanation | Document Attachments

Notify
Expand All | Collapse All
— - Budget Regquest Infermation m
Budget Instance Details
*Request Code: |1029 *Name: BudMan BAA Request

*Stage: 1T Ranking Type: ¥
- ’7Ranking Type: —‘
Description:

Return to Top

-/ Budget Request Information
’;Eturn to Top ‘

Dimensions m
Qrganization: |1110003000
R

sturn to Top

h. After clicking Save, a message will indicate the ‘Action was Successful’ and two more
tabs will become available: the Budget Lines Tab, Position Lines Tab, BAA Change
Explanation Tab, and Document Attachments Tab

6. Click on the BAA Change Explanation tab
a. Inthe first box under Section Content, explain the reason for this particular Budget
Adjustment Request. Note — the form will not Save again properly without entering this
explanation.

7. The Budget Lines Tab is where all of the expenditure data exists, and is where you will enter all
BAA Requests, except for new positions. The Requested Adjustment Amount should be an
increment to the FY 2018 Budget Column — NOT what the new total amount should be.

You can enter budget information each of the following ways:

a. Hand enter information into the Request Amount column

b. Use the import/export feature, including the Excel Interface template, shown in
Appendix A

c. Use the Modeling Functionality described in Appendix E

Navigate between pages of the Base Budget request by using the Item Page links just below the
New Item button.

a. Add anew line item by clicking New Item on the left side of the page above the table. A
new line will appear at the bottom of the table. Enter the following information in the
new line code fields:

i. Fund: (enter the Fund object code or search for a fund using the global search
icon)
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ii. Budget Object: (enter the expenditure object code or search for an expense
object using the global search icon)
iii. Request Amount: (Enter the amount you wish to budget for this Fund/Expense
Object combination)
b. Delete and Item by clicking the check box to the left of the item you wish to delete, then
click Delete Item
c. Once you have entered the Requested Amounts for your Base Budget Request, click
Save, shown in the top right corner of the screen.

8. To Add a New Position
d. Click on the Position Lines Tab
e. If the new position is Vacant, Click New Item
f.  If the new position is an existing employee, Click Add Existing Employee
g. Enter the appropriate information in the New Position Row
i. Enter the appropriate Fund
ii. Enter the Position Classification
iii. Enter the Funding Start Date (when the position is likely to begin)
iv. Enter the Funding End Date (the end of the upcoming Fiscal Year, ie 6/30/2014)
v. Enterthe FTE as (1)
vi. Enter the Count as (1)
vii. If adding an existing employee, you will be required to enter his or her
employee number as well
h. Click Calculate — notice the cost of the position will appear in the Cost column
i. Click Update - This will write the Salary and Benefits cost of the new position to the
Budget Lines Tab. Clicking Update will automatically return you to the Edit Budget
Request Tab. Click the Budget Lines Tab to review the total Decision Item information
(The cost of the new Vehicle and the cost of the new position as shown below)
j.  Click Save

9. Submit your initial BAA request by returning to the Edit Budget Request tab.
k. Select the Stage dropdown and select (2)
I.  Click Save. This will move your budget request to the Budget Office for initial review.
There will be opportunities to edit your Base Budget Request during Stage 2, but only
Budget Analysts will be able to edit requests in preparation for the Governor’s
Recommended Budget during Stage 3.

10. Verify and Check your BAA Request using a Query
a. If you are within your budget request in “Edit” Mode and have not saved your changes
on that entry before you click the Back button in the top right corner of the screen to
exit your request, a warning message (Confirmation) will appear. If you click Continue,
you will lose any unsaved changes on that page. “Back” will return you to the Entry
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page you were leaving. Navigate to: Advantage Budgeting --> Budget Tasks --> Execute
a Query
b. To search for the BAA Query, check the Public Box next to the Search button
i. Check the Public Box next to the Search button
ii. Inthe Code field enter (BAA_ADJ_QUERY)
iii. Click onthe BAA_ADJ_QUERY query, then click Select
c. Define Query parameters, by entering the Appropriation DeptID in the available Code
field.
d. Click Query

BAA Request Business Case

Test Procedure

Request a Budget Adjustment - Navigate to Budget Tasks
Advantage Budgeting > Budget Tasks > Formulate Budget Request
-->In the 'Code' field, Search (CY_BAA_REQUEST)

-->Click 'CY_BAA_REQUEST'

<On New Page that Opens >

-->Click 'New'

Under the Budget Instance Details Header, populate the following:

--> Request Code: (leave blank, sequential request code number will auto-generate)
-->Name: ([Appropriation Name] Test Budget Adjustment)

-->Stage: (1)

-->Ranking Type: (leave blank)

-->Description: (leave blank)

--> Organization: [Appropriation DeptID]

--> Click 'Save'

Add Positive BAA Request Expense Object

--> Click the 'Budget Lines' Tab

--> Click 'New Item'

--> Enter Fund (10000)

--> Enter Budget Object (507563 - Advertising/Marketing - Other)
--> Enter (5,000) in Requested Adjustment

--> Justification Line Test (Leave Blank)

--> Click 'Save'

Enter BAA Change Explanation

--> Click the 'BAA Change Explanation' Tab

--> In the 'Section Content' field, next to 'Please explain Request', Enter (Key Budget Issues for Current
Year BAA)

--> Click 'Save '
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Validate Added Budget Expense Object Remains

--> Click Budget Lines Tab

--> Verify BAA Request Expense Object 507563 is still there with a request amount of $5,000 <will be on
the last page of BAA request>

Add Negative BAA Request Expense Object

On the Budget Lines Tab

--> Click 'New Item'

--> Enter Fund (10000)

--> Enter Budget Object (501500 - Health Ins Classified) <if your appropriation does not have this object,
you can use 501510, 501599, or any other available object code>

--> Enter (-2000) in Requested Amount

--> Click 'Save'

Submit Initial BAA Request

-->Navigate to 'Edit Budget Request' Tab of the CY_BAA_REQUEST Form
--> Select Stage: (2)

--> Click 'Save'

Validate BAA Request using a Query

Navigate to Budget Tasks

--> Click Back, and use the Bread Crumb Trail to Navigate

Advantage Budgeting > Budget Tasks > Execute a Query

-->|In Code field, enter (BAA_ADJ_QUERY)

--> Check the 'Public' Box

-->Click 'Search'

-->Click 'BAA_ADJ_QUERY"

-->Click 'Select'

--> Under Organization in the second Code field <the white one, not the one that is grayed out>, enter
([Appropriation DeptID]) <the DeptID may be have autofilled>

-->Click 'Query’

-->Validate the BAA Adjustment requests made above appear in the Current Year Budget Adjustment
Act Request Column <you may have to select 'Display ALL'>
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8. Narrative

One piece of submitting the Statewide Budget is to present the Executive Budget Recommendations
report, otherwise known as the “Big Budget Book”. Position reports, expenditure reports, and a brief
narrative about each appropriation comprise the “Big Budget Book”. A suitable narrative will offer a
brief description of a department or appropriation’s duties and budget plans for the upcoming year.

Please follow the four guidelines below when entering budget narratives:

1. There are three budget forms for Narratives — this is so you are able to enter narratives
successfully at the Agency, Department, and Appropriation level.

a. The NARRATIVE form should be used for narratives at the appropriation level

b. The NARRATIVE_DEPARTMENT form should be used for narratives at the department
level

c. The NARRATIVE_AGENCY form should be used for narratives at the agency level

2. When choosing which level(s) to enter your budget book narrative, please follow the two rules
below:

a. If youchoose to not enter narratives at the appropriation level, be sure to mention of
your entire agency or department’s appropriations in the narrative form(s) you do
choose to enter.

b. Please inform your budget analyst which level(s) you entered narrative forms. This way
we can be sure that everything is included in the budget book.

3. There are three fields in the Narrative form to enter information into (Mission Statement,
Department Description, Key FY 20XX Budget Issues). Any fields you wish to appear blank in the
budget book enter N/A. This will allow the publishing program to know that you wish to leave
the field blank.

4. |If you are copying and pasting narrative information in the form, be sure to clean up the text as
some characters and formats will not translate correctly into Vantage (IE apostrophes that look
special characters is to paste your text into Notepad first and then paste it into the appropriate
Vantage field.

The specific steps for entering a Narrative are listed below:

Entering a Narrative

1. After logging into Vantage, navigate to Advantage Budgeting --> Budget Tasks --> Formulate
Budget Request

2. Inthe Code field enter NARRATIVE, Click Search
Select Form Layout, NARRATIVE

4. To Open a New request, Click New, to edit an existing request click Search, highlight the request

you would like to open and click Edit. Note, you can only create one request per appropriation
5. When Opening a New request, you will be asked to fill in the following information (a *next to a
code field indicates that it is a required field)
i. Request Code: (leave blank, this field will auto-generate a number)
j. Name: (Your Appropriation Name Base Budget Request)
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k. Stage: (1)

|.  Description: (leave blank)

m. Ranking Type: (leave blank)

n. Organization: (enter Appropriation DeptID or click the hyperlink to search for an
Appropriation DeptID)

0. After entering information, Click Save in the upper right hand corner of the page

After clicking Save, a message will indicate the ‘Action was Successful’ and two more
tabs will become available: the Budget Lines Tab and the Document Attachments Tab

6. Click the Narrative Tab to input the narrative information
a. Enter your content into the following Section Content fields:
i. Mission/Vision Statement
ii. Department/Program Description
iii. Key Budget Issues for Upcoming Fiscal Year
b. Click SAVE
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InfoAdvantage; Reports
This section will show users how to access, run, and print budget reports.

What is infoAdvantage?

infoAdvantage is the web-based application that produces reports based on the information in the
Vantage system. These reports provide the information necessary for department budget builds as well
as department budget presentations to the Legislature. infoAdvantage provides a data warehouse for
the Vantage data, and provides a toolkit that allows users to access that data and present it in reports.
Although the systems are linked, and infoAdvantage pulls data from Vantage, the systems are separate
from a user and report access perspective. Users have different credentials for each system, users
cannot access infoAdvantage reports in Vantage, and users cannot change Vantage data through the
infoAdvantage reporting tool.

How to access info advantage

The URL for infoAdvantage is not the same as Vantage. To access reports, users will need to visit the
website:

InfoAdvantage

Logging in to infoAdvantage

The link above will launch the infoAdvantage website containing a log-in prompt for a user name and
password. The username is the same as your Vantage username. Your password will be individually set
up in infoAdvantage. It will not necessarily match your Vantage password. The “System” field should
auto fill with “biprdapp01”.

mﬁ\\ MnfoAdvantage
Log On to AMS infoAdvantage Help

Enter your user information and click Log On.
(If you are unsure of your account information, contact your system administrator, )

System: | biprdapp01 |

User Mame: | |

Password: | |

Authentication: Enterprise -

Log On
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After logging into infoAdvantage, the home screen will appear. A user’s security rights will dictate which

reports, Business Units, Dept. IDs, and data a user has access to.

JI"SA M $nfoAdvantage

&7 Home | Document List | Open - | Send To - 1

Help | Preferences | About | Log Out

Navigate 2

View your Inbox, Favorites, or Document Lists. Use the Help to learn
more about InfoView.

Document List
rl My Favorites
[ My Inbox
E5j Information OnDemand Services

@ Help

Personalize

Change your InfoView start page, viewing options, and preferences

for daily tasks.

Preferences

* X
Welcome:

| Discussions

The infoAdvantage home page is divided into two panels.

1. The Header Panel appears at the top of the screen and acts as the main menu. The panel

remains regardless of the activity the user is performing.

2. The Workspace Panel changes depending upon the content the user has selected (reports or

a list of reports, etc.)

Note: Do not use the back button in your Web Browser to navigate within infoAdvantage. You may

be logged out of the application if you do.
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The Header Panel

The header panel contains many of the basic navigation buttons in a tool bar. The table below describes
the functions of the tool bar buttons.

Option Description ‘
#"\- . .

Home % Displays the infoAdvantage home page

Document List Displays the list of reports the user has access to

Send to Sends an object or an instance to a destination, such as an e-
mail or a folder (function is activated when an object is
selected)

Help Opens the Business Objects Enterprise InfoView User's Guide

Preferences Allows the user to change the way information is displayed,
where to go to change your password.

About Displays product information

Log out Logs the user out of InfoAdvantage

The Workspace Panel

The following shortcuts are listed in the workspace panel.

Option Description ‘
Navigate:

Document List Displays folders and reports available in infoAdvantage

My Favorites Displays folders stored in a users personal favorite folder

My Inbox Where reports that have been sent to you are kept

Information

OnDemand Services NOTUSED BY SOV

Help Opens the Business Objects Enterprise InfoView User's Guide
Personalize:

Allows the user to change the way information is displayed,

Preferences
where to go to change your password.
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infoAdvantage Preferences
There are a few preferences to set up in order to view and print reports correctly.
Printing and Viewing Reports

In order to print and view reports correctly, infoAdvantage needs to be set up to display PDF copies of
reports. This function must be set up in your preferences.

To set the correct time zone
1. Click the Preferences Link (either in the header or the workspace panel). The preferences
screen will appear.
2. Under the General Heading, scroll to the “Current Time Zone” section.
3. From the Dropdown menu, select “Local to web server”

To set printing and viewing preferences

1. Scroll to the “Web Intelligence” Heading and click the ™

for Web Intelligence Documents

symbol to expand the preferences

* Web Intelligence

2. Under the heading “Select a default view format” select Web

¥ Web Intelligence

Select a default view format:
® Web (no downloading required)
O Interactive (no downloading required
O PDF (Adobe AcrobatReader req

3. Then Click “OK”

Changing your infoAdvantage Password

To change your infoAdvantage password:
1. Click the Preferences Link (in either the header or the workspace panel)
Scroll down to “Change Password”
Enter your User Name (will auto fill)
Enter your Old Password
Enter your New Password and Confirm it
Click OK

ok wnN

Navigating infoAdvantage

The reports in infoAdvantage are found by clicking either of the on the Document List links.
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JIMSAM $nfoAdvantage
& Home QQ Dpen ~ | Send To ~ Help | Preferences | About | Log Out
F X
Welcome: emily.byrne
Navigate Personalize

View your Inbdlx, Favorites, or Document Lists. Use the Help to learn

more about INGBView. for daily tasks.

[« Document List Preferences
i| My Favorites

5 My Inbox

EZ Information OnDemand Services

@ Help

Change your InfoView start page, viewing options, and preferences

The document list will bring you to the Details panel. On the left side of the screen a Directory Tree

Panel will appear.

[ )

be viewed by user
e Inbox —where any reports sent to you by another user will appear
e Public folder — contains sub-folders with reports available to users.

My favorites — a place where copies of report can be stored. This folder is private and can only

For example, if you do not

work in Budget and Management, you will not have access to the Budget and Management

Reports folder.

Vermont Reports

Budget and Management

Department Users
Fund Master
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Details Panel

The details panel is visible when you click on the Document List. It will display the contents of a folder
when a folder is selected.

Y )
JTNSA M nfoAdvantage
&3 Home | Document List | Open = | Send To - Help | Preferences = About | Log Out
F x
’_ | &  MNew - Add ~ | Organize - | Actions - Search title ~ | | & [T Jeof1
B al Title * Last Run 7 Type Owner Instances
“/ My Favorites *  Budget Rollup Web Intelligence Report Administrator i
& mbox

=11 public Folders
&
=2 vermont Reports

Budget and Management

Department Users

Fund Master

4| m +
Total: 1 objects
Discussions =

Opening/Refreshing Reports

To open a report in infoAdvantage, simply find the report you need to run then double-click on it to
open it. The report that opens will be a copy of the report with the data from the last time the report
was refreshed. In order to get the most up-to-date information in the reports you must refresh the
data.

To refresh a report:
Click the = RefeshAl ~ 1 1++6n on the right side of the screen.
A prompt will appear that will ask for information about the report you are running; each

report requires different codes to run a specific report. (description of Prompts provided in
infoAdvantage Prompts Section)
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Prompts i
Reply to prompts before running the query.
44  Enter Fund Code (* for All): * T
v Enter Fund Consolidation Code: FUND_CONSOL_1 E|
v Enter Fund Consolidation Level: 3

v Enter Organization Code (* for All): 02230

v Entar Nirnanizatinn Cancalidatinn Cada- D COMCNL 4
<« | 1 | v

Enter Fund Code (* for All):

|T‘3.'pevalues here | m "

Refresh Values %2

To see the content of the list, please click the Refresh
values button.

|Entery0ur search pattern here |f?ﬁ -

I :_?) More Information

Select or type the values you want to return to reports for each prompt displayed here.

[ Run Query I[_“ Cancel ]

3. Once you have entered the prompts, click “run query”

4. Once the query has finished running, you will be prompted to open a report. This version
will contain the most up-to-date information.
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infoAdvantage Prompts

Running reports in infoAdvantage requires the user to enter the correct organization information to

retu

rn the proper data. Each report requires the user to enter different information.

e The prompts available to a user are dictated by the security settings in Vantage. A user can

search for an available code within the Prompt screen

e To search for the available codes in each field:
1. Select a prompt

2. Click

Refresh Values ﬂ

3. Alist of prompts needed to run the report will appear

Prompts x

Reply to prompts before running the query.

- CITLET TOLe T UL LTUTT LEVET.
Enter Organization Code (* for All): 02230
Enter Organization Consolidation Code: ORG_CONSOL 1
Enter Salary Projection Code: STATEWIDE -

fl 10 |p

v
W
W
v

2 Refresh Values %2 Enter Organization Consolidation Level:
Organization Exte... « | Organization Externa... ‘ > } |4 |
1 All State
Agency-Level 2
3 Department
Approp-DeptlD

= o b

4 | 1 | 3
September 11, 2012 12:21:14 PM GMT-U-‘lZUUv

| | -

| ?J Mare Information

Select or type the values you want to return to reports for each prompt displayed here

I Run Query |[ Cancel

4.

If you know the code you want to enter (Dept. ID, Fund, Business unit, etc.), you can manually
enter it in the field that says “Type Values here”. (This is only available in code prompts.)
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Prompts

Reply to prompts before running the guery.

% Enter Position - Employee (* for All): *
Enter Position Organization Code (* for All):
Enter Position Organization Consolidation Code: ORG_CONSOL_1

-
v

%  Enter Position Organization Consolidation Level- 4

v Entar Qalans Drainctinn (Cada- CSTATEWINE |
4

Enter Position Organization Code (* for All):
| ’ ] (~MNo selected value—)

Refresh Values %2

To see the content of the list, please click the Refresh
values button.

|T‘_\;pe values here

|Enter your search pattern here |fﬂ -
_ A
(2} Currently-selected values in listpox

1270000000

If you want to search for code, you can enter part of a code followed by an asterisks to return a

limited list of values in the search box.

Example: if you wanted to see only the AHS Dept IDs, in the search field enter “3*”. Then click
the binocular rﬁ icon. This will limit the list to all Dept IDs beginning with 3.
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5. To change the codes for a report, use the arrows in the center of the prompt box.

Drompts =
Reply to prompts before running the query.
- CITLET TOLe T UL LTUTT LEVET. A
v Enter Organization Code (* for All): 02230
v Enter Organization Consolidation Code: ORG_CONS@LTT
v Enter Organization Consolidation Level: 4 E|
v Enter Salary Projection Code: STATEWIDE -
< | m | »

v
Refresh Values ¥ Enter Organization Consolidation Level:

Organization Exte... « | Organization Externa... [ > ] |.r1. |
1 All State

2 Agency-Level 2

3 Department

4 Approp-DeptlD

4 | m | Y

September 11, 2012 12:21:14 PM GMT-04:00
| |d -

( i} More Information

Select or type the values you want to return to reports for each prompt displayed here.

(<]
The arrow pointing to the left -

The arrow pointing to the right will add items to the code list.

will remove items from the code list.
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Types of Prompts:

Fund Consolidation Code and Organization Consolidation Code
The fund and organization consolidation codes do not change. There is only one consolidation code for
both Fund and Organization. They are listed below. They do not need to be changed when refreshing a

report.
Fund Consolidation Code FUND_CONSOL_1
Organization Consolidation Code ORG_CONSOL_1

Organization Consolidation Level

Organizations are organized in a hierarchy that dictates how they roll-up to the total budget. When
entering prompt information, the user should be aware of what level they want their information. The
table below outlines how the consolidation codes relate to the budget roll-up.

Organization Consolidation Level Description

1 All State

2 Agency

3 Department

4 Appropriation Dept. ID

The consolidation level must match the corresponding level of the Organization Code. For example,
when running a report, if the user is seeking information a specific Dept. ID, he or she would need to
enter Organization Consolidation Level 4, and a Dept. ID in the Organization Code field (discussed
below). If the two do not match, the report will return “No records”.

Fund Consolidation Level

Funds are also organized in a hierarchy that dictates how they consolidate. When entering prompt
information, the user should be aware of what level they want their information. The table below
outlines how the consolidation codes relate to consolidation.

Fund Consolidation Level Description \
1 All Funds
2 Fund Type (Special Fund, Enterprise Fund,
Interdepartmental Transfer, etc.)
3 Fund

The consolidation level must match the corresponding level of the Fund Code. For example, when
running a report, if the user is seeking information on a specific fund, he or she would need to enter
Fund Consolidation Level 3, and the specific fund code (discussed below). If the two do not match, the
report will return “No records”.
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Organization Code

The organization code field is where the user enters the specific information they wish to retrieve. If he
or she is looking for information on a certain Dept. ID, this is the field where the Dept. ID is entered.
Similarly, the specific business unit or department code can be entered to return different levels of
consolidation.

Note: Entering an asterisk (*) in the organization code field will return data for all codes within the
selected consolidation level that the user has access to.

Remember: The organization code has to match the organization consolidation level in order to return
results.

Fund Code

The fund code field is where the user enters the specific information about a fund that they wish to
retrieve. The specific fund number or a consolidated fund (i.e. the total of a department’s special funds)
can be entered to return specific fund information.

Note: Entering an asterisk (*) in the fund code field will return data for all codes within the selected
consolidation level that the user has access to.

Remember: The fund code has to match the fund consolidation level in order to return results.

Salary Projection Code

The salary projection is run by the budget office at the beginning of each budget season. You should
select the salary projection code that is communicated to you by the budget office. This will allow
departments to run reports to verify position data.

Printing and Saving Reports

To print the report, simply click on the printer icon located in the menu bar. This will download the file
to your computer as a .pdf and it will allow you to print that file. If you would like to export a file to your

D i
o Document ~ hutton and

computer, click on the downward pointing black arrow next to the
infoAdvantage will present a menu of options. Hover the pointer over “Save to my computer as” and
you will have the option to save the report as an: Excel, PDF, CSV, or CSV (with options) document.

Choose the format that fits your purpose and save the file to your local computer.

Logging Out of infoAdvantage

When you are ready to exit infoAdvantage, you should always use the Log Out Button at the top of the
screen. This will ensure you have completely logged out of the session.
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Do No use the “X” to close out of an
| — | El | EE InfoAdvantage session. If you click

\ the “X” you leave the session open.
- Mﬁ} Leaving a session open could cause

performance issues if multiple users

are exiting from infoAdvantage this
way.

>

r Vermont

To properly Log Out of
infoAdvantage click the Log Out
Button before closing the internet

/ session

out | Log Out |
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Appendix A

Import and Export Functionality

Many forms and layouts allow for the import and export of data directly into budget forms. This
functionality is available for many forms but not all. Many users will find this feature extremely helpful
due to its integration with Excel.

First, select the Base Budget Request from the Budget Tasks menu

e, admin

Select Budget Request

Layout Code: |[BASE_BUDGET_REQUE Reguest Code:l Current Rank: I Search |
Layout Type: |Generic = MNarme: I Stage: I

raznization: | v Internet Explorer
New | Edit Copr Header | Copy all I View Deletel ngel Display |10 'Iltems

B [~ 1024 Financial Operations Base Budget Request

Elr 1040 FRH Test of Sarah Clark 1
B - 1023 Budget and Management Base Budget request 1
@ [v 1033 test 3420021000 1

Once the Base Budget Request is selected, select the Budget Lines tab, then notice the import and
export link on the page

(€ Budget Lines | | i - ] = - Page-

Edit Budget Re Budget Lines | hocument Attachments

- static Fields (i) \

Layout Code: [BASE_BUDGET_REQUE Layout Type: [Generc - Request P Request Name: [test 3420021000 Stage: [1
Organization: |3420021000

Return to Top

\ .
Budget Lines
Refresh Zero Qut | Display Sub Total: [T Select Model: | d |mpurt and Expurt

HMew Item | Copy Item | Delete Itemn | Export Import )Audit Trail Wiew Graph pigplay [10 _«] items  Wiew as CSY

Itern Page: 1 234 567801011121314 151617131320 [

-_ Budget Object Short Name l FY2011 Request Amount Justification Line Text
Actuals

#iooon | #sonnon | asirea]  E
@r 2 #rooon v #eoooan # E FECY I l—
Elr s oo #Hsonnen | E espez| & [
Bl 4 oo & #eoooro & E ssae[ = 1
Ers #0000 # #Hsor000 & E eerza| B [
Elr s #iooon | #soi0an 7 E 1383 E 1
Er - Moo | & #Msosoo 2 E ssaee [ = 1
Eir s #iooon | 4 #sozoo0 | E saagos[ 1
Er 3 Moo » Bsozsoo # E EEXTd = l—

#iooon & #¥soz000 | usz[  E
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Export

Select the ‘Export’ link, then on the following pop-up, select ‘save’, and save the file to a local directory

on your computer.

El[] 8 #ssio0 ¢ #s22216 & E 26,469 20,000 | 20,000 EH |
EBOs s » Ms22273 ¢ 3 [ o[ 662,000 [ [
B 10 #ssi00 # Ms13056 & 598,390 & |
I---IW_

Expand All | Collapse All

5o to top of page

| Save '! Cancel | x

Do you want to open or save BudgetLineltems.csv from vantage.peoplesoft.state.vt.us? Open

Click the downward pointing arrow next to “Save”. Then click “Save As” and the following menu will

allow you to place the file in a convenient location.

¥ Save As n
@ ~ A [ » ThisPC » Documents » v ¢ | Search Documents P
Organize New folder == v @
4 Favorites Name Date modified Type
Il Desktop | Custom Office Templates 11/25/2015 12:41 ..  File folder
l4 Downloads | Favorites 10/1/2015 9:05 AM  File folder
I FY 2017 Budget (5] My Data Sources 10/1/2015 9:05 AM  File folder
I Signed Contract 7 My Shapes 5/2/2016 .06 PM  File folder
I KEEP | OneNote Notebooks 1/13/2016 9:36 AM  File folder
<» Recent places LR 10/1/2015 9:05 AM  File folder
#m Desktop - Shortcut 11/13/2015 10:56 ...  Shortcut
> & OneDrive
4 & This PC
T Annla iDhAnAa 1] ( >
File name: \ BudgetLineltems v!
Save as type: jMicrosoft Excel Comma Separated Values File v \
“ Hide Folders Save | ‘ Cancel ‘

The download complete message will confirm that the operation was successful.

B s #ssi00 ¢ #2273 ¢ E 0 o| 662,000 [ |
B 10 #ssi0 ¢ Ms13056 598,390 [l [

MI---IW —

ixpand All | Collapse All

3 to top of page

The BudgetLineltems.csv download has completed. Open ~ Open folder View downloads X
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Import

Select the ‘Import’ link from the page. The file selection menu should then appear.

fé Import Budget Lines Data | |

rmve ADVANTAGE eugeting

§ e

Import Budget Lines Data

Expand &ll | Callapse all

- Import Data File

File: || I Erowsze. ..

i Cancel | Upload |

o to top of page

Use the browse to go to a directory or common location (like desktop) to locate the file you are looking
for. For Base Budget Requests, this needs to be a Comma Separated Variable (CSV) formatted file.

For the Base budget form, the file will also need to have specific rows and headers. These need to be as
follows:

L~ = BudgetLineltems - Excel Winship, Sam

Insert Draw Page Layout Formulas Data Review View Power Pivot Q Tell me what you want to do

g X Calibri = = = = B General v Conditional Formatting ~ gm Insert - O3 R
D E:‘*E = B I U - A‘ A' % g é = $ - % ’ [:.‘ Format as Table ~ Ex Delete ~ E] ¥ P~
Pafte ~ e B~ A. - € 3= - <oato [ cell styles - E\ Format ~ @
Clipboard & Font ] Alignment [ Number ] Styles Cells Editing
K17 v | i S
A B | C | D | E F [ G [ H | | [ J
1 |Fund Budget Object Short Name FY2015<br/>Actuals<br/> FY2016<br/>Original<br/>As Passed Budget Request Amount Justification Line Text
2 58100 507569 0 0 5,544,800
3 58100 507543 0 0 3,900,000
4 | 58100 516559 0 0 2,322,526
5 58100 525230 0 0 2,189,281
6 58100 516610 878,601 1,640,020 1,505,700
7 58100 513055 0 0 1,108,392
8 58100 516554 0 0 984,550
9 |58100 522216 26,469 20,000 20,000
10 | 58100 522273 0 0 662,000
11 | 58100 513056 0 0 598,390
12 | 58100 513057 0 0 387,729
13 | 58100 522276 0 0 314,060
14 | 58100 519081 0 0 310,000
157 58100 519085 0 0 291,189
16 | 58100 514010 5,732 0 541,203
17158100 516557 0 0 255,961
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Pay special attention to the column headers. They need to exactly match what is currently displayed in
the Base Budget form, or the data will not be imported and the system will return an error.

Downloads and uploads may take a few moments. This is especially true if there are more than 500
budget entries on your form.

After watching the progress bar complete the operation, you should be returned to the Base Budget
Request where the existing data now has the ‘strikethrough’ characters, and the new data is displayed
below it. This should look as depicted below.

PO ADVANTAGE  sudgeting

_Edlt Budget Request | Budget Lines | Document Attachments

= Static Fields m

Layout Code: IBASE,BUDGET,REQUE Layout Type: IGEHEI’\C 'I Request Code; [1038 Request Mame: Itest 3420021000 Stage: |1
Organization: |3420021DDD

Return to Top

Refresh | Zero Out | Display Sub Total: IF Select Model:l _v|
Mew Itern | Copy Item | Delete Itemn | Export Import Audit Trail Yiew Graph Disp\ayllD ~| Iterns  Miew as CSW

Itern Page: 1234 5678910111213 141516171819 20D P

Line Budget Object Short Name T |FY2011 Request Amount 4
Actuals
SO - 13 SRS - -

wros 0688

=7 A i 12088 508040 s E 17460 -
I Il 10006 500860 - £ 25382 -
B o4 10088 500878 - £ 55,916 -
s 10888 sg1808 - E 264,393 -
7 N i 12088 501040 s E 1353 -
= Il 10888 sg1588 - E 538,816 -
=7 A i 12088 502090 s E 544505 -
Broe omen se2ses - 13 S

If you are satisfied with the newly imported data, just go back to the Edit Budget Request Tab, and select
‘Save’. Again, this operation may take a few moments, because the system has to delete the existing
data, then insert the new data. You should then be notified that the operation was successful.
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Appendix B - Reports and Queries

infoAdvantage Reports

Budget Preparation Report List

Name

Department Budget Review sub folder

Budget by Major Object

Budget Detail Report

Budget Rollup

Excel Position Detail with Fund Splits

Excel Position Summary

Federal Grants Receipts
Grants to Non-State-Government Entities

Interdepartmental Transfers Request
Position Detail Report

Position Summary

Position Summary with Employee Details

Vantage Training Document - Ver.9/30/2016

ﬂ Description =

Contains reports to assist Agencies/Departments
with developing their budgets and presenting them
to Finance and Mangement

Will report Agency, Department, or Appropriation
Budget - listing expense accounts at the Major
Object Level

Will report Agency, Department, or Appropriation
Budget - listing expense accounts at the account
code level

Will report Agency, Department, or Appropriation
Budget - listing expense accounts at the Rollup level
(between Major Object and detailed acccount)

Will report your personnel costs, including
allocations

Will report your personnel costs, without allocation
Will display your Estimated Federal Receipts.
Provide this report in your legislative budget
package.

will display your Estimated "Grants Out". Prove this
report in your legislative budget package

Will display your Estimated IDT. Provide this report
in your legislative budget package.

Will display all details for individual employees
Position Report to be used in your legislative budget
package

Position Report including Employee personal details,
Not to be used in your legislative budget package.
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Department Budget Review Sub-folder

Name

Budget Detail Report - For Departmental Budget
Review

Budget Monitoring Report List

Name

Budget Detail to Actual Report
Budget to Actual Granular Data

o
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n Description <
Will report Agency, Department, or
Appropriation Budget - listing expense accounts
at the account code level. This report will
include all Decision Item Requests in the "FY2018
Department Total Request" column

ﬂ Description ~

Will report Appropriation level Budget to Actual -
at the expense/fund detail level

Lists all the fund and expense object combinations
Will report Appropriation level Budget to Actual -

Budget to Actual Report

Vantage Queries

Name B Description
Will display your BAA request/approval flow
through the current year BAA process
Same as BAA_ADJ_QUERY, except it reports by
Fund instead of expense object
Will display your Budget reqeust/approval flow
through the current year Budget Process
Same as BASE_BUDGET_PROCESS, except it
reports by Fund instead of expense object

BAA_ADJ_QUERY
BAA_ADJ_QUERY_FUND
BASE_BUDGET_PROCESS

BASEBUD_PROCESS_FUND

EXPENSE_BY_FUND Displays expenses by account code and fund.

Displays one selected account code totals for
all Dept. IDs by fund

Same as above except user needs to define
which fund to return values for.

OBJ_BY_DEPTID_ALLFUN

OBJECT_BY_DEPTID

Vantage Training Document - Ver.9/30/2016

at the expense/fund rollup level

ﬂ Rules, Tips, or Tricks >/

Must enter a DeptID, BU, Agency code, or you
can optionally enter a fund

Enter TOT_EXP in Budget Object Code field
Must enter a DeptID, BU, or Agency code

Enter TOT_EXP in Budget Object Code field
Enter organization ID and enter desired time
period under Time Period Selection.
BY_FINAL_AS_PASSED will return the final
budget numbers for the budget under
development.

Select BY_ADMIN_TOT_REC for the
administrations total reocmmended budget.
BY_FINAL_AS_PASSED for final figures for
budget under development.

Use ALL_FUNDS rollup if you want to see all
spending statewide.
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Appendix C - Modeling Functionality

In order to better support the budgeting process and the needs of the end user community, the State of
Vermont executed a change order with CGI to procure budget modeling functionality. This
enhancement allows the Vantage user to select a standard statistical model equation on the budget
lines tab of a budget request and apply it to selected row(s) and/or entire column(s). The calculated
results are apparent in the posting/entry column(s) of the request record.

The available Model equations are:
e |nflation/Deflation Model
¢ Average Model
¢ Linear regression Model
¢ Distribution Model which includes Even Distribution, User-Defined Distribution, SMART
Distribution and Target Distribution

Model Descriptions

Model Name Model Equation

Inflation/Deflation Model | ¢ Model enabled on Budget Layout — Models tab

® Fquation parameters specified on the Budget Request -
data tab = Select the columns/cell/row and define
inflation/deflation number

Average Model * Model enabled on Budget Layout — Models tab

e Equation parameters specified on the Budget Layout or
Budget Request - data tab = Select the column as input and
select the columns to which the average should be done
posted

Linear Regression Model | e Model enabled on Budget Layout — Models tab

e Equation parameters specified on the data tab = Selects
the time periods used to calculate the regression (in
chronological order)

* Equation parameters - Posting Columns selected on
budget request - data tab

Distribution Model * Model enabled on Budget Layout — Models tab
(example: Even * Equation parameters specified on the Budget Request -
Distribution) data tab = Select the column(s) as input and select the

column(s) to which the distribution is applied.
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Modeling Usage in a Base Budget Request
Navigate to the Budget Lines tab to review the rows that have pre-loaded. Several display columns are

included in the request to provide variation in the use of the models.

Edit Budget Request I Budget Lines | Budget Marrative | Docurment Atachments

- StaticFields (]
Laycut Code: [BAZE_BOC_NODELING Layout Type: [Gerere =] Request fade: [583 Request Hame: [Faop - Hodelrg, Stage: [1

arganzatian: [E100000700

EELUrn to Top

Emfrash Zarn Gut | Display Eub Tetal: ||- Select Madsl: | =l

faw dtem | Copy dtem | | Delsts dter | Expcet Impert fucitiral MiewGrash pisplay [10 ] tems  gise

Te=m Page: 1234 Iremms 21-30 of 37 [F]

R i A== e e e
Actmals  Jichuals Bctuals A chisnls s Passed Budget
Elr = s Wsazm & E £E1E 58,750 15,051 58,208 R = I
Er == s | Wi+ E 44,7400 155,041 107,602 B009% 0,093 [ = I
Br = Mmes s Bz & e o 0 z.44m Lrir 1717 [ = I
Br = mm s W v e 14 b an zar za7 [ I
HAr = ESTRS Blszzn & E o 256 [k L13& 5033 w037 | I
Select lines 16, 17, and 18
[N 25 Mzos & Asoseo 2 E EH 022 16,301 L] | = [
fAwle  Moows »  Mrovom v E 45,341 21,348 16213 anatz amarz [ = I
_='||E 17 nos o Bleocon 7 E 43,087 203,145 3@5,021 111,267 mzer|[ 00 = Y
=1 e F el | — r -
In the header area select the Average model from the Select Model drop down
Refresh | Zero Out | Display Sub Total: [ Select Model: =]
Newltem | Copyltem | Delste item | Export DISTRIBUTION - Distribution Model Miew a5 CY
INFLATE_DEFLATE - Inflation/Deflation Model
LINEAR_REGRESSION - Linear Regresssion Model

In the Average Model maintenance window select Request Amount in the Apply To drop down. In the
Time Period Selection box shift-select all the PYX_ACT time periods. Then, click the Add button. The
selected time periods should appear in the adjacent selected time period box. Note: the equation
appears automatically. Your model should appear as the screen shot.
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Average Model

Request Amount = AVERAGE!"PYS_ACT,PY4_ACT PYI_ACT.PYZ_ACT")
Modzl Equation:

Apply |
Canc=l

I L=

*hpply To: Ichuest Amount 'I

 Tine Ferfod Felection

Requecst Arnount Aadd PYE_ACT Bermave

Cr_A5_PASSED P74 _acT
PY3_ACT
PTZ_ACT

#Time Periad: *Selected Time Perod:

Click the Apply button and then scroll in the budget lines to find your results. Enter “Average” in the
associated justification line fields to make note of what model was applied.

BT D500 4 E E- 1,00 16,901 o8 o8 0,513 [ [Hvarags
BZEL el oo 2 e 48,541 21,340 182,134 43,972 4ssrz [ rooss [2 [erorag
HF ar s o 07800 4 E 42,087 03,146 325,081 111,267 111,267 [ 170,633 [ [evarata
o A Pl — P

Next, manually enter the following amounts in lines 1, 2, and 3 as shown below.

[terma 1-37 of]
Budget Ohj=ct
rY Zmnn FY ZEans FY 2010 ry zonn Y 20013 Original
Actuals Actuals Actuals Ackuals s Passed Budgok
Era B # laEnascln # a8 468 50 [
oz WBzas & 070 £ o a i 0,205 20,205 [ 21,000 (&
Er = [ JEmreTy " lﬁanﬂn ¥ E (] o i 117 1w zo0 [E
J—

Then, make sure lines 1, 2, and 3 are highlighted and click the Select Model drop down and highlight the
Inflate/Deflate model.
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Eefresh I Zern out I Display Sub Total: [ Sslect Model: _;I

AVER ) |
pewttern | | goppitem | | Delemitem | Escort lmpo iE HEGEE :[E"i"""'g:’s{;"’id“i ii " i?l View ai CEY
LINEAR REGAESS[OM - Linaar Aeqrasssion Modsl Tterns 1-37 of
Line  Fumd Budpet 0hject Short rame Justification Line Tesxt
FY 2000 F¥ 2003 O ginal
Actuale A Pacsad Mﬂg-t

w1 mE 505000 < Ahi BTij=
HF e Bns o L T E o o ] 20,295 20205 [ 21,000 @)
HrF a {0 Rl 505000 & E a n o iy iy 20 (] I

Follow the same parameters as displayed in the following screenshot. In this scenario, you are increasing
the amounts in the Request Amount field, per the selected rows by 25%.

P ADVANTACE audgering

Inflation/Deflation Model

IMFLATE("PER CENTAGE[25)","Request Amount”) | spply |

_I Cancel |

Madel Equation:

—InflationDefiation
TRlus/Minus: |+ vl *Percentage’Dollars: |’e'o v| Tualue: 25

— Time Papod Felection

REmove |

Feguest &mount

Click the Apply button and then view the results. Make sure to enter the appropriate details in the
justification lines.

Rudget Bibject
FY 2o08 FY zo0ma FY 2010 FY¥ 203 Owiginal
Actuals Actuale Actuals Ax Passed Budget
] o ] LT

Hw 1 P o s o

I[nlrals by E5%

G = B #Bearan & E o o o 20,295 [enflate by 255
BF a Bzt & Benzom | E i 1 a 117 [inciate by 252

Next, select rows 20, 21, 22, and 23 as shown below.

: — — T T
Elr m PR @ L E o ] o 428 35 423 | = I
ErF a m # m.;' E =01z 69,7329 ELE mm,ze on, 250 | EZ| I
BF = MRows 4 L ey E 44,760 155,041 187,658 0,053 B0,093 [ (=] |
EF 22 #pws v #Emm o 3 ] 0 448 177 1.2 =] [
Elr .o #Cog o Mmoo e 1 M " a2z [ = [
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In the Select Model drop down box click the Linear Regression model. Note: In order to derive expected

results, the source time periods must be chosen chronologically. Set up your parameters according to

what is shown below.

Maodel Equation:

Timne Period Selection

*apply To: IRequest Amount 'I

Request Amount — LINEAR REGRESSION{'PYE_ACT Pv4_ACT,PYa_ACT,Pve_acT"]

;I Apply
ﬂ Cancel |

Reguest Amount Add
CY_AS_PASSED

Prd_acT
Pri_ACT
pra_acT

Prs_ACT

Rermmove |

Click Apply and then view the results in the selected rows as shown below. Remember to add details in
the justification lines. Note: row #20 shows no progression as the sources show no trending.

Ar 20 #Mze » Bz S E 0 1 i 3525 35423 [ 95023 = [lrear Ragrasson |
GEAFL T Boiamn & E 54a12 £85,738 18,951 BE,255 26,258 [ 104,865 3 [Lrear feegressian
Bimzz Mmes & Boaew o 3 44,700 155,041 107,002 o0.0m anosa [ 151,590 [Grear Fegression
Elw 22 Moot o P BT E il i 248 1,717 1,717 [ 2,041 [ llrear Reqracaan
T err—alP S rrrorre - o - : z e e—
Next, highlight rows 25, 26, 27, 28, and 29, as shown below.

Sl s e o Bsooo o E n 45k 1136 £,05% soaz] = 1
B B L e E ] I 53,036 78,618 mes] m 1
BAr =2 #ons + M5znzn |+ E ] 1,276 1,160 2,005 s B I
SF @  Bms ¢ PEzooo o E o ] 1352 5,437 EREEE = I
EF = #onz o Bz o E ] 110 £} ] ml E= 1
el P wea— . 0] pe—— | e— | —

Then, in the Select Model drop down click Distribution to see the following window. Note: the
Distribution model is defaulted to the Even type distribution function.

Vantage Training Document - Ver. 9/30/2016

Page 81




Distribution Model

“Dstribution Type: IG' Even Distribution ¢ Uger Distribution ¢ smar Dicibution © Target Distribution Apply
;_I Cancs| I
[

WMaodsl Equation:

*Distribution Proportion: I

Sowrce Time perod Selection

] PlusMminus: vI PercentagesDollars: | x| value: |

tZource Tinme Period: |

Foshing Time Ssriod Seisction
Re=quest Amount Add ‘ RErmoye

Next, click the Target Distribution model. Note the change in parameter fields.

Distribution Model

Apply |

“Distribution Type: IFEven Distribution € User Distribution ¢ Smart Distribution & Target Distributian
;I cancel |

[~

Model Equation:

Targst Distribution Parameters

*Source Time Period: I ~| source Total: |
*Paosting Time Periad: I '] #*Target Total: | 2}

=

In the Source Time Period field select CY_AS_PASSED. A total amount for the selected fields per the
CY_AS_PASSED time period appears in the Source Total field ($92,667).

Distribution Model

*Distibution Type:  Even Distribution ( Uzar Distribution € Smark Distribution @ Targst Distribution Apply
ﬂ Cancel |
=

Madel Equaton:

Target Distribution Paramsters
*Zource Time Period: |CT_A%_PASSED «| Source Total: | 0z ,667

*Posting Time Period: | -] *Target Tetal: | [

In the Posting Time Period field select the Request Amount option and then in the Target Total enter

$100,000.
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Target Distribution Parameters

*Source Time Period: [CY_AS_PASSED x| Source Total: | 92,667

*Posting Tirme Period: |Request .C'.rncuun‘t.;l *Target Total; | 100,000

Click the Apply button and then scroll to view results. The amounts in these selected rows are
distributed per the amounts in the CY_AS_PASSED amount fields by $100,000. Enter details in the
justification lines.

Ar s #os ¢ Mo 4 E 0 Bs6 113 8,033 I [rarget Distribusion |
Ar s Mo ¢ Ham 4 E 0 I 53,036 7519 m613] s B [rarget Distribusion |
Ar o s 7 @IM ¥ E n B 1,160 2,005 Z005 lm El IW
Ar= #oaos ¢ Msam s E 0 I L5 5,047 sar| 6pur B [rarvet Distrbution |
Ar» #as ¢ M7 E 0 1 5 7 I [rarvet Distrbution |

Save the request and then scroll to review all your changes in the form. You should see results similar to
the screen shot below.

HAr 15 ALmos 4 Wasamn E 3 21,022 16,900 9& L YRR [Avorsas

=~ 1s oo & Bzoram # E 46,841 71,348 167,134 49,972 aga7z [ 7o,088 [ |average
Ar v #pms + PEmew E 43,007 208,146 325,021 111,267 11,267 [ 1roeas G [reorsts |
- 12 oo ¢ #aow # E o 1 0 3,500 e[ —
HisECEE. . T Bz £ 6ABE 0 516 2077 rore [ —
B = o # BEmw S E o 1 o ELPEE] amazz| =maz W [Creer Regresson
fAr s Lo ¢ PEsso S £ 5812 9,739 35,951 #6,208 Ba,zee [ 10866 [ [Cruear megressn
Er = ﬁlm # ﬁlm # E 44,760 155,041 187,652 80,093 o5z [ 1eLeee [0 [Creer megreszien
A oz ®Ros ¢ @EE0 S £ o 0 2443 1,717 L7 zaan [Crar Rogresson |
B =« Mo s [ = E 14 70 ; 2t [ mW —
Elr =  #Qmos ¢ BEzoim & e o B i 5,035 LX) T [Targat Cistibation
Er = Mos s Bz E o o 53,03 78,615 7eie [ 640 ) IW
Elr z  #Qoms & Bz E o 1,276 LD 2,008 zocs [ zaes [H [Target Cistribation |
Er = #Im & ﬁm W e o o 1,9%2 5,937 sor [ eaor 5 [Farget Cistribotion |
Blr = Qoo & Weznee B o 140 =1 E = o= [Targat Cistribetion |
(BNl . TR Bz = o il 0 131 PRt | |  ——
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Appendix D - List of Budget Forms in Vantage

Find a list of all the budget forms a department user may use within Vantage:

Name

New Decision Item

Estimated Federal Receipts

Interdepartmental Receipts Form

Special Fund Revenues

Department Current Year Budget Adjustment Act Request
Grants Out Inventory

Department Base Budget Request

Narrative

Department Narrative

Agency Narrative

Excess Receipt Request

AAF - 200 Adjustment

DAB - 26 Adjustments

AA-1 Adjustments

Current Year Administrative Adjustments
Statewide Reduction Adjsutments

Emergency Board Adjustments

Reversion Adjustments

Department of Correction transfer Adjustments
Global Commitment Special Fund Adjustments
Rescission Adjustments

Pay Act Appropriation Adjustments
Carryforward Adjustments and Encumberences

Program Refinement

Vantage Training Document - Ver. 9/30/2016

M Description

Use to enter budget reductions or
augmentations due to policy changes or
additions to personnel

Enter the amount you department will

receive in federal grants - list the CFDA # and

the Name of the grant in the Justification
Line Text field
Enter the amount you department will

receive in interdepartmental receipts - list the

DeptID and the Name of the 'giving'
appropriation in the Justification Line Text
field

Enter the estimated revenues of the SFs for
which your department collects revenue
Enter any change requests to the Current
Law budget that required in BAA

Enter the amount your department will
distribute in grants to non-state entities
Use to enter 'service-level budget for the
upcoming fiscal year

Enter an Appropriation Level description for

the Budget Book

Enter a Department Level description for the

Budget Book

Enter an Agency Level description for the
Budget Book

Use to enter Current Year Administrative
Adjustments

Use to enter Current Year Administrative
Adjustments

Use to enter Current Year Administrative
Adjustments

Use to enter Current Year Administrative
Adjustments

Use to enter Current Year Administrative
Adjustments

Use to enter Current Year Administrative
Adjustments

Use to enter Current Year Administrative
Adjustments

Use to enter Current Year Administrative
Adjustments

Use to enter Current Year Administrative
Adjustments

Use to enter Current Year Administrative
Adjustments

Use to enter Current Year Administrative
Adjustments

Use to enter Current Year Administrative
Adjustments

Use to enter Current Year Administrative
Adjustments

Use to appropriately enter you Program
Budgets

o
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B User Type

Department User

Department User

Department User
Department User
Department User
Department User
Department User
Department User
Department User
Department User
Department User
Department User
Department User
Department User
Department User
Department User
Department User
Department User
Department User
Department User
Department User
Department User
Department User

Department User
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Appendix E - How to Review Positions and Employee Information using
infoAdvantage Reports

[ 8= wew~- Add - Organize - Actions ~

= Al Title
>Login to infoAdvantage Ty o ¥ Budget by Major Object
4 G InbOX NOT For Legislative Budget Package
>Document List & 150 public Folders ¥  Budget Detail Report
>PublicFolders ® 1L Report Conversion T¢ For Legislative Budget Package
= I&J vermont Reports ¥  Budget Rollup
>VermontReports .50 AsPassed Budget  For Legislative Budget Package
>BU dget Prepa I'ation Budget and Mana ¥  Excel Position Detail With Fund Splits
Budget Monitoring
>Chooseceither ‘Excel Position $ | excel Postion Summary

,
Summa ry (n o ¥  Federal Grants Receipts

fund/appropriation allocation For Legislative Budget Package
- f t ,E l P - t ¥  Grants to Non-State-Government Entities
Informa IOn) Oor eXcelrFosition For Legislative Budget Package
Detail With Fund 5p||ts' ¥  Interdepartmental Transfers Receipts
. For Legislative Budget Packag
>Double-Clickto Open the - g PR s ‘
repo rt NOT For Legislative Budget Package
¥  Position Summary
i For Legislative Budget Package

¥  Position Summary with Employee Details
NOT For Legislative Budget Package

MM nfoAdvantage

#; Home  Docurentlal Open - Sered To = el Praerences Abou | Log Out

¥ Docemmst = vaew = [ 5 M o O (e B D Bewean o iy T o

i Pt

>Click ‘Refresh All’ to open the Prompt Screen

Fatos Dote eptemtns 11 26174 0918 M GUIT_34 90
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#; vome | Dot Lst | Opm = Send To » Vel Preleresces Abod Leg

s ]
w Docomset + Vew « 05 M loes Jeim a[i_Jn s m B Emreaadd - (O Trach W

Ln e
(5 satvance
Rrsee Posde

Erase Poste
q

>In Position Organization:

enteraDeptID, Business s .
Unit, or Agency Code : :
>In Position Organization
Consolidation Level: e
| enterthe corresponding i
level—2=Agency;
3=Department(BU);
4=Appropriation(DeptlD)
>Click ‘Run Query’ | ) o

Afterthereporthasloaded, you may

exportitto Excel for easier use. To export i e ey ol tate.
to Excel: A M infoAdvantage
>Clickthe arrow to the right of Document 2 Home ment List | Open ~ | Send To -

>Scroll over ‘Save reportto mycomputer || Web Inteligeice - Excel Position Summary
as’ ' Document|«| View ~ | [ 25 | 3 | @ - |[100%  Je W 4[1_]nr

Close

>Click ‘Excel’ Eat

a Save CrS
10000
Note: you mayhaveto Open or Savethe ol 10000
. . Save to my computer as »
excelfiledependingon your browser and 10000
. tt Save report to my computer as » Excel
security settings
ty g 020008 27105 L7
020010 15747 | Text
020014 00290 10000
020069 00277 10000
027001 78409 10000
027003 17829 10000
027004 10000
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Review Positions and Employees

* Be sure to review the following: employee
funding and appropriation allocations grade;
step; classification; etc.

— We will not be making changes to benefit
selections (few exceptions may apply).

* Highlight any changes to make for your
FY2015 budget, and coordinate with your
budget analyst to make those changes.
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