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Getting Started

Welcome to the Operating Budget Management System (OBMS) where the
New Mexico Public Education Department (NMPED or PED) manages and
coordinates the budgeting process for all its entities. An entity is any of the
following educational institutions:

= School district

= Charter school (local charter school and state charter school)

= Bureau of Indian Education (BIE) school

= Regional educational cooperative (REC)

= State-supported school

= Post-secondary institution

= Community-based organization

NMPED creates and edits budgets during the budget season—April 1 through
June 30—for their July 1 through June 30 fiscal year or Budget Year.

Using the New Year Setup process, certain roles at PED create new budgets
each year. Next the entities edit those budgets and then PED goes through
the budget approval process.

About OBMS

NMPED can safely submit and efficiently manage their budgets and financials
online with OBMS. The web-based modules in OBMS automate the
submission and email notification approval process for school budgets,
budget adjustments, actual costs, and reimbursement requests. OBMS works
as a single data repository and includes a set of utilities with role-based
security features.

Because OBMS is a fund accounting system, all the budgets are arranged by
funds. NMPED uses OBMS to:

= Provide accountability.

= |Improve operational efficiencies.

= Save administrative costs and cut administrative time.

= Reduce slowdowns and disconnects between process steps.

= Track and trace data to enhance reporting.

= Compare performance between school entities with data and trend
analysis.
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The navigation bar across the top of screens helps you quickly go where you
want in OBMS. This is the main navigation bar for OBMS.

R

f 5 A NEW ME XI1CO -
& Public Education Department

Budget | BAR | Actuals | RfR | Reports | Maintenance

OBMS User Manual

The OBMS User Manual, Volumes 1 and 2, gives an overview of OBMS and the
main OBMS procedures for financial staff at NMPED entities, including:

= Qverview of processes, roles, and responsibilities

= Procedures and information about Budgets and Budget Actions, Budget
Adjustment Requests (BARs), Actuals, and Requests for Reimbursement
(RfRs).

Approval procedure names followed by a PED Code in parentheses, such as
(PM), mean that role performs the procedure. In this case, a Project Manager.

At the back of each volume of the OBMS User Manual is an alphabetical list
with descriptions of the acronyms and terms in this manual.

Other Support

The OBMS User Manual is one of the support resources available for your
OBMS work. As an alternative resource, training videos are available covering
the main OBMS procedures from this manual. If you run into an issue while
using OBMS, submit a Help Desk Ticket by sending an email to
OBMS_support@respec.com with a detailed description of the problem.
Screenshots are greatly appreciated.

Important Information

= When data is stored on local user computers, the security of the data is the
responsibility of the user.

= All data is public so viewing data is unrestricted.

= Round amounts to the dollar for budgets.
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= Only entries with no errors can receive approval.
= You can always go back if you make an approval mistake or other mistake.

= You can display and print all reports. You can also export reports as a PDF,
in Excel formats, or in other file formats.

Chart of Accounts

OBMS uses Chart of Accounts (COA) lines throughout the system. The COA is
composed of six elements—Fund, Function, Object, Program, Location, Job
Class.

COA Element Description

Fund Configured for a budget. Same for revenues and expenditures.

Function Revenue lines: Always 0000.
Expenditure lines: What the budget is for.
Examples: Student services, instruction, or administrative services.

Object Revenue lines: Where the money comes from and how it’s generated.
Expenditure lines: Where the money is going and how it’s spent.

Program Revenue lines: Always 0000.
Expenditure lines: Specific program in the object.
Example: Object is Salaries Expense and its Program is Fine Arts.

Location The location of the entity from which the revenue comes.
The entity’s District Office: Always 000.

Job Class Type of job budgeted.
Examples: Grade 1-12 teachers or instructional assistants.

The next chart describes PB (Pending Budget) and the numbers that follow it
in a COA line. Try viewing the chart at 200% to read the smaller text.

PB037202211000 41110 0000000000000000000 0000.0000

Budget Status

3-Digit Location (Entity) Code. Fuil focation code would be 037000

(From here on is Money. Estimated omount. FTEs are last two). Estimated Amount
Projected FTE.

¥ DISTRICT CODE FUND €OD — A —— ESTIMATED FTE
ENTITY DISTRICT CODE OBIECT CODE ENTITY LOCATION COD8 IMATED BUDGEY AMOUN

PB 037 2022 11000 0000 41110 0000 000 0000 000000000000 00032956 0000.0000 0000.0000

BUDGET SUOGET YEAR FURCTION CODE PROGRAM CODE 108 CLASS CODE PROJECTED BUDGET AMOUNT ROJECTED FT
STATUS
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Folders in OBMS

Many screens in OBMS include folders on the left side. Sometimes they’re
open and other times they’re closed, as you can see here.

Seiect BupcsT
Budget Year: Budget:

2021-2022 ~ Albugquerque -~ Select
BuoaeT States: ApwsTen Buncer
Buocer TortaLs
Buocer Fusos

The SeLecT BUDGET folder is open and you can see what’s in the folder and
make selections. The other three folders are closed.

If you want to open (or expand) closed folders to see their contents, make
selections, or enter data, click the folder. If you want more room to see the
contents of other folders, just click an open folder to close (collapse) it.

File Formats

All entities that work with budgets can exchange budget data and actual
revenues and expenditures with OBMS regardless of the system they use.
OBMS makes it possible to import or export this data by using either of these
file formats—a fixed length records file format or a comma-separated values
(CSV) records file format.

For more information about using file formats to import and export data with
OBMS, see Import and Export File Specifications for the New Mexico Public
Education Department (PED) Operating Budget Management System.

To log into OBMS

1. Go to http://obms.ped.state.nm.us/PED_OBMS/Login.aspx to display
the OBMS Login screen.

,_;f"(‘“ —ﬁ'}i\é" NEW MEXICO a l
e ') Public Education Department §#

OFEAATIVG Bonet Manaruent Sviiry (PED2KT7 Dewo) Logged In: Nobody

OBMS Login
Login TD:

Password:

Version: 9.7 - 8/25/2021 2:03 M
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2. Next to Login ID, enter the ID your administrator assigned to you.

3. Create a strong password following current requirements, keep it in a safe
place, and change it frequently as recommended. Next to Password, enter
your password and click the Login button.

This takes you to the OBMS BUDGET HOME page.

Budget | BAR | Actuals | RIR

Delete ALL Messages 't Msgs per page: 10 v

2 48844 message(s).

MR from  Subject

Date

System has automatically approved the Las Cruces BAR 017-000

f OBMS 2122-0018-18 for Fund 24175:Carl D Perkins Secondary - PY Unliq. o/sa8/2021

| eryligatrionrs” AN o S i - - i

B O omar D e he e e Ay BAR L0000 o /na023

[ O s R e ot Lo ga 087 0G0 SUAT 91072022

B O one T e e e e e ana St a/asai
= oBMS Zylm;;_nl‘l :::—‘;:,‘:;:T:;g;I:)ve:':ps':r‘:,;'ilho (Zfrf"nl nAft ()(:I 00o0- 70;)] - 9/8/)()117
T e e e o

+

B O o e e s oF Nwast VU= g/ 73023

I e e R e

O ese TS T n e e o 7730

e OBMS PED requests supporting documents for Request 001-000-2021- 9/7/2021

= 24146 0007 for Fund 24146 be transmitted by Albuquerque
12345678910,

' CHANGE PASSWORD

Home | Logout | Feedback | Training

On this page are messages and at the bottom left, CHANGE PASSWORD. For
details about budgets, see the Budget section of this manual.



Operating Budget Management System Volumel v1.0
OBMS User Manual January 2022

Roles and Responsibilities Table

The next table shows PED roles along with the PED Code and responsibilities
of each role. The roles are grouped in categories and then listed by authority
level in each category.

Role PED Code Responsibilities
Entity
Superintendent SP Approves BARs after Business Managers submit

them, then sends them back to the Business
Managers to submit to PED.

Business Manager BM Submits budget to PED, submits BARs to
Superintendent, submits BARs to PED, submits
RfRs to PED.

School District SDOCS Enters budgets, BARs, and RfRs.

Charter School SDOCS Enters budgets, BARs, and RfRs.

District Program DPM Approves Dependent Charter Transfer (DCT)

Manager Flowthrough for RfRs and Funds.

District Fiscal Manager DFM Approves DCT Flowthrough for RfRs and Funds.

Budget Bureau

Budget Director BD Gives final approval of budgets.

Budget Supervisor BS Approves and overrides budgets after BA approval.

Budget Analyst BA Responsible for all entities that work with budgets,

approves budgets and BARs for assigned entities.
Belongs to the Budget Bureau and reports to the
Budget Supervisor.

Stat Book Staff SS Accesses the Stat Book generator.
User Administrator UA Sets up or modifies user accounts.
Special Education EA Administrator for Special Education Funds.

Administrator

Program Bureau

Deputy Secretary for DP Appointed by the Governor of New Mexico.
Programs
Program Director PD Director of the Program Bureau. Inherits entity and

fund authorization from the Program Supervisors
and people who report to them.

Program Supervisor PS Supervises Program Managers in the Program
Bureau. Inherits entity and fund authorizations
from their reports and people who report to the
Program Managers.

10
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System Administrator

Role PED Code Responsibilities

Program Manager PM Responsible for specific entities and funds, makes
sure funds are spent appropriately, approves RfRs
after Business Manger submits them to PED,
approves BARs after Business Manger submits
them to PED. Belongs to the Program Bureau.

Fiscal Bureau

Deputy Secretary for DS Appointed by the Governor of New Mexico.

Finance Administration

Fiscal Director FD Manages the Fiscal Bureau.

Fund Supervisor FS Approves RfRs after Fund Analyst approval.

Fund Analyst FA Responsible for all entities and for specific funds,
makes sure proper amount of money is spent
appropriately, approves budgets and RfRs after
Program Manager approval. Belongs to the Fiscal
Bureau. Formerly known as Fund Manager.

Fiscal Clerk FC Clerk for Warrant entry only.

Grant Fund GFA Sets up new Federal, State, and Local Grant Funds.

Administrator

Grant Administrator GA Administrator of Grant Allocations.

Internal Control IC Fiscal person who performs internal control audits.

Share Clerk SC Share synchronization clerk.

Capital Outlay Bureau

Capital Outlay Director CoD Sets up or modifies Capital Outlay.

Capital Outlay Analyst CA Works on Capital Outlay. Delegated by Capital
Outlay Director.

Other Roles

Secretary of Education SE Appointed by the Governor of New Mexico.

OBMS SA Creates and updates OBMS user profiles, reads and

updates data in Maintenance screens including
Entities, Messages, Chart of Accounts, and
Assessed Valuations.

11
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Budget

From April 1 through June 30, PED creates budgets and the entities edit
budgets. All other OBMS budget functions are available from July 1 through
June 30. After an entity edits a budget, the budget goes through the approval
process.

Going to the Main Budget Pages

1. After you log into OBMS and the OBMS BubGeT HOME page displays, you
may see a list of messages. At the middle of the screen, click the Budget
link.

gt | BAR | Actuals | RIR | Reports | Maintenance

2. This takes you to the BUDGET AcTIONS page with the navigation bar where
you can click any link to go directly to the page.

Budget Actions | Budget Entry | Budget Uploads | Budget View | Budget Estimates | Budget Utilities
| Reports | Home

This section covers the following budget tasks:

= Viewing Budget Actions

= Editing a Budget

= Approving Funds and Budgets

= Viewing Budgets and Budget Estimates

Viewing Budget Actions

You can view each action taken for a budget, the date and time of the action,
and who took the action. Some examples of actions are budget adjustments,
approvals, submissions, exports, imports, and schedule creations.

To view budget actions

1. At the far left of the navigation bar, click Budget Actions.

2. Select the Budget Year and the Budget. This opens up the BUDGET STATUS:
ADJUSTED BUDGET folder, which shows a list of budget actions.

12
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Budget Act

Budget Year: Budget: :
| 2021-2022 v| |Albuquerque ~ | Select |

Status: 2021-2022 Albuquerque Adjusted Budget

Action Date By Whom

Adjusted Budget 9/1/2021 12:30 AM  OBMS Administration
Adjusted Budget 9/1/2021 12:30 AM  OBMS Administration
Adjusted Budget 9/1/2021 12:30 AM  08MS Administration
Adjusted Budgat 8/28/2021 12:30 AM OBMS Administration
Adjusted Budget 8/3/2021 8:51 AM  Valerie Padilla
Adjusted Budget 7/23/2021 2:38 PM  Susan Lucero
Budget Finalization 7/1/2021 12:32 AM  OBMS Administration
BS Approval 6/30/2021 4:12 PM  Vince Vigil

Approval Override 6/30/2021 3:02 PM  Reiner Martens
Submit Budget 5/25/2021 8:23 PM  Julianne Mix

Import Budget Submission 5/25/2021 9:41 AM  Mihaela Marin
Export Budget Template  5/24/2021 5:52 M Mihaela Marin

Reset Exported 5/24/2021 5:52 PM  Mihaela Marin
Export Budget Template  5/24/2021 5:41 PM  Mihaela Marin
Reset Exported 5/24/2021 5:23 PM  Mihaela Marin

Export Budget Template  5/24/2021 4:47 PM  Mihaela Marin
Import Budget Submission 5/20/2021 10:57 AM Mihaela Marin
Export Budget Template  5/20/2021 9:54 AM  Mihaela Marin
Send Budget Template 4/15/2021 7:55 AM  Reiner Martens
Create Budget Schedule  4/14/2021 11:43 AM Sara Cordova
Edit Assessad Valuations 4/14/2021 11:43 AM Sara Cordova
Create Budget Template  4/14/2021 11:43 AM Sara Cordova

3. Click the BUDGET STATUS: ADJUSTED BUDGET folder to close it, and then click
the BUDGET FUNDS folder (near the bottom of the example), to see a list of
funds and their approval status.

13
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o NEW MEXICO

¥/ Public Education Department

Budget Year: Budget:
2021-2022 v | | Albuguerque v |  Select |

| Bunger Stanus: Apasten Bunoer

| Buocer Toais
Revenues: 1,621,070,270 Expenditures: 1,621,070,270

Ed MMI}

Code Fond Revenue Expenditwe  Diff Approved Action

19000 Opeanonal 76667518 776,667 518 0 NA

00 Pups Trarsgoraton 20081166 20081185 O / **_
14000 Yotal Instructicns’ Mateetals Sub-Fund 2 K225 5 / *‘ *.

62436727 0 NA

o
1N

00 Amieics 2522 065 252085 0 NA

215121 Bl 21 Bl

15145782 15144782 0O NeA
e |- ESEA 42832049 4282040 9 / **‘

5 Ertitement IDEAS 2180768 2030768 0 /*-*f
e T

|
|

i

v This Flowthrough fund is fully approved by an NMPED Program
Manager (PM) and a Fund Analyst (FA).

*‘ An NMPED FA or PM approved the fund. The stamp shows FM or
PM.

Note: The FA approval stamp shows FM instead of FA because Fund
Manager was the former title of this analyst role.

To see the role of the person who approved the fund

&

Hover over the approval stamp icon.

14
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= Click the icon to display status details.
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The next example shows the contents of the 11000 — STATUS folder. When you

click the icon by Code 11000, the folder’s contents display.

' @ 21000 Dutx Servces
t @ 22000 Torsl Ea Tech Dadt Senizes Sut-Fund 3317335 EF S ER NA

. 11000 - Stams

Status: Fund Adjusted

Action Date By Whom

Fund Adjusted by BAR 8/28/2021 12:30 AM OBMS Administration
BD Approved Direct Fund 7/1/2021 12:32 AM  OBMS Administration
Approved Direct Fund 6/30/2021 3:02 PM  Reiner Martens
Resubmit Returned 6/18/2021 12:06 PM Julianne Mix

Return to Submitter 6/9/2021 9:43 AM  Reiner Martens

To see revenue and expenditure detail

= (Click the icon. This closes the folder and makes new ones visible. Now

you can see the Revenues and Expenditures lines.

./ Seect Bupcer
Budget Year: Budget: 3
[2021-2022 ~ ~ [ Select

| Buocer Stanss: Apasten Buocer
| Buoger Totaus.

| Buoser Funos

| 11000 - Starus
11000 - Buoser Lnes

Program Location Job Class s t Proj. Amt

11111 0000 000 51,998 969 51,998,969

11112 0000 000 1,191.935 1,191,935

000 41110 0000 000 5765953

0 0000 41500 0000 000 120,000
X 0000 000 820535
00 0000 000 316.443 i 0
0000 000 59157 85,000
000 000 22909 26738
0000 000 36,096 46,651
0000 000 0000 T06.741.017 708,513,082

0 000 0000 1813151 1899934
000 0000 339358 0

000 0000 435632 568,264

) 0000 44204 0000 000 23994 0
0000 0000 000 2212502 4962457
0000 46100 0000 000 0 678000
770,378,118 776,667,518

Function Object Program Location Proj. Amt Proj. FTE |

X 1000 51100 0000 000 1416 137912 300 2673573 4864

1000 51100 1010 000 1411 179,461 287 343712 189134748 3,385 92
1000 51100 1010 000 1412 94 189 200 795,324 17 00

1000 51100 1010 000 1413 14672812 29250 18359650 33400
11000 1000 51100 1010 000 1322 4437 050 238430 500

15
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Editing a Budget

After PED notifies you that the new fiscal year budget is ready, you can edit
the budget in OBMS. The procedures in this section cover the following:

= Adding revenues and expenditures

= Exporting a budget

= Resetting a pending budget

= Importing a budget

= Balancing revenues and expenditures

= Submitting a pending budget after balancing it

= Applying funds to a Direct fund (if a BA adds a fund to your budget)

Note: Many entities use their own third-party accounting software and work
with their vendors to edit budgets.

The Approving a Budget section later in this manual describes PED’s typical
budget approval procedures that take place after you submit the edits for
your budget.

About Adding Revenues and Expenditures

The next procedure describes how to use OBMS to manually add revenues
and expenditures.

Important: If you already have a budget file ready to upload from the
third-party accounting software your entity uses, see To import a budget later
in this section.

16
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To add revenues and expenditures

After you receive notification from PED that the new fiscal year budget is
ready, you can add revenues and expenditures by following these steps:

1. On the BUDGET ACTIONS page, select the Budget Year and the Budget to see
the revenue amount. In this example, Revenues are $183,504.

__/ SeLect Buneer
Budget Year: Budget:
(20212022 v| [Carrizozo v [ Select |
/' Buncer Status: PenpiN Bubcer
Status: 2021-2022 Carrizozo Pending Budget This budget is not balanced!
Action Date By Whom
Edit Budget Started 4/14/2021 12:06 PM Sara Cordova
Send Budget Template  4/14/2021 10:13 AM Susan Benavidez
Create Budget Schedule 4/14/2021 10:09 AM Susan Benavidez
Edit Assessed Valuations 4/14/2021 10:09 AM Susan Benavidez
Create Budget Template 4/14/2021 10:09 AM Susan Benavidez
;J BuDGET TOTALS DO NOT BALANCE.
Revenues: 182,504 Expenditures: 0
__/ Buocer Funos
Code  Fund Revenue Expenditure Ditt  Approved Action ‘
i @ 11000  Operational 32,956 0 32,956 N/A
? @ 31600  Capital Improvements HB-33 0 0 0 N/A
q @ 31701 Capital improvements SB-9 Local 150,548 ] 150,548 x
Home | Logout | Feedback | Training

2. Click the Budget Entry link to go to the BUDGET ENTRY page to spend the
revenue. Click Revenue, select your entity’s location, the fund to source

the revenue, and < < ALL > > to see all available objects. Then click
Retrieve.
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NEW MEXICO

_/ BUDGET SeARcH
Account Type: ‘i'Expenditure
Budget: - 2

) Public Education Department

Budget Actions | Budget Entry | Budget Uploads | Budget View | Budget Estimates | Budget U
| Reports | Home

® Revenue

v

Location: | 037000 - CARRIZOZO DIST OFF

vl

Fund: | 11000 - Operational

V&

Function:

v

Objects: << ALL >>

v]

Program: [

Retrieve
Home | Logout | Feedback | Training

v

3. If you need to add additional revenue based on your entity’s allowance,
enter it in the Proj Amt column shown in the next screen. After entering
all your revenue values, above Proj Amt, click Save.

Note: The @ icon means the line is locked. Those lines are taxes and you
can’t arbitrarily increase the amount you receive from taxes. You can,
however, enter the amount you receive from tuition or fees.

'/ Buocer Lives  Fuwp: 11000 Funcmown: 0000 Procram: 0000

[ object

Save

EST Amt Proj Amt Lock

| Clear Data

11111 - Unrestricted Cash [ 1
11112 - Restricted Cash | | | |
41110 - Ad Valorem Taxes = School District |—0| 32,956
41113 - Qil and Gas Taxes 0 o]
41114 - Copper Production o a

41280 - Revenue In Lieu Of Taxes

41310 - Tuition from Foreign Nationals

41331 - Tuition From School Districts outside the State

41500 - Investment Income

41701 - Fees - Activities

41702 - Fees - Educational

Lo Lo L e e e L

41705 - Fees — Users

41706 - Fees - Summer School

I

41910 - Rental Income
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4. Now return to the top of the page to add additional expenditures.

o\ NEW MEXICO

) Public Education Department

Budget Actions | Budget Entry | Budget Uploads | Budget View | Budget Estimates | Budget Utilities
| Reports | Home

|/ BUDGET SEARCH
Account Type: @ Expenditure () Revenue
Budget: ‘- 2030 2 21-2022 v
Location: | 037000"CARRIZOZO DIST OFF vl
Fund: | 11000 - Operational Y. @
Function: | Select... vl
Objects: =« v
Program: oo ~

Home | Logout | Feedback | Training

5. Click Expenditure and select your entity’s location. Then identify where
you want to budget the money by selecting the fund, the function, the
object (or < < ALL > > to see all available objects), and the program. You
can see a list of programs in this example.

A NEW MEXICO

A

Budget Actions | Budget Entry | Budget Uploads | Budget View | Budget Estimates | Budget Utilities
| Reports | Home

| BUDGET SEARCH
Account Type: @ Expenditure () Revenue
Budget: Corcono 20212000 v
Location: | 037036 - CARRIZOZO HIGH v]
Fund: | 11000 - Operational v @
Function: | 1000 - Instruction v
Objects: << AlL >> v
Program: |Select... v

Select...
0000 - No Program

m 1010 - Regufar Education (K-12) Programs
Home | Logout | Feedb 1020 - Ele tary Fine Arts Programs -

2000 - Spedial Programs

3000 - Vocational and Technical Programs

4000 - Other Instructional Programs - Elementary/Secondary
4010 - Bilingual Education Programs

4020 - Alternative and At-Risk Programs

4025 - At-Risk Special Programs

4030 - K-5 Plus Programs

4040 - Extended Leaming Time Programs

9000 - Co-Curricular and Extra-Curricular Activities
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6. After you click Retrieve, the Object column displays under BUDGET LINES.
The first three lines in this example are staff related.

__/ Buocer Lines  Funp: 11000 Funcrion: 1000  Procram: 1010

Save || ClearData |
Object EST Amt Proj Amt Lock
51100 - Salaries Expense 3}"? ‘
51200 - Overtime Expense R‘\ Click here to edit Job Classes
51300 - Additional Compensation x\. ‘

To see the available job classes, staff, or faculty positions, click the ?’l‘

icon.
. Buocer Lmes  Fuwp: 11000 Fuscmown: 1000 Procram: 1040
Save | Clear Data
Object: 51100 - Salaries Expense (1 of 3)
| << Back E E El @
I Lock All Job Classes | | Unlock All Job Classes
| JobClass
Name EST Amt EST FTE Proj Amt Proj FTE Lock
1411 -
Teachers- | I | ] | l I l 3
Grades 1-12 N
1412 - Ly
Teachers-
special | | )| | | @
Education

7. Inthe Proj Amt column, enter the amount allocated for payroll, and in the
Proj FTE (full-time equivalent) column, enter the number of job positions
to pay. Then click Save.

Example: If you enter $100,000 under Proj Amt and 4 under Proj FTE,
then $25,000 per year is available for each of the 4 FTEs.

8. Now you can enter expenditures for the objects starting at 52111 in the
next example. Those objects aren’t related to Job Class. In the Proj Amt
column, enter the amounts you want and then click Save.
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' Bueocerlmes Fuup: 11000 Fuscrou: 1000 Peocra: 1010
Save | | Clear Data

Dby jesct EST Amit Proj Amt Lock

51100 = Salaries Expanse ﬁ"

51200 - Overtime Expensa

51300 - Additional Compensation

52111 - Educational Retirement

52112 - ERA - Retirea Health

- e e e e e e e e o R

22210 - FICA Paymants

52220 - Madicare Payments

52311 - Health and Medical Premiums

52312 - Life
52313 « Dental
52314 - Vislon

52315 - Disability L

52316 - Other Insurance

52500 - Unemployment Compansation

52710 = Workers Compansation Pramium

About Budget Exports

With OBMS, you can export a budget to a spreadsheet as described in the
next procedure. For layout details, see the specifications manual, Import and
Export File Specifications for the New Mexico Publication Education
Department (PED) Operating Budget Management System.

Note: Many entities use their own third-party accounting software and work
with their vendors to export budgets.

To export a budget

1. Onthe BUDGET ACTIONS page, at the end of the navigation bar, click Budget
Utilities.

Budget Actions | Budget Entry | Budget Uploads | Budget View | Budget Estimates | Budget Utilities
| Reports | Home

2. On the BUDGET UTILITIES page, click the BUDGET EXPORT folder to select the
budget you want to export and then click the Export Budget button.
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Budget Actions | Budgel Entry | Budget Uploads | Rudget View | Budgel Estimates | Budget Utilities
| Reports | Home

. Scuenuee Fune Evest Extrr
| Bugcer 3108-7 Ewtrr
. Bugcer Exvorr R
Budget Year: 20212022 v
Budget: Carizezo 2021-2022 v
Export Budget

| Bugcer Expont Reser

Home | Logout | Feedback | Training

3. Insome browsers, the Budget.txt - Notepad window often displays

automatically. A few lines are shown next as an example.

Note: The information shown in Budget.txt is for Alamogordo, not
Carrizozo.

A Budgetnt - Notepad

File Eda Foemat View Help

FB04620221100000€0111110€000000000000523249600€20676570000 , 00000000 , 0000
FB046202211 11112 2471560000247150000 , 02000000 , 0000
FA046202211 2111 23157300003310460000 , 00000000 . 2000

If you don’t see a Notepad window and instead see the Downloads
window shown next, click Open file to display the Budget.txt - Notepad
window.

Downloads B qa - .if
g o ©

j oo 14151 516_202 11005 1617705_213400uzip

B -.-.:_.._f:_ur: DTl RepartingSerad e v

Each line in the Budget.txt - Notepad window shows FB, which is the
Budget Status Code, followed by numbers indicating the Entity, Budget
Year, Fund, Function, Project, Program, Location, Job Class, and monies.
For a full description of the layout, see the specifications manual.
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Note: Different screens appear when downloading a file depending on the
browser you're using.

4. Close the Budget.txt - Notepad window and click Budget Actions to check
the export status. Under SELECT BUDGET, choose your budget.

5. The BUDGET STATUS: BUDGET EXPORTED folder displays. Next to Status, look
for Budget Exported to verify the budget successfully exported. The last
line of the next example shows the status for the 2021-2022 Carrizozo
Budget.

Budget Actions | Budget Entry | Budget Uploads

./ Saecr Buoser
Budget Year: Budget:
2021-2022 v Canzozo
Buwcer Srarys: Buoser Exponren
Stotus: 2021-2022 Carrizozo Budget Exported
Reset lo Pendng Budge!

Note: You can reset a pending budget export during the budget season.
Notice that a Reset to Pending Budget button displays in the previous
screen under the verification that the budget was exported. To
immediately reset the budget, click the button.

If later you realize a budget was accidently exported or if you don’t have a
budget to import, you can reset the budget to pending status by following
the next steps.

To reset a pending budget

1. Onthe BUDGET ACTIONS page, at the end of the navigation bar, click Budget
Utilities.

2. On the BupGET UTILITIES page, click the BUDGET EXPORT RESET folder to select
the budget you want to export.

Note: If you click the down arrow next to Budget during the off season, no
budgets display. You can only reset budgets during the budget season.
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S NEW MEXICO

J Public Education Department

s | Budget Entry | Budget Uploads | Budget View | Budget Estimates | Budget Utilities
| Reports | Home

./ Buocer Export Reser
Budget: |Sshoct [.;1

Reset to Pending Budget
.| Buostr Reser
Home | Logout | Feedback | Training

3. Next to Budget, select the budget you want to reset.

4. Click the Reset to Pending Budget button to reset the status. Now the
screen shows BUDGET STATUS: PENDING BUDGET.

Budget Actions | Budget Entry | Budget Uploads

__/ Swmect Buncer

Budget Year: Budget:

2021-2022 v | | Carrizozo

_/ Buoger Starus: Penoms Buocer

Status: 2021-2022 Carrizozo Pending Budget
Submit Budget

5. If you need to import the budget, see To import a budget, which is the
next procedure.
About Budget Imports

To import a Budget in OBMS, you first need to export it. This generates a .txt
file with the COA lines.

For layout details, see the specifications manual, Import and Export File
Specifications for the New Mexico Publication Education Department (PED)
Operating Budget Management System.

Note: Many entities use their own third-party accounting software and work
with their vendors to import budgets.
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To import a budget

1. On the BUDGET ACTIONS page, near the center of the navigation bar, click
Budget Uploads.

Budget Actions | Budget Entry | Budget Uploads | Budget View | Budget Estimates | Budget Utilities
| Reports | Home

2. The BUDGET UPLOAD SUMMARY displays where you can:

= |n the UPLOAD BUDGET SUMMARY SEARCH folder, next to Budget, search for
and select a budget.

Or

= |n the UpLoAD BUDGET folder, click the Browse button to find and select
the budget file, as shown in the next example.

Budget Actions | Budgel Entry | Budget Uploads | Budget View | Budget Fstimates | Budget Utilities

Repo

Budget: | Carraass 20212023 N2
Clgsrors INo Errors Ipeleted
[ Retrieve

' Bugcrr Unoans : Canmacwo 2021.2022

No uploads exist for the supglied search criteria

. Upoan Buner
OBMS Budget Uploader
CRk Browse" (o 20 es v upinagl
e Status | Action
Camoro Budget 2021-2022.0¢ ready to uglead | Remove
L
Browse | Reset
Upload Files
- Replace Budget = -
Uplosd anothes Budget

Home | Logout | Feedback | Training

3. In the UpLoAD BUDGET folder, the Status column shows ready to upload.
Under the Browse button, click the Upload Files button.
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5.

Warning: Be careful not to click the Replace Budget button (at the bottom
left) as you prepare the files to import! Clicking that button replaces the
manually edited Budget with the uploaded Budget.

In the top folder, UPLOAD BUDGET SUMMARY SEARCH, click the Retrieve
button. This displays the following under the BupgeT UpPLOAD folder:

= Status shows Budget Exported in the tan bar and Staging Validated

under the green bar along with general information about the newly
uploaded budget.

= At the end of the Budget and Status line, the Import Budget button is
now available.

. Upeoan Buscet Summsry Sexsce
Budget: | Caranss 20212022 v
IErrors —INe Errors "I Deletad
Retriave
' Buocer Unoans : Cammaaro 2021.2022
r . g Status: TRy
../ Budget: Carrizozo 2021-2022 Budget Exported _Import Budgat

2 - Linas
Detail Filename Upload Dete ST
Carrizozo Dudget RO, 2 Staging > l
& 2021-2022.4xt | 10/26/2021 3:3L33 PN piates | 273 0 Delsis T |

To see details about revenues, expenditures, cash, full-time equivalents
(FTEs) and upload history, under Detail at the far left, click the icon. This
expands your view as shown next.

/' Buocar Umoans : Cameworn 2021.2022

. 7 Status: Py <
Budget: Carrizozo 2021-2022 Budget £ o _Import Budget

@ of

Detail Filuname Upload Date Status Ao Adtion

Unes w/Errors
Carrizozo Dudget 10/16/2021 3:31:33 Staging
2021-2022.1xt oy validated 73 O

File Name: Carnzoze Budget 2021-2022.txt

Total Total Total Total
2,815,785.00 2,769,954.00 107,306.00 30.97
Revenues: e Expenditures: g Cash: sFt FTE's: 0

Upload History:

IStaging validated 10/16/202Y 3:31:33 PM schooldistrict
import File 10/16/2021 3:31:33 PM schooloistnct
Uploac Fila 10/16/2021 3:31:33 PM schoolcistnct

26



Operating Budget Management System Volumel v1.0
OBMS User Manual January 2022

6. You can upload multiple files for different funds to prepare separately and
to stage. If you don’t like one file, delete it and upload another file. When
all the files are ready, click the Import Budget button.

Bupser Upeows © Caarzozo 2021-2022

Status:

Budget: Carrlzoz 2021-2022 Pending Budget [..}

£ of Lines
Lines w/Errors

273 0

Detall Upload Date Status

Carrizozo Budget 10/16/2021 3:31:33 Accepted

" 2021-2022.t¢ M ATt

When the Import Budget button disappears and the Status changes in
these two places, the imported budget is ready:

= |nthe tan bar, Status changes to Pending Budget.
= |nthe green bar, Status changes to Accepted Budget.

About Revenue and Expenditure Alerts and Differences

A key part of the budget process is making sure revenues and expenditures in
the budget are in balance. If they are out of balance in a pending budget, red
text alerts you in the Status and the Revenues and Expenditures areas of the
screen, where you can see the different amounts.

You can see these alerts in the next screen along with a list of BUDGET FUNDS at
the bottom of the screen. Non-zero amounts in the Diff column indicate how
far a fund is out of balance.
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b NEW MEXICO
Public Education Department
__ Ssect Buocer
Budget Year: _ Budget: .
[2021-2022 v| |Carrizozo v | Select
. Buocet Status: Pennims Buocer
Status: 2021-2022 Carrizozo Pending Budget This budget is not balanced
Action Date jBy Whom
Import Budget Submission 10/16/2021 3:33 PM School District
Export Budget Template 10/16/2021 3:23 PM School District
Edit Budget Started 4/14/2021 12:06 PM Sara Cordova
Send Budget Template 4/14/2021 10:13 AM Susan Benavidez
Create Budget Schedule  4/14/2021 10:09 AM Susan Benavidez
Edit Assessed Valuations 4/14/2021 10:08 AM Susan Benavidez
Create Budget Template 4/14/2021 10:09 AM Susan Benavidez
_/ Bupoer TOTALS DG NOT BALANCE,
Revenues: 2,923,091 Expenditures: 2,769,954
_.| Buocer Fusos
Code Fumd Revenue Expenditure Diff  Approved  Action
’ @ 1100 Operationy 510,592 25084 3 NA
‘ @ """ Popl Transportanon 107702 7 x
' @ 2810 Toe | - ESEA 103,390 03,392 x
t 28108 Enatlement IDEA-B €0 450 50.4% x
ﬂ @ 316 Capiat Improvements HE NA
i @ a7 Capisl Improvements S8-3 Local 5054 L,: x
Home | Logout | Feedback | Training

In the screen example, two BUDGET FUNDS show a difference between the

revenue and expenditure amounts:

= 11000 Operational (Diff column shows 2,589)

= 31701 Capital Improvements SB-9 Local (Diff column shows 150,548)

To balance revenues and expenditures

1. Click the Budget Entry link.

2. Next to Account Type, click Expenditures.
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3. Select the items you want, as shown in the next screen, and then click the
Retrieve button. In this example, the Fund is 11000 - Operational, the first
fund not in balance. The Diff highlighted in blue is the other fund not in
balance, 31701 - Capital Improvements SB-9 Local.

R NEW MEXICO

) Public Education Department

ions | Budget Entry | Budget Uploads | Budget View | Budget Estimates | Budget Utilities

| Reports | Home

Account Type: ® Expenditure Revenue
Budget:
Location: | 037036 - CARRIZOZO MIGH v
Fund: 11000 - Operational vied
Function: 1000 - Instruct on v
Objects: << ALL > v
Program: [ 1010 - Regular Bducation (K-12) Frograms v
Re(rievt?

fome | Logout | Feedback | Training

4. After you click the Retrieve button, the revenues and expenditures for
11000 display along with its Associated Functions.
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Note: If next to Objects, you select one item instead of < <ALL>>, only
that item displays in the next screen.

Revenues: 2,923,091 Expenditures: 2,769,954
' Account ovexesce as of 10/16/2021 3:33:44 PM 1s: 2,589 )
Fund: 11000 - Operational
Last Saved: 4/14/2021 10:09:48 AM
Fund Account Difference: 2,589
__/ Revesue 101aLs for 11000 - Opeanonar
11000 - Operational: Estimated Amount: 2,508,557
Projected Amount: 2,510,992
' EXPENOTURE TOTALS FOR 11000 - OPERATIONAL
11000 - Operational: Estimated Amount: 2,401,251
Projected Amount: 2,508,403
Estimated FTE: 27.15
Projected FTE: 25.97

Associated Functions:

Estimated Projected
Amount Amount

l{lCOU - Instruction 1,275,899 17.33 1,364,451 17.28]
leOD - Support Services-Students 276,623 1.00 428,951 1.00§
2200 - Support Services-Instruction 23,009 0.44 28,651 0.44]
2300 - Support Services-General Administration 182,635 1.07 148,703 1.00}
12400 - Support Services-School Administration 129,584 2,00 149,394 2.00§
2500 - Central Services 162,586 218 125,533 2.00f [
$2600 - Operation & Maintenance of Plant 315,238 3.00 226,586 2 00‘1
';’700 Student Transportation 26,392 0.16 ?6;.‘174 C.ZS;
;‘;1100 - Food Services Operations 9,285 0.00 9,360 0 001

./ Buocer Lises  Fuwp: 11000  Fuwcrion: 1000  Procrau: 1010

Save | | Clear Data

Object EST Amt Proj Amt Lock
51100 - Salaries Expanse 659,839 682,022 W\,

51200 - Overtime Expense

B
A

51300 - Additional Compensation

52111 - Educational Retirement ‘ ]

52112 - ERA - Retiree Health ‘

5. Under the Lock column at the right end of the 51200 line, click the A
icon to display each Overtime Expense item. These items are listed in the
JobClass Name column.
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Note: The EST Amt and Proj Amt columns are blank for 51200 until you
enter expenses for Proj Amt in as shown in the next screen.

Object: 51200 - Overtime Expense (2 of 3)

[<<mee) (4 (0 (2] ()

Lock all Job Classes | | Unlock all Job Classes

JobClass
Namea
1422
Teachers-
Special
Education-
Gifted
1621 -
Summer I l—l Iﬁ
School/after L | | &00 a‘
School
1622 - Bus [

| Drivers . | ___| ¥
1624 - ]

Activitias { | | | . | ] é
| Salary
1711
Instructional | | | I 48‘3” I | 3

Assistants- |

Grades 1-12

1713 -

Instructional

Earty | || I I ‘

Early L

Childhood
| Education

1714

Instructional [ l—l Iﬁ

Assistants L | a

Preschool

EST Amit EST FTE Proj Amt Praj FTE

Object: 51200 - Ovartima Expense (2 of 3)

e HEBH

Lock All Job Classes | | Unlock All Job Classes
Save Clear Data

6. Inthe Proj Amt column, enter the amount of expenses to total 2,589, the
amount required to balance the fund as shown earlier in the Diff column.
Then at the right bottom, click Save.
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Buocer Lnes  Funo: 11000  Fuscros: 1000  Procras: 1010

Budget lines saved successfully (changes shown below),
Proj Amt: 2,589
Save | Clear Data

l<<q:}ck @EIE”E

Lock All Job Classes | | Unlock All Job Classes

Object: 51200 - Ovaertime Expense (2 of 3)

JobClass

EST Amt EST FIE Proj Amt Proj FITE

o owo]| w0 o] @

o | 0.00 | | 00 || 0.00 | v

Activities | | | I l w

Salary

1711
Instructional

prevtviomves ; 0| 0.00 || 489 || 0.00 | v

Grades 1-12

1713 -
Instructional

Earty || I I

Early . I 8
Childhood

Education

1714 -

Instructional I [’ﬁ I’—]
Assistants ! |, e

Preschool

Object: $1200 - Overtime Expense {2 of 3)

| << Back @E][B[E

Lock All Job Classes | | Unfock All Job Classes |
Save | Clear Data

The red alert at the top lets you know your new entries were saved
successfully and shows the new Proj Amt of 2,589. Zeros now display in
the EST Amt, EST FTE, and Proj FTE columns associated with the new Proj
Amt expenses.

Near the bottom of the screen, click the << Back button to return to
BUDGET LINES. The EST Amt and Proj Amt columns display the new
Overtime Expense numbers, which were blank earlier.

./ Bubcer Lmes Fumo: 11000 Fiscrios: 1000 Procras: 1010

Save Clear Data
Object EST Amt Proj Amt Lock
21100 - Salaries Expense 659,829 682,022 :';'t
51200 - Ovartime Expenss il 2,589 ﬁ\_
51300 Aadditlona Compensation ;E'.
52111 - Educational Retirement [ i | &
52112 - ERA - Retires Health -
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8. Scroll to the upper part of the screen and click the Retrieve button to
check the updated BUDGET FUNDS for this budget. The 11000 Operational
fund Diff is now 0.

Revenae Expenditure

250,992 2,500,953

1o Capital Improwermsents S8-9 Local 150 548 i 150 548 x

9. Repeat steps 3 to 8 to balance the expenditures to the revenue for the
31701 - Capital Improvements SB-9 Local fund.

After you complete the steps for 31701, the Diff column shows all zeros
and the BUDGET TOTALS for Revenues and Expenditures match.

.. Buocer Totus
Revenues: 2,923,091 Expenditures: 2,923,091

Revenas Expenditure Dim  Approved Action

251,902 2510992 °

Capital improvements HB-33 0 C 0 NA

Capital improvements S8-0 Local 160 548 150,548 0 x

[@

[@ 2o coeonss diiw s N
@ 31600

[@

For this example, we repeated steps 3 to 8 one time. If more than two
funds are out of balance, repeat steps 3 to 8 for each additional fund.
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To submit a pending budget after balancing it

1. After the BUDGET TOTALS for Revenues and Expenditures match, under
BUDGET STATUS: PENDING BUDGET, click the Submit Budget button.

R NEW MEXICO

) Public Education Department N "

et Entry | Budget Uploads | Budget View | Budget Estimates | Budget Uil

| Reports | Home

Budget Year:  Budget: -

2021-2022 v| |Camizozo v [ Select
_ Buoger Starus: Penows Buocer

Status: 2021-2022 Carrizozo Pending Budget

"Submit Eﬂdgel

Action Date |By Whom

Import Budget Submission 10/16/2021 3:33 PM School District
Export Budget Template 10/16/2021 3:23 PM School District
Edit Budget Started 4/14/2021 12:06 PM Sara Cordova

Send Budget Template 4/14/2021 10:13 AM Susan Benavidez
Create Budget Schedule  4/14/2021 10:09 AM Susan Benavidez
Edit Assessed Valuations 4/14/2021 10:09 AM Susan Benavidez
Create Budget Template 4/

' Buncer Totas
Revenues: 2,923,091 Expenditures: 2,923,091

14/2021 10:09 AM Susan Benavidez

2. Now you see BUDGET STATUS: SUBMITTED BUDGET and the Status shows the

the name of the budget followed by Submitted Budget. At this point, the
entity is done.

. Beect BupGet
Budget Year: Budget:
[2021-2022 w| | Carrizozo

~ Salect
_/ Buocer Status: Suemrep Buocer
Status: 2021-2022 Carrizozo Submitted Budget

3. Wait for PED approval.

Note: If you click the Budget Entry link now, you may see No Editable
Budget Found. This means you can’t select another budget because the

only entity you are authorized for is no longer eligible for edit by the
entity.
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To apply funds to a Direct fund

If a BA adds a Direct fund to your budget, you can apply funds to it. When the
entity receives an email from the BA with the name of the fund and the
amount of money available, follow these steps to apply the funds:

1. Loginto OBMS, click the Budget link and then click the Budget Entry link.
Under SELECT BUDGET, select the year and budget you want. This example
selects the budget of a school district.

25242  Incentive Program Resubmit Fund

2. Notice the Resubmit Fund button for 25242 Incentive Program, as shown
in the previous screen, then click Revenue.

BuoceT Searc
Account Type: Expenditure ® Revenue
Budget:
Location: 037157 - CARRIZOZO MIDOLE v
Fund: =)
Function:
Objects: << AL >> v
Program:
Retrieve
' Buocer Totus
Revenues: 2,923,091 Expenditures: 2,923,091
ACCOUNT DIFFERENCE AS OF 10/16/2021 3:54:18 PM 15: 0
Fund: 25242 - Incentive Program
Last Saved: 10/16/2021 3:51:15 PM
Fund Account Difference: 0
" REVENUE TOTALS FOR 25242 - INCENTVE PROGRAM
25242 - Incentive Program: Estimated Amount: 0
Projected Amount: 0
/' ExpeNDITURE TOTALS FOR 25242 - INcentive ProGaan
25242 - Incentive Program: Estimated Amount: 0
Projected Amount: 0
Estimated FTE: 0.00
Projected FTE: 0.00
Buocer Lves  Funo: 26242 Funcrios: 0000  Procaam: 0000
Save Clear Data
EST Amt Proj Amt Lock
11112 - Restricted Cash v ‘
41500 - Investment Income e
41980 - Refund of Prior Year's Expenditures a
432214 - Inter-Governmental Contract Revenue/REC a
44301 - Other Restricted Grants ~ Federal Direct e
— —— .
Save Clear Data
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Under BUDGET LINES near the bottom of the screen, enter 20000 to apply
revenues for the Incentive Program and click Save.

A red alert now displays under BUDGET LINES to let you know your new
entries were saved successfully and shows the Proj Amt of 20,000.

Volumel v1.0
January 2022

Budget lines saved successfully (changes shown below).
Proj Aamt: 20,000

[;." Sava Claar Data

Now scroll to the top of the screen, click Expenditure, and next to
Function, select the item to show how you’re going to spend the money.

In this example, the money goes to 3300 - Community Services
Operations.

Budget Actions | Budget Entry | Budget Uploads | Budget View | Budget Estimates | By
| Reports | Home

_ Buocer Searcu
Account Type: & Expenditure Revenue

Budget:

Location: 037157 - CARRIZOZO MIDOLE v

Fund: =

Function: | 330C - Communty Services Operations i
Objects: << AL >> v

Program:

t;* Retrieve
6

Click the Retrieve button, scroll to BUDGET LINES, and under Proj Amt for
55817 - Student Travel, enter 20000.

55200 - Property/Liabllity Insurance

55813 - Employee Travel - Non-Teachers

- Student Trave 20000

55818 - Other Travel - Non-Employees
55813 - Contracts = Inter-agency/REC
55914 - Contracts - Interagency

55915 - Other Contract Services

56118 - General Supplies and Materials

57331 - Fixed Assets (more than 55, 000)

o e e e e e e e 6

57332 - Supply Assets (55,000 or less)

B3,

<

=l Clear Data
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6. Click Save. The budget is now balanced, the revenue and expenditures for
this fund are equal, and your updates are successfully saved.

./ Buocer Totas
Revenues: 2,942,091 Expenditures: 2,943,091
. ACCOUNT DIFFERENCE AS OF 10/16/2021 3:55:45 PM 15: 0
Fund: 25242 - Incentive Program
Last Saved: 10/16/2021 3:51:15 PM
Fund Account Difference: ]
" REVENUE TOTALS FOR 25242 - INCENTIVE PROGRAM
25242 - Incentive Program: Estimated Amount: 0
Projected Amount: 20,000
_  EXPENDITURE TOTALS FOR zmﬁ-m Procran
2 J
25242 - Incentive Program: Estimated Amount: 0
Projected Amount: 20,000
Estimated FTE: 0.00
Projected FTE: 0.00
Associated Functions:
| Estimated Estimated Projected Projected
Fnen Amount FIE Amount FIE
#3300 - Community Services Operations 0 0.00 20,000 0.00§
_/ Buocer Lmes  Funp: 25242 Funcros: 3300  Proceaw: 0000
Budget lines saved successfully (changes shown below).
Proj Amt: 20,000
Save Clear Data

7. Now check BUDGET FUNDS by clicking Budget Actions where you see 20,000
in the Revenue and Expenditure columns for Incentive Program.

Code Fumnd Rewvenwe  Expenditure D§lf  Approved Action

2,510 592 2510,992 0 LI

1000 Oparacny

&l
B
@l
@ P ——— 5048 5,458
@l
B
&l

13000 Pupd Teansponaiion 107, T2 107,702

. X
24101 Tila | - E3EA 103,390 103,380 Q x
RN

25262 Incentive Program 0,00 I-—.f 20,000 . WA | Resubmit Fund

3600 Capital Improvemants HI2-33 a 0 0 L]

AT Capital Impeovements SB-2 Loca 150,548 150,548 a x

| e | e | sl sl el | -

8. Click the Resubmit Fund button. This resubmits the fund for approval and
the button disappears.

ﬂ|@] 522 Incentive Program 20000 20000 0

If you click the Budget Entry link, No Editable Budget Found lets you
know the school district is now waiting for PED approval.
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Approving Funds and Budgets

The fund and budget approval process requires reviews by various roles. This
section gives examples of their reviews and other actions during the approval
process. The basic review process follows this sequence of roles:

Role Review Sequence Fund and Budget Approval Process Actions
PM Approve or request changes to funds

FA Approve or request changes to funds

BA Approve or request changes to funds
FA/BA Edit funds they approved

BA Override funds not yet approved

BS Approve approval overrides

BD Approve final budget

Whenever a PM or analyst requests a change, the budget goes back to the
person who submitted the budget and the approval process continues from
that point.

About Direct Funds

Related to approvals is the action of adding a Direct fund to a budget, which is
only performed by a BA. The BA allows a Direct fund already in the COA, but
not yet budgeted, to become part of the entity’s budget. After the BA adds a
Direct fund to the entity’s budget, the entity can apply funds to it.

To add a Direct fund (BA)

1. Loginto OBMS, click the Budget link and then the Budget Entry link.
Under SELECT BUDGET, select the year and budget you want.

2. Under BUDGET FUNDS, next to Add Fund that is not budgeted, select the
Direct fund you want to add. The BA selects 25242 - Incentive Program in
the next example.

Note: A BA isn’t authorized to work with Flowthrough funds.
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Budget Actions | Budget Entry | Budget Uploads | Budget View | Budget Estimates | Budget Utilities
| Reports | Home

./ Sewect Buocer
Budget Year: Budget:
| 2021-2022 v| | Carrizozo v | Select

' Buoger Starus: SueswTrep Buncer
Status: 2021-2022 Carrizozo Submitted Budget

Approval Override |
Action Date By Whom
Submit Budget 10/16/2021 3:46 PM School District

Import Budget Submission 10/16/2021 3:33 PM School District
Export Budget Template 10/16/2021 3:23 PM School District
Edit Budget Started 4/14/2021 12:06 PM Sara Cordova
Send Budget Template 4/14/2021 10:13 AM Susan Benavidez
Create Budget Schedule  4/14/2021 10:09 AM Susan Benavidez
Edit Assessed Valuations 4/14/2021 10:09 AM Susan Benavidez
Create Budget Template  4/14/2021 10:09 AM Susan Benavidez

./ Buocer Totus
Revenues: 2,923,091 Expenditures: 2,923,091
_/ Buoctr Fuxos
Add Fund that is not budgeted: | Select v
25228 - Goals 2000 Parental Assistance -
Code Fusd 25229 - Dev Disabilities Sasic SupporvAdvocacy -
25230 - Secondary Agriculture Education Grant

' @ 11000 Operstional 25231 - Foreign Language Incentive Program Jtter |
25232 - AmeriCorps -
- "~ 25233 - Rural Education Achievement Program
ﬂ @ 13003 Pupd Tramsporiston | 25234 - Projects With Industry
- 25235 - Literacy through School Libraries :
’ @ — 25236 - Transition to Teaching
B 25237 - Sehool Dropout Provention
25238 - Substance Abuse & Mental Haalth Ser E 1
* @ 4106 Erttemont 10EA8 25239 - Public Telecommunications Facifities
__ 25240 - Improvement of Education Fund
25241 - Carol M White Physical Fitness =S
t @ Zapia Improvenet 25242 - IncentiverRrogram Mtter |

25243 - Safe DrugFree Sch/Comm-National Pro

' @ 21701 - Capieal iprovamend 25244 - Community Mental Health Services
e R TR 25245 - National Endowment for the Humanities
= 25246 - Emergency Food/'Shelter National Board Pro Y—
Home | Logout | Feedback | Tralfelrl e FLETET AR - -

3. When you see the Add button, click it.

. Buocer Fusos
Add Fund that is not budgeted: | 25242 - Incentive Program e
Add |

This adds 25242 Incentive Program to the list of BUDGET FUNDS, shown in
the next screen, with a Return to Submitter button to its right.
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4. Send an email to the entity letting them know the fund is available and
the amount of money for the fund. In this example, the amount is

$20,000.
Revenue  Expenditure  DWf  Approved Action
1510552 NI “Return to Submilter
107,702 107,702 x
103,300 108,380 x
0. 450 80,450 x
] NiA Return to Submitter
i NI “Return to Submilter |
oca 150,548 160,548 x

5. Click the Return to Submitter button. The button then becomes a

Resubmit Fund button for the entity.

|@ 35M2  Incentive Program [ [

Resubmil Fund
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To approve or request changes to funds (PM)

The PM is responsible for specific entities and for specific funds, making sure
revenues come from the correct place and funds (expenditures and grant
money) are spent appropriately. The PM reviews submitted budgets and
approves them or requests changes by following these steps:

1. Loginto OBMS, click the Budget link and then the Budget Actions link.
Under SELECT BUDGET, select the year and budget you want.

Budgat Actions | Budgat Entry | Budget View | Budgat Estimates | Budgeat Utilities | Reports | Home
. Seect Bunger
Budget Year: Budget:
| 2021-2022 v| |Carrizozo v ~ Select
. Buocer Status: Suemmieo Buocer
Status: 2021-2022 Carnizozo Submitted Budget
Action Date By Whom
Submit Budget 10/16/2021 3:46 PM School District
Import Budget Submission 10/16/2021 3:33 PM School District
Export Budget Template 10/16/2021 3:23 PM School District
Edit Budget Started 4/14/2021 12:06 PM Sara Cordova
Send Budget Template 4/14/2021 10:13 AM Susan Benavidez
Create Budget Schedule  4/14/2021 10:09 AM Susan Benavidez
Edit Assessed Valuations 4/14/2021 10:09 AM Susan Benavidez
Create Budget Template 4/14/2021 10:09 AM Susan Benavidez
./ Buocer Torais
Revenues: 2,942,091 Expenditures: 2,943,091
./ Buocer Fusps
Add Fund that is not budgeted: | Select v
Code Fund Revenve Expenditure Dt Approved Action
* @ 11000 Operatioest 2510992 2510992 0 NAA
t |a| 13000 Pupi Teansporation 77 7 x
§ [Q) 0 w1 e s o o I [PiAppiove | Retum o Submiter
* |Q| 24105 Enttement IDEA-B 8045 80,45 x PM Approve || Return to Submitter
# @ 25242 Incentive Program 20000 2000 0 N/A
t @ 31600 Capaal Improvements H8-33 0 0 0 NIA
t @ SIEDLY Capeaf Improvements SB-9Local 150,548 150548 O x
Home | Logout | Feedback | Training

The buttons in the Action column show the PM in this example is

responsible for 24101 Title | - ESEA and 24106 Entitlement IDEA-B funds
in Carrizozo’s 2021-2022 budget.
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2. Next to 24101, click the @ to see revenue and expenditure details of
that fund. You can hover over each item in each column of the Revenues
and Expenditures tables to see a pop-up window identifying the item.

_./ Buocer Torus
Revenues: 2,943,091 Expenditures: 2,943,091
| Buocer Fusos
24101 - Bupcer Liues
24101 0000  41BSO 000D 000 0000 1280 0
24101 0000 4 .l Chart object: 41980 - Refund of Pnor Year's Exp e [ 103,390
24101 0000 44504 000 )00 0 0
137,996 103,390
Expenditures
2410 0 000 1411 50.702 1.00 51.463 1.00
24101 000 1711 18,014 1.00 3398 100}
23101 1006 )00 000 9723 0,584
1374 139
93 430
98 1.013
352 392
76 76
6072 6 .;li 0
0 3 BTE
500 0.00 4500 )
01 (L} 2112 0001 000 0 %0 G0
24101 220 221 0000 000 00 279 279
4101 220 222 000 0000 65 65
ara 2.00 103,390 200
. . o
3 revenue lines(s) found... 17 expenditure line(s) found... Close

3. In this example under Revenues, the cursor hovers over 41980 under
Object showing it was a refund of the prior year’s expenditures. If you
recall the paperwork Carrizozo filed last year for the refund, then this item
makes sense. Review all revenue items in this way.
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4. Review the items in the Expenditures column to make sure the money is
spent as the fund requires. For example, you can spend money from the
Salaries Expense on teachers.

xpenditures

Fund Function Object Program Location Job Class Est. Amt
24101 1000 52!:):1 i010 000 1411 50,702 1.00 51.463 100
24101 1000  SUq oo 51100 - Salanes bgense | 18014 1.00 18,398 100

24101 1000 52111 0000 000 0000 9723 10 584

Expenditures

Fund Function Object Program Location Job Class Est. Amt

24101 1000 51100 1010 000 1411 50,702 1.00 51,463 1.00
24101 1000 51100 1010 000  171] Chartjob class 1411 - Teschers-Grades 1-12 [18.398 1.00
24101 1000 52111 0000 000 0000 9723 10 584

The lines show about $10,000 is spent on supplies and $70,000 on staff,
which is what you expect.

5. When you finish reviewing the revenues and expenditures, at the bottom
left of the screen click the Close button.

Expaenditures
Fund Function Object Program Location Job Class Est. Amt Est. FTE Proj. Amt
24106 1000 51100 2000 000 1712 29.432 200 33618 200
24106 1000 52111 0000 000 0000 4165 5.094
24106 1000 52112 0000 000 0000 589 673
24106 1000 52210 0000 000 0000 1825 2.085
24106 1000 52220 0000 000 2000 427 488
24106 1000 52312 0000 000 0000 23 26
24106 1000 52720 0000 000 0000 17 19
24106 1000 33330 2000 000 0000 0 500
24106 1000 53813 2000 000 0000 0 500 ’
24106 1000 56118 2000 000 0000 I 0 215
24106 2100 51300 2000 000 1211 4445 000 5.000 0.00
24106 2100 52111 0000 000 D000 619 758
24106 2100 32112 0000 000 0000 g8 100
24106 2100 52210 0000 000 258 310
34106 2100 52220 0000 000 m E
53330 2000 000 0000 0 500
':4!06 2100 55813 2000 000 0000 0 500
& n 41,948 2,00 50,459 200
2 revenue lines(s) found... 17 expenditure line(s) found... Close
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6. On the BUDGET ACTIONS page, click Budget Funds to display all the budgets
again.

Budget Actions | Budget Entry | Budget View | Budget Estimates | Budget Utilities | Reports | Home

./ Sacr Buocer
Budget Year: Budget: o
| 2021-2022 v| |Carizozo v | Select

' Buoger Sratus: Susunen Buoger
Status: 2021-2022 Carrizozo Submitted Budget
Action Date |By Whom
Submit Budget 10/16/2021 3:46 PM School District
Import Budget Submission 10/16/2021 3:33 PM School District
Export Budget Template 10/16/2021 3:23 PM School District
Edit Budget Started 4/14/2021 12:06 PM Sara Cordova
Send Budget Template 4/14/2021 10:13 AM Susan Benavidez
Create Budget Schedule 4/14/2021 10:09 AM Susan Benavidez
Edit Assessed Valuations 4/14/2021 10:09 AM Susan Benavidez
Create Budget Template 4/14/2021 10:09 AM Susan Benavidez
./ Buocer Totus
Revenues: 2,943,091 Expenditures: 2,943,091
| Buoser Fusos

W¥me | Logout | Feedback | Training

7. If you approve the fund, click the PM Approve button in the Approved
column. This adds your stamp of approval next to the X. See the screens in
the next step.

Or

If you want the submitter to make changes, click the Return to Submitter
button. Then send an email to the submitter with information about the
corrections you require for approval.

8. Repeat steps 2 to 7 for 24106 Entitlement IDEA-B to complete this
example of two funds.

106 Entitlemment IDEA-B

il
=&

Repeat steps 2 to 7 as many times as you need for the number of funds
that require your approval.
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The FA is responsible for all entities and for specific funds, making sure that
the proper amount of money is spent appropriately. The FA reviews
submitted budgets to approve or to request changes by following these steps:

1. Loginto OBMS, click the Budget link and then the Budget Actions link.
Under SELECT BUDGET, select the year and budget you want. The FA in this
example reviews and approves the same two funds as in the previous PM

example.

Action
Submit Budgat

Export Budget Template
Edit Budget Started
Send Budgst Templats
Create Budget Schedule
Edit Assessed Valuations

Create Budget Template
' Buoset Totas

Revenues: 2,942,001
! Buocer Fusps

Date

By Whom

10/16/2021 2:46 PM Schodl Digtrict

Import Budget Submission 10/16/2021 3:33 PM School District

10/16/2021 3:23 PM School District
47142021 12:06 PM Sara Cordova

1472021 10:13 AM Susan Benavidez

142021 10:09 AM Susan Benavidez

af

4/14/2021 10:09 AM Susan Benavider
4f

4

14,2021 10:09 AM Susan Benavidez

Expenditures: 2,942,001

all of your available funds are currently budgeted, as shown below.

o4 Incantve Program

Code  Fund Revenue Expenditure Dl Approved Action
1 efEhona 510,062 25109592 K NiA
‘ 13000 Pupd Transpormanon 7702 wnrme o x
FA Apprave |

50,455 50458 O x**
[Pl'r.t.

150548 150,543 X

Return to Submitter

Return to Submitter

FA Approve |

Home | Logout | Feadback | Tralning
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3.

The buttons under the Action column show the FA is responsible for
24101 Title | - ESEA and 24106 Entitlement IDEA-B funds in Carrizozo’s
2021-2022 budget.

Next to 24101, click the @ to see revenue and expenditure details of
that fund. You can hover over each item in each column of the Revenues
and Expenditures tables to see the pop-up window identifying the item.

_/ Buoger Totus

Revenues: 2,943,091 Expenditures: 2,943,091
_| Buocer Fuwos

24101 - Buocer Lives

Revenues

Fund Function Object Program Location Job Class Est. Amt
24101 000 liv'b:» 1000 00 000 1280 0
23101 000K .u-.‘ Chart object: 41980 - Refund of Prior Year's Ex e 103,390
24101 0000 44504 000(¢ 000 0000 18 647 0

137,996 103,390

aras 2.00 103,390 200

s
3 revenue lines(s) found... 17 expenditure line(s) found... Close

Home | Logout | Feedback | Training

Review all items in the Revenues and the Expenditures columns to make
sure everything looks the way you expect to see it and the money is spent
as the fund requires. When you finish your review, at the bottom left of
the screen, click the Close button.
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4. On the BUDGET ACTIONS page, click the BUDGET FUNDSs folder to display all

the budgets again.

Budget Actions | Budget Entry | Budget View | Budget Estimates | Budget Utilities | Reports | Home

. Sarcr Boocer
Budget Year: Budget:

(20212022 v| [Carrizozo
. Buosger Status: Sussrep Buoser
Status: 2021-2022 Carrizozo Submitted Budget

v [ Select

Action Date |By Whom

Submit Budget 10/16/2021 32:46 PM School District

Import Budget Submission 10/16/2021 3:33 PM School District

Export Budget Template 10/16/2021 3:23 PM School District

Edit Budget Started 4/14/2021 12:06 PM Sara Cordova

Send Budget Template 4/14/2021 10:13 AM Susan Benavidez

Create Budget Schedule 4/14/2021 10:09 AM Susan Benavidez

Edit Assessed Valuations 4/14/2021 10:09 AM Susan Benavidez

Create Budget Template 4/14/2021 10:09 AM Susan Benavidez

. Buocer Torus L

Revenues: 2,943,091 Expenditures: 2,943,091
| Buocer Fusos

Home | Logout | Feedback | Training

5. If you approve the fund, click the FA Approve button.

24901 Tise | - ESEA 103,390 Wie 0 :_é

Retumn to Submitter

This adds your stamp of approval and changes the X to a v , indicating
this Flowthrough fund is fully approved.

A Titke | - ESEA E";

= &

Or

If you want the submitter to make changes, click the Return to Submitter
button. Then send an email to the submitter with information about the
corrections you require for approval.

Repeat steps 2 to 5 for 24106 Entitlement IDEA-B to complete this
example with two funds to review. Repeat steps 2 to 5 as many times as
you need for your funds.

Note: Notice the new Open for Edit button. Clicking the button resets the

fund so you can edit it. See To edit a fund you approved (FB and BA) later in
this manual.
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To approve or request changes to funds (BA)

1. Loginto OBMS, click the Budget link and then the Budget Actions link.
Under SELECT BUDGET, select the year and budget you want.

Action Date By Whom
Submit Budget 10/16/2021 3:46 PM School District
import Budget Submission 10/16/2021 3:33 PM School District

Export Budget Template 10/16/2021 3:23 ™M School District

Edit Budget Started 4/14/2021 12:06 PM Sars Cordova
Send Budget Template 14/2021 10:13 AM Susan Benavidez
Create Budget Schedule 1472021 10:09 AM Susan Benavidez

~

4
&/

Edit Assessed Valuations 4/14/2021 10:09 AM Susan Benavide:
4/

Create Budget Template 14/2021 10:09 AM Susan Benavidez
. Buouer Towmus
Revenues: 2,942,001 Expenditures: 2,943,091

Buocer Fnos

All of your available funds are currently budgeted, as shown below

Code Fund Reveooe Expendiiure DI Approved Action

Y ! . £ N xé BA Approve
o ; ! - Retumn 10 Submitter

00 Capital Improvements HE-23 0 20 NA

. scisl Iprovements 58 i x
Home | Logout | Feedback | Training

2. Follow the steps in the previous procedure, To approve or request
changes to funds (FA procedure). The BA Approve and Return to
Submitter buttons display in the Action column.

i
@
i
Q@
i
@
R R £ -8
i
@
i
@
i
@
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To edit a fund you approved (FA and BA)

If you approved a fund by mistake, you can always go back and make
corrections by following these steps:

= Click the Open for Edit button and go through the approval process again,
as described in the previous procedure.

Or

= |f you left the page, click the Budget Actions link, under SELECT BUDGET,
select the year and budget you want, and then click the Open for Edit
button.

To override a fund not yet approved (BA)

Overrides are required by midnight June 30. If you notice an X in the
Approved column for an item, such as 31701 Capital Improvements SB-9
Local in the next example, you can override it by following these steps:

1. Loginto OBMS, click the Budget link and then the Budget Actions link.
Under SELECT BUDGET, select the year and budget you want. Notice the X at
the bottom of this screen. If you hover over it, the pop-up says Not
Approved.

Budget Actions | Budget Entry | Budget Uploads | Budget View | Budget Estimates | Budget Utilities
| Reports | Home

. Seirct BuoceT
Budget Year: Budget:
[20212022  ~| Carrizozo =

Selact

SuessTTED
Status: 2021-2022 Carrizozo Submitted Budget
Approval Override |

Action

Revenues: 2,942,091 Expenditures: 2,942,091
Buocer Fusos

Add Fund that is not budgeted: | Select ~

Code fund Revenwe Expenditure Dt Approved Action

El=Y o otum to Subminer |
EicE v &
¥ &l - €sea 03390 303390 v =S
o vEE
;, % @ - oA Return to Submitter |

Home | Logout | Feedback | Training

2. Near the top left of the screen, under BUDGET STATUS: SUBMITTED BUDGET,
click the Approval Override button to override approval of the Direct
funds.
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The X changes to v , the amounts in the Revenue and Expenditure
columns are zeroed out, and the fund is now approved at 0.

* @ 3701 Capital Inprowemants S8-9 Local a i L.;- 0 “

To approve approval overrides (BS)

1. Loginto OBMS, click the Budget link and then the Budget Actions link.
Under SELECT BUDGET, select the year and budget you want. Then click
Select.

Notice the near the bottom of this example screen for 31701.

Budget Year: Budget: R
| 2021-2022 v| |Carrizozo v Salect

 Buocey Starus: Arerovar Overrinors Buocer
Status: 2021-2022 Carrizozo Approval Overridden Budget

BS Approve |

Action Date By Whom
Approval Override 10/16/2021 4:15 PM m
Submit Budget 10/16/2021 3:46 PM School District

Import Budget Submission 10/16/2021 3:33 PM School District
Export Budget Template 10/16/2021 3:23 PM School District
Edit Budget Started 4/14/2021 12:06 PM Sara Cordova
Send Budget Template 4/14/2021 10:13 AM Susan Benavidez
Create Budget Schedule  4/14/2021 10:09 AM Susan Benavidez
Edit Assessed Valuations 4/14/2021 10:09 AM Susan Benavidez
Create Budget Template 4/14/2021 10:09 AM Susan Benavidez

.. Buocer Totats
Revenues: 2,792,543 Expenditures: 2,792,542
_. Buocer Funos
Add Fund that is not budgeted: | Select v
Code Fund Revenue Expenditure Dsny Approved Action

SPeranondl 251092 2510952 C N/A

t @ 31701  Capaal improvemants S8-3 Local a 0 ¢ /

Home | Logout | Feedback | Training
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2. Look under By Whom to see that the Budget Analyst (highlighted in blue),
who reports to you, did their part with an Approval Override.

3. Review all fund information to check that everything makes sense.

4. Near the top under BUDGET STATUS: APPROVAL OVERRIDDEN BUDGET, click the
BS Approve button. The Status now shows the budget is approved.

' Buocey Starus: BS Aseroven BubseT
Status: 2021-2022 Carr 2:-10]15 Approved Budget

v

Note: In this case, no approval stamp displays next to the because

no one approved the fund before the BS approved it.

To approve a budget (BD)

1. Loginto OBMS, click the Budget link and then the Budget Actions link.
Under SELECT BUDGET, select the year and budget you want. Then click
Select.

| Budget View | Budget Estimates | Budget Utilities | Reports | Home

_/ Seecr Buocer
Budget Year: Budget:
[2021-2022  ~| |Carrizozo v Select
BuoceT Starus: BS Asproven BuoceT

Status: 2021-2022 Carrizozo BS Approved Budget

BD Approve

Action Date By Whom

BS Approval 10/16/2021 4:18 PM Budget Supervisor

Approval Override 10/16/2021 4:15 PM Budget Analyst

Submit Budget 10/16/2021 3:46 PM School District

Import Budget Submission 10/16/2021 3:33 PM School District
Export Budget Template 10/16/2021 3:23 PM School District
Edit Budget Started 4/14/2021 12:06 PM Sara Cordova
Send Budget Template 4/14/2021 10:13 AM Susan Benavidez
Create Budget Schedule 4/14/2021 10:09 AM Susan Benavidez

Edit Assessed Valuations 4/14/2021 10:09 AM Susan Benavidez

Create Budget Template 4/14/2021 10:09 AM Susan Benavidez

_/ Buocer Totus

Revenues: 2,792,543 Expenditures: 2,792,543
Buocer Fusos

2. Near the top of the screen under BUDGET STATUS: BS APPROVED BUDGET, click
the BD Approve button. The Status now shows the budget is approved.

* Buocer Sratus: BD Aprroven Bupcer
Status: 2021-2022 Carrizozo BD Approved Budget
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This budget is now set up for budget finalization. Finalization fixes the Final
Amount (from the projected amounts) and the Final FTE (from the projected
FTEs) of the budget.

Stat Books and other reports use the Final Amount as a fixed value for the
legislature for the entire fiscal year. To make any changes to an authorized
budget requires submitting BARs, described later in this manual, and then
going through a full approval process.

Note: In the past, BDs used the Emergency Override button to add some
budget for the zeros in the Revenue and Expenditure columns. Because this
requires going back into the budget and working with all the numbers near
the season deadline, emergency overrides usually don’t happen anymore.

52



Operating Budget Management System Volumel v1.0
OBMS User Manual January 2022

Viewing Budgets and Budget Estimates

You can see expenditures, revenues, and other parts of a budget or a budget
estimate at any time.
To view a budget

1. Near the center of the BUDGET AcTIONS navigation bar, click Budget View to
open the BUDGET VIEW page.

S NEW MEXICO

Public Education Department

Budget Actions | Budget Entry | Budget Uploads | Budget View | Budget Estimates | Budget Utilities
| Reports | Home

_ View Bubcer Searcy Lie

Budget: [ UM Gallup 202:-2022 v
_ Sy
Total Tolal
Fund Function Line Description Difference
P Ravenue Expenditure
Function 0000: No Function Total 140,422 0 140,422
Function 2100: Support Services-Studaents 133,735 | -133.735
Total
241 ) F inction 2 300: Suppart Services-General &.687 5,687
Administration Total
2417 (':ur:: 24177: Carl D Parkins Post-Secondary - [‘_ 140,422 140,422 0
Current Total
| und 24( . al Elow-throuah G -
24000 ':‘l d 24000: Federal Flow-throug rant 140,422 0
Total
20000 Fund 20000; Specal Revenue Funds Total 140,422 0
Budget Total 140,422 0
| Exposoaure Laves
1 Revewue Lwes

Home | Logout | Feadback | Training

2. Next to Budget, select the budget you want. The UNM Gallup 2021-2022
budget in the example shows basic details of the budget.

3. To see expenditure and revenue lines for the budget, near the bottom left
of the screen, click the EXPENDITURE LINES folder or the REVENUE LINES folder.
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To view budget estimates

1. Near the right side of the BUDGET ACTIONS navigation bar, click Budget
Estimates to open the BUDGET ESTIMATES page, and select the year and
budget you want.

5 NEW MEXICO

Public Education Department

Budget Actions | Budget Entry | Budget Uploads | Budget View | Budget Estimates | Budget U
| Reports | Home

. Seiect Buoce For Esnuares
Budget Year: Budget:
| 2021-2022 v | | Albuguergque

Home | Logout | Feadback | Training

2. Atthe bottom right, click the Select button to display BUDGET ESTIMATE
ToTALs and BUDGET ESTIMATE SUMMARY. In this example, the Difference
between the revenue and expenditure estimates is highlighted in blue.

) NEW MEXICO

5 Public Education Department

Budget Actions | Budget Entry | Budget Uploads | Budget View | Budget Estimates | Budget Ut

| Raports | Home

' 8eect BupceT For Esmates

Budget Year: Budgeat:

2021-2022 « | | Albuguergue w
| Bupger Esmmate Totaes

Revenues: 1,565,191,935 Expenditures: 1,117,092,441

- ma&um

Code Fand

Oparationa

13000 Pugil Transportation

18000 Total Instnuctional Materisis Sub-Furd
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BARs

You can make a Budget Adjustment Request (BAR) at any time for a Finalized
Budget that hasn’t been closed to BARs. You can either manually create a BAR
in OBMS or upload a BAR .csv file directly into OBMS. A request becomes an
adjustment at the end of the approval process. Until then, it remains a
request for an adjustment.

You can create a BAR for three types of funds—Direct funds, Flowthrough
funds, and Capital Outlay funds. Each fund type has its own procedures to
create and approve the BAR, which are described in this section.

Note: Direct funds also include General Funds and Transportation.

About Revenues and Expenses

Revenues and expenses must always balance in BARs. If you increase or
decrease the revenue, also increase or decrease the expense so the
difference is 0. And if the revenue you request is approved, plan to spend all
the revenue.

About BAR Types

In the BAR SELECTION folder next to BAR Type, you can select one of five types
of BARs for various funds in OBMS—Decrease (D), Increase (l), Initial Budget
(IB), Maintenance (M), and Transfer (T).

= Decrease to decrease the budget for a fund that already exists in the
budget.

* Increase to increase the budget for a fund that already exists in the
budget.

= |nitial Budget to create a brand new budget for a fund not currently in the
budget for that entity. The only requirement is that the fund must exist in
the COA. It’s not required that the fund is budgeted yet for that entity.

= Maintenance to move money between COA lines within Function Codes
(see the Func column here) that have the same first digit. For example, you
can move money from Object 56118 to Object 53330 because both of
their Function Codes start with 1.

Fom->| EXP | [1000 | 56118 | 066000 | 1010 | 0000 | (964) | N/A
T°'>_ EXP 1000 | 53330 066000 | 1010 0000 | 964 | N/A
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= Transfer to move money from a single COA line to another line or multiple
COA lines. For this BAR type, the Function Code does not have the same
first digit. For example, you can move money from Object 55915 to Object
51300. One Function Code starts with 1 and the other one starts with 2.

Acct Job
Type Func Object Location Program Class Adj Amt FTE Adj
From -> EXP | [T000 | 55915 | 066000 | 1010 | 0000 (9,000) | N/A
To>| Exp | (2300 | 51300 | 066000 | 0000 | 1113 | 2,000 | 0.00

Note: Transfer and Maintenance BARs deal only with expenses. They do
not adjust the revenue.

About BAR Approvals

Decrease BARs, Increase BARs, Initial Budget BARs, and Transfer BARs require
PED approval. Their approval process first goes from BM to SP to BM for
Local/Governance Board approval. Then the BARs go to PED from BA to BS for
full approval. The BAR SUMMARY page for these BARs shows Status: PED
Approved BAR.

Maintenance BARs only go through the entity’s Local/Governance Board.
Their approval process is BM to SP to BM for full approval.

About BAR Voids and BAR Disapprovals

An entity can void a BAR before submitting it to PED. After an entity submits a
BAR to PED, only PED can disapprove the BAR.

Creating Direct and Flowthrough BARs

This section gives the procedures for creating Direct BARs and Flowthrough
BARs in OBMS.

Note: For procedures to create Capital Outlay BARs and Dependent Charter
Transfer (DCT) BARs, see OBMS User Manual, Volume 2.
To create a Direct D, |, or IB BAR

After logging in as a School District and clicking the Budget link on the OBMS
BuDGET HoME page, follow the next steps to create a Direct D, |, or IB BAR.

Note: For steps to create a Direct Maintenance BAR, see the training video.

1. Onthe BUDGET ACTIONS page, under Budget Year and Budget, select the
year and the budget entity for the BAR.
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This 2021-2022 Bloomfield example is for a Direct Decrease BAR to
decrease Fees — Users revenues and add new Athletics expenses.

VN
).
5\ NEW MEXICO

A

Budget Actions | Budget Entry | Budget Uploads | Budget View | Budget Estimates | Budge
| Reports | Home

Budget Year: Budget:

[2021-2022 | [Bloomfield
./ Buocer ToTALS
Revenues: 67,673,138 Expenditures: 67,673,138
./ Buocer Funos

¢

[ Select

Code Fund Revenue Expenditure Diff Approved Action

11000 Operational 30402223 30402223 0 NA

i
El
E .
El

13000 Puplil Transportation 1,076,925 1,076,925

21000 Food Services 2024253 2024253 O N/A

22000 Athletics 109,973 100973 0 N/A

i
©
i
B

N/A in the Approved column identifies funds that are Direct funds. This
example uses fund 22000 Athletics.

2. Next to 22000 Athletics, click to display the fund lines for Revenues
and Expenditures.

Note: For quick reference, consider taking a screenshot of these initial
budget lines to compare with the lines after you make changes.
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Revenues
Fund  Function Object Program Location Job Class Est, Amt Proj. Amt
22000 0000 11111 0000 000 0000 118,318 89,973
22000 0000 41705 0000 000 0000 15942 20.000

- 134260 109,973
Expenditures
Fund Function Object Program Location Job Class Est. Amt Est. FTE Proj. Amt Proj. FTE
22000 1000 53330 9000 000 0000 0 1.000
22000 1000 353711 9000 000 0000 263 40,000
22000 1000 33813 9000 000 0000 1,600 7.000
22000 1000 55817 9000 000 0000 28,646 50,000
22000 1000 55915 9000 000 0000 1,545 5,000
22000 1000 56118 9000 000 0000 9,865 6,973

44,287 0.00 109,973 0.00
2 revenue lines(s) found... 6 expenditure line(s) found... I_E"ZE_?*J

Home | Logout | Feedback | Training

3. Click Home, then on the OBMS BubGeT HOME page, click BAR.

Budget Actions | Budget Entry | Budget Uploads | Budget View | Budget Estimates | Budget

.: Ikoporl-_:! or l

Budgetll BAR | Actuals | RfR | Reports

The BAR SUMMARY page displays.

BAR Summary | BAR Actions | BAR Ent

| BAR Uploads | BAR Utilities | Reports | Home

Budget Year: | 2021-2022 v |
Entity: |Bloomfield
Fund/SubFund: |Select...
BAR Type: Select.., i

11000 - Operational
2410E! Title I - ESEA
[(INon- 24106 - Entitlement IDEA-B
24109 - Preschool IDEA-B
24113 - Education of Homeless
24307 - CARES Act, GEERF, Social Emotional Learning (SEL)
24308 - CRRSA, ESSER 11
24316 - USDE CRRSA ESSER 11 84,4250 SHARE 1D -PED24316GY201 - Air Quality
24330 - CRRSA, ESSER I11
25131 - Johnson O'Malley
25145 - Impact Ald Special Education
25147 - Impact Ald Indian Education
25153 - Title XIX MEDICAID 3/21 Years
25184 - Indian Ed Formula Grant
26107 - REC/District Fiscal Agent
26121 - Kellogg Fund/Kellogg Foundation
26200 - Conoco / Phillips School Grants
27107 - 27107 GOB Library
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4. Select the Budget Year and Entity, and next to Fund/SubFund, make sure
the fund number you want to create a BAR for is not in the list. In this
example, 22000 isn’t in the list. The numbers jump from 13000 to 24101.

5. Now click the BAR Actions link and next to BAR Type, select the type of
BAR you want.
BARAcrions

./ BAR SeLecion
No BAR found.

Budget Year: |2021-2022 v |
Budget: | Bloomfield v
BAR Type:| Decrease Vi 1
Fund/SubFund:E Select... ‘
|Decrease |
| Increase
| Initial Budget
| Maintenance
| Transfer

L Nonlepapranemnr s s eps e s . |

Select BAR: -/ v

Home | Logout | Feedback | Training

6. Next to Fund/Subfund, select 22000 - Athletics and then click the Create
button.

=

BAR Summary | BAR Actions | BAR Entry | BAR Uploads | BAR Utilities | Reports | Home

__/ BAR SELECTION
No BAR found.
Budget Year: |2021-2022 v
Budget: | Bloomfield v
BAR Type: [Decrease v \
Fund/SubFund: 22000 - Athletics

[ create ||
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This creates and displays a new BAR number, called a BAR Smart Number,
for the 22000 - Athletics fund, as shown next.

Note: OBMS automatically identifies the fund as a Direct fund.

_/ BAR SELECTION
New BAR: 066-000-2122-0047-D created.
Budget Year:|2021-2022 v
Budget: | Bloomfield

BAR Type: | Decrease
Fund/SubFund:§2D(}D - Athletics w

[ Non-approved [Japproved [IDisapproved [voided
Select BAR:

' BAR Sratus: 066-000-2122-0047-D (Direct BAR Nuumser Generaten) Funo: 22000 - AThLETIcS
Status: Direct BAR Number Generated

Void/Disapprove Reason:

| void BAR |
Action Date By Whom
Generate Dir. BAR Number 11/20/2021 12:2% PM School District

This BAR Smart Number is 066-000-2122-0047-D.

066 District Entity code

000 Location code, the district’s central office

2122 Budget Year 2021-2022

0047 Sequence number, the 47™ BAR created for this district
D BAR type, a Decrease

Note: If under BAR SELECTION you select anything by mistake, you can click
the Void BAR button at the bottom left of the screen.
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7. Now click the Bar Entry link to enter mandatory Contact and Justification
information described next.

BARENTRY Oroourieto 2021-2022]
__ BAR SearcH
Budget Year: | 2021-2022 v |
Entity: | Bloomfield <
Fund/SubFund: | 22000 - Athletics v
BAR Type:

Select Non-Approved BAR:
Retrieve

Heaper 066-000-2122-0047-D  Fuwo: 22000 - AtHLETICS =
Document Identification: 066-000-2122-0047-D
Federal Tax Identification:
Fiscal Year: 2021-2022
BAR Type: Decrease

Entity Name: Bloomfield
Contact: | Benavidez. Susan Ll |
Telephone: 505-827-6583
Email: PEDDemoNotify@respec.com

Justification: [Shortage of Athletic fees.

Home | Logout | Feedback | Training

= Next to Contact, select a person to contact for any questions related
to this BAR. OBMS automatically populates the contact’s telephone
number and email address from the OBMS database.

= Next to Justification, enter your reason for creating this BAR.

8. Click the Update button. The next screen that displays shows updated
header information and all Total types at 0.

/' 066-000-2122-0047-D as oF 11/20/2021 12:33:19 PM 15:0  Funo: 22000 - ATHLETICS
BAR Lines Last Saved: L\\\

\
BAR Type: Decrease

BAR Revenue Total: 0

BAR Expenditure Total: 0

BAR Difference Total: 0
BAR FTE Total: 0.00

Continue to the next procedure to complete this BAR for a Direct fund,
which begins by populating these 0 totals.
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To complete a Direct D, |, or IB BAR

1.

At the bottom left of the screen, click the BAR LINES folder to begin
populating the BAR totals that are 0 in the previous screen.

) 086-000-2122-0047-D as oF 11/20/2021 12.33:19PM 15:0  Funo: 22000 - ArLeTics

| Heaoer 066-000-2122-0047-D  Funo: 22000 - ATHLETICS =
J BAR Lies

| BAR ATTACHMENTS

| BAR INFo Request

The display expands with a Revenue box now under the header and an
Expenditure box, which shows Available Amt: 0. Because this example is a
Decrease BAR, we need to decrease the revenue and expenditures.

_J 066-000-2122-0047-D 4s or 1172072021 12:33:19 PM 15:0  Funo: 22000 - Ariznics
| Heaper 086-000-2122-0047-D  Funp: 22000 - ATHLETKCS =
_/ BAR Lmes: Decrease  066-000-2122-0047-D  Fuwo: 22000 - ATHLETICS
Sourcel Revenue |
Budgeted Amt: 109,973 Available Amt: 109,973
Function: 0000 - No Function
Object: | Select... v
Program:
Location:
Job Class: .
Adjustment: ( 0/) I"’
FTE Adjustment: N/A \' “Enter
Destination:lﬁxend-iture ]
Budgeted Amt: 109,973
Budgeted FTEs: 0.00 Available FTEs: 0.00
Function: 1000 - Instruction
Object: | Select... v
Program:
Location:
Job Class:
Adjustment: ( 0))
FTE Adjustment: N/A [ Enter
No BAR Line records found...

Note: Notice on each side of each Adjustment field are ( ), the
accounting symbol for decrease.
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2. Next to Object, select the one you want to decrease revenue from. In this
example we select Fees — Users.

Source: Revenue
Budgeted Amt: 109,973 Available Amt: 109,973

Function: 0000 - No Function

Object: | Select... v

Program: Select...
11111 - Unrestricted Cash

Location:
Job Class: R
Adjustment: ( 0/)
FTE Adjustment: N/A [ Enter |

As shown next, Budgeted Amt and Available Amt across the top and
Program, Location, and Job Class automatically populate.

Source: Revenue
IBudgeted Amt: 20,000 Available Amt: 20,000 I

Function: 0000 - No Function

Object: | 41705 - Fees - Users ~
Program: 0000 - No Program
Location: 0{‘\5000 - ELOOMFIELD DIST OFF
ob Class: 0000 - No Job Class
Adjustment: ( | o)
FTE Adjustment: N/A | Enter

3. Next to Adjustment, enter the amount to decrease and then click Enter.
In this example, we reduce the revenue line by $1,000.

Budgeted Amt: 20,000 Available Amt: 20,000

Function: 0000 - No Function

Object: | 41705 - Fees - Users v
Program: 0000 - No Program
Location: 066000 - BLOOMFIELD DIST OFF
Job Class: 0000 - No Job Class

Adjustment: ( | T 1000 J)

FTE Adjustment: N/A Enter
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The Revenue box disappears and under 1 BAR Line record(s) found, a
revenue BAR line displays with REV in the Acct Type column.

__J 068-000-2122-0047-D s or 11/20/2021 12:35:41 PM 1s: (1,000)
| Heroer 086-000-2122-0047-D  Funo: 22000 - ATHLETICS
_/ BAR Lmes: Decrease  066-000-2122-0047-D  Funo: 22000 - ATHLETICS

Funp: 22000 - ATHLETICS

Destination: Expenditure

Available Amt:
Available FTEs:

109,973
0.00

Budgeted Amt:
Budgeted FTEs:

1,000

0.00

Function: 1000 - Instruction
Object: |Select...

v|

Program:
Location:
Job Class:
Adjustment: ( o)

FTE Adjustment: N/A |  Enter |

1 BAR Line record(s) found.
| Delete Selected BAR Lines | |

Save |

Acct Job Pres FTE Budg As
B T Func Object Location Program Class Budg Adj Amt Adj Adj
[ | REV |0000 41_7%55:?5 066000 | 0000 |0000| 20,000 ‘(\ 1,000 |)

N/Al 19,000 {»‘
0.00

| Save |

If you added one or more incorrect BAR lines and want to delete them, do
one of the following:

= To delete a specific line, click the box to the left of REV and then click
the Delete Selected BAR Lines button.

Or
= To delete all lines, click the box to the left of Acct Type and then click
the Delete Selected BAR Lines button.

Then return to Step 2 of this procedure. Otherwise, continue to Step 5.

Now balance the BAR by decreasing money from an Object in the
Expenditure box. Next to Object, select the one you want to decrease the
expenditure from.

Destination: Expenditure

Available Amt:
Available FTEs:

Budgeted Amt:
Budgeted FTEs:

109,973
0.00

1,000
0.00

Function
Object

Program:

Location:
Job Class:
Adjustment:

FTE Adjustment:

: 1000 - Instruction

: [select... v|

Select...

53330 - Professional Development
53711 - Other Charges

55813 - Employee Travel - Non-Teachers
55817 - Student Travj

55915 - Other Contract Services

56118 - General Supplies and Materials

| Enter
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6. Next to Adjustment, enter the amount you want to decrease for the
Object and click Enter. If you want to decrease money from more than
one Object, repeat Steps 4 and 5 for each Object.

Because we decreased the amount of revenue from Fees — Users in Step 2
of this example, we decide to decrease the amount of expenditures from
Professional Development, Student Travel, and General Supplies and
Materials. Those three lines display under 4 BAR Line record(s) found

with EXP in the Acct Type column

Destination: Expenditure
Budgeted Amt: 1,000 Available Amt: 0
Budgeted FTEs: 0.00 Available FTEs: 0.00
Function: 1000 - Instruction
Object: | 53230 - Professional Development v/
Program: 9000 - Co-Curricular and Extra-Curricular Activities
Location: 066000 - BLOOMFIELD DIST OFF
Job Class: 0000 - No Job Class
[ Adjustment: ( | 0
[ e—— "
FTE Adjustment: N/A j
4 BAR Line record(s) found.
| Delete Selected BAR Lines | | save |
Acct - Job Pres = FTE Budg
i Func Object Location Program - o dg Adj Amt Adj As Adj
- 41705-Fees - | [ |
) |REV |0000 Usars 066000 | 0000 |0000|20,000( 1,000 | ){N/A| 19,000 »
53330- _ }
[J |EXP |1000, Professional | 066000 | 9000 0000/ 1,000 |(| 400 |)/N/A| 600 »;
Development - ‘
— 55817-Student | | |
O | Exp 1000 ravel 066000 | 9000 |000050,000/( 1300 | )|N/A| 49,700 ‘»
N 56118-General : \
[ | EXP [1000/ Supplies and | 066000 | 9000 0000/ 6,973 |( | 300 |)|N/A| 6,673 »1
Materials ‘ 1
Total: (10000000 |
J | save |

7. If you want to change any adjustment amounts, change them in the Adj

Amt column, and then click Save.

Acct - ~ Job Pres - FTE Budg
] Type Func Object Location Program Class Budg Adj Amt Adj As Adj
41705-Fees - I
[ |REV 0000 Usare 066000 0000 0000/20,000(( 1,000 |) N/A| 19,000 ‘»
‘ 53330- | ‘
[J |EXP|1000, Professional 066000 9000 0000| 1,000 |( | 400 |) N/A 600 »:
Development | E——
= 55817-Student | | |
[ | exp [1000 s 066000 9000 |0000|50,004|( 310 | )IN/A 49,egol»v
‘ \ | 56118-General ‘ |
(] | ExP |1000| Supplies and | 066000 | 9000 ioooo 6,973 \( 290 | )N/A| 6,683 »;
| Materials
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After you balance the revenues and expenditures, the BAR Difference
Total is 0.

_/ 066-000-2122-0047-D as oF 11/20/2021 12:39:44 PM 5:0  Fuso: 22000 - AtHiETICS
BAR Lines Last Saved: 11/20/2021 12:39:44 PM
BAR Tvpe: Decrease
BAR Revenue Total: (1,000) |
BAR Expenditure Total: (1,000)
BAR Difference Total: 0
BAR FTE Total: 0.00

8. Click the BAR Actions link and make sure the status of the new BAR you
created shows Status: Pending Direct BAR.

BAR Summary | BAR Actions | BAR Entry | BAR Uploads | BAR Utilities | Reports | Home

./ BAR SeLecnon
Budget Year:[2021-2022 v
Budget: |Bloomfield v
BAR Type: Decrease v
Fund/SubFund: 22000 - Athletics v
Create
DNon-Approved JApproved | Disapproved | voided
Select l!A\R.Ié v

\ Retfigvg
./ BAR Srarus: 066-000-2122-0047-D (Penomc Direct BAR)  Funo: 22000 - ATHLETICS
I Status: pending Direct BAR i |
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If for any reason you want to void the BAR, enter a comment in the
Void/Disapprove Reason box and then click the Void BAR button.

Or

If you’re ready to submit this request for a budget adjustment, click the

Submit BAR to BM button.

BAR Summary | BAR Actions | BAR Entry | BAR Uploads | BAR Utilities | Reports | Home

_/ BAR SeLecTioN

Budget Year:[2021.2022 v

Budget: | Bloomfield

BAR Type:|Decrease

Fund/SubFund:| 22000 - Athletics

| Create |

[JNon-Approved [JApproved [JDisapproved [Jvoided
Select BAR:

__/ BAR Srtatus: 066-000-2122-0047-D (Penowe DRect BAR)  Funp: 22000 - ATHLETICS
Status: Pending Direct BAR

Void/Disapprove Reason:
r i
1

| submit BAR to BM || void BAR |

5

After you submit the BAR, the status changes to Direct BAR Submitted to

BM.

'/ BAR Srarus: 066-000-2122-0047-D (Direct BAR Suemiten To BM) Funp: 22000 - ATHLETICS
Status: Direct BAR Submitted to BM

This completes the School District’s procedures to submit a Direct D, |, or

IB BAR. Now the district waits for approval.
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To create a Direct or Flowthrough Maintenance BAR

In this example of a Direct Maintenance BAR or Flowthrough Maintenance
BAR, we want to increase Life Insurance by taking money already budgeted
for FICA payments. We decide to move money from FICA payment to Life
Insurance.

After logging in as a School District and clicking the BAR link on the OBMS
BupGeT HOME page, follow these steps to create a Direct Maintenance BAR or
a Flowthrough Maintenance BAR:
1. On the BAR AcTions page, do the following:

= Next to Budget Year and Budget, select the year and budget entity.

= Next to BAR Type select Maintenance.

= Next to Fund/SubFund, select the one you want, and then click
Create.

This example shows 2021-2022 Capitan creating a Maintenance BAR with
24109 - Preschool IDEA-B.

AN "".'g,q’

&

. NEW MEXICO

AR Summary | BAR Actions | BAR Entry | BAR Uploads | BAR Utilities | Reports | Home

__/ BAR SELecTiON
No BAR found.

Budget vear: 12021-2022 v |
Budget: |Capitan v
BAR Type: | Maintenance v
Fund/SubFund:|24109 - Preschool IDEA-B v

-

[_INon-Approved [_Approved [ Disapproved [ voided
Select BAR: “ oot v

Home | Logout | Feedback | Training
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The New BAR message indicates the BAR was created and shows its
status.

BAR Summary | BAR Actions | BAR Entry | BAR Uploads | BAR Utilities | Reports | Home]

__/ BAR SELECTION

New BAR: 040-000-2122-0009-M created
Budget Year:|2021-2022 v

Budget: | Capitan_ v]
BAR Type: ‘Wbiainitrenia nce v
Fund/SubFund: [v_24}949_-79[55@!139]}9EA-B V_|

[INon-aApproved [JApproved [Disapproved [Jvoided
Select BAR: [<0-000-2120 5-M v

i;J mmmmmmmmmmm) Funp: 24109 - Prescroor IDEA-B

Status: Maintenance BAR Number Generated

Void/Disapprove Reason:
[

Generate Maint. BAR Number 11/22/2021 4:04 PM School District

Home | | nnont | Feadhack | Traininn
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2. Click the BAR Entry link and when you see the budget period dates under

Flowthrough Only, do the following:

= For a Direct Maintenance BAR, Approved CarryOver, Total Current
Year Allocation, and Total Approved Budget (Flowthrough) all are 0.

Leave those entries at 0.

_/ Heaper 064-000-2021-0074-M  Funp: 27178 - ScrooL Buses

Document Identification: 064-000-2021-0074-M
Federal Tax Identification:
Fiscal Year: 2020-2021
BAR Type: Maintenance

Flowthrough Only
Budget Period From:

A. Approved CarryOver: \:\
B. Total Current Year Allocation: \:I

C. Increase/Decrease: 0
D. Total Funding Available: 0

Total Approved Budget (Flowthrough):|0

BAR Changes Intent/Scope of
UYes ® No
Program?

To:
oo12020 | (54 [ovs0n02 | (54

Entity Name: Aztec
Contact: | Garrelt, Trish

-1

Telephone: (505) 334-3695
Email: PEDDemoNotify@respec.com

Justification: |Decreased need for school bus

)

I Update I

Or
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= For a Flowthrough Maintenance BAR, enter the amounts for Approved
CarryOver, Total Current Year Allocation, and Total Approved Budget
(Flowthrough).

= (Click Yes or No to answer BAR Change Intent/Scope of Program?
(Usually No. Yes in rare cases.)

= Select a contact, enter your justification for this BAR, and then click
Update.

BAR Summary | BAR Actions | BAR Entry | BAR Uploads | BAR Utilities | Reports | Home

./ BAR Searcy
Budget Year: 2021-2022 v
Entity: Capitan v
Fund/SubFund: 24109 - Preschool IDEA-B v
BAR Type:

Select Non-Approved BAR:
Retrieve

./ Heaper 040-000-2122-0005-M  Fuso: 24109 - Prescwooe IDEA-B |
Document Identification: 040-000-2122-0005-M
Federal Tax Identification:
Fiscal Year: 2021-2022
BAR Type: Maintenance

Flowthrough Only
Budget Period From: To:

07012021 | LoH 06302022 | LS|

A. Approved CarryOver: 1458

B. Total Current Year Allocation: 3452
C. Increase/Decrease: 0
D. Total Funding Available: 0

Total Approved Budget (Flowthrough): 3 52
BAR nges Intent/Scope
Program?
Entity Name: Capitan
Contact: Shepperc .ame il |
Telephone: 575-354-8514
Email: PEDDemoNotify@respec.com

Yes ®* No

|

Slight adjustment of benefits.

¢ I |
Home | Logout | Feedback | Training

3. Click the BAR LINEs folder to display the next screen where you choose the
expenses to reassign.
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" BAR Lies: Mawtenance  040-000-2122-0005-M  Funp: 24109 - PrescrooL IDEA-B

Source: Expenditure

Budgeted Amt: 4,436 Available Amt: 4,436
Budgeted FTEs: 0.20 Available FTEs: 0.20

Function: 1000 - Instruction

( I:\"
Object: | Select... v

Program:

Location:

Job Class:

Adjustment: ( 0)

FTE Adjustment: N/A Enter [
Destination: Expenditure
Budgeted Amt: 4,436 Available Amt: 0
Budgeted FTEs: 0.20
Function: isjec?... v
Object:
Program:
Location:
Job Class:
Adjustment:
FTE Adjustment: N/A Enter

No BAR Line records found...

4. In this example, from the money originally budgeted for FICA Payments,

we want to take $5. In the Source box, do the following:
= Next to Object, select 52210 - FICA Payments.

= Next to Adjustment, enter $5, and then click Enter.

Source: Expenditure

Budgeted Amt: 226 Available Amt: 226
Budgeted FTEs: 0.00 Available FTEs: 0.00

Function: 1000 - Instruction

| Object:[52210 - FICA Payments ol |

Program: 0000 - Mo Program

Location: 040000 - CAPITAN DISTRICT OFF

Job Class: 0000 - No Job Class

Adjustment: ( Bl

FTE Adjustment: N/A

Enter |

5. In the Destination box, we need to spend the S5 we took from the Object.
Notice in the previous Destination box, the Available Amt was 0 and in
the current Destination box, it’s 5, the dollar amount taken from the

source.

Spend the S5 by doing the following, as shown in the example:
= Next to Object, select 52312 - Life (for Life Insurance).

= Next to Location, select 040000 — CAPITAN DISTRICT OFF (for office).

= Next to Adjustment, enter 5, and then click Enter.
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Destination: Expenditure

Budgeted Amt: 3 Available Amt:

Budgeted FTEs: 0.00
Function: 1000 - Instruction
Object: | 52212 - Life M |

Program: 0000 - Mo Program

| Location:| 040000 - CAPITAN DISTRICT OFF v [}
Job Class: 0000 - No Job Class

IMiustment: S5 I
FTE Adjustment: 14 &

6. When you see the amounts in the Adj Amt column are balanced and the
Total is 0, leaving us zeroed out, click Save.

| Delete Selected BAR Lines | | save |
Acct - s Job Pres
| T Func  Object Location Program Class Budg
= - | | (et |
O | exp {1000 52210°FICA 040000 | 0000 |0000| 226 |( Sl)!N/A‘ 221 '» FROM
| St

Payments

7. Click the BAR Actions link, and then do one of the following:

= |f for any reason you want to void the BAR, enter a comment in the
Void/Disapprove Reason box and then click the Void BAR button.

Or

= |f you're ready to submit this BAR, click the Submit BAR to BM button
and wait for Local/Governance Board approval.

_/ BAR Sratus: 040-000-2122-0005-M (Pexoivc Mamtenance BAR) Funo: 24108 - Prescrood IDEA-B
Status: Pending Maintenance BAR

Void/Disapprove Reason:

Submit BAR to 8M | Void BAR |

Create Maintenance BAR 11/22/2021 4:06 PM School District
Generate Maint. BAR Number 11/22/2021 4:04 PM School District

ome | Logout | Feedback | Training

After you submit the BAR, the BAR StaTus folder shows that information.

__/ BAR Sratus: 040-000-2122-0005-M (Mamtexance BAR Suemrren To BM) Funo: 24109 - Prescroot IDEA-B
Status: Maintenance BAR Submitted to BM
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To create a Flowthrough Transfer BAR

After logging in as a School District and clicking the Budget link on the OBMS
BUDGET HOME page, follow these steps to create a Flowthrough Transfer BAR:

1. On the BUDGET ACTIONS page, under Budget Year and Budget, select the
year and the budget entity for the BAR.

This 2021-2022 Bloomfield example is for a Flowthrough Transfer BAR to
transfer money in 24113 Education of Homeless from one function to one
or more other functions.

i v &
@ 24113 Education of Homeless 30,000 30000 O
é\l

Next to 24113 Education of Homeless, click to display the fund lines
for Revenues and Expenditures.

/24113 - Buocer Lines

Revenues

24113 0000 44500 0000 000 0000 17,329 30,000
17,329 30,000

Expenditures

Function Object Program Location Job Class . Est. FTE Proj. Amt Proj. FTE

24113 1000 51300 4020 000 1411 0 0.00 5.000 0.00
24113 2100 56118 0000 000 0000 0 6.387
24113 2200 53330 0000 000 0000 0 4,000
24113 2200 56118 0000 000 0000 11,678 880
24113 2300 53713 0000 000 0000 18 1413
24113 2400 53330 0000 000 0000 4.962 5,820
24113 2700 55915 0000 000 0000 0 2,000
24113 3300 56118 0000 000 0000 0 4,500
16,658 0.00 30,000 0.00

2. Click Home to go to the OBMS HOME PAGE page, click BAR, and then click
the BAR Actions link.

3. Select the Budget Year and Budget (entity), and next to Fund/SubFund,
make sure the fund number you want to create a BAR for isn’t in the list.

4. Now click the BAR Actions link and do the following:
= Next to BAR Type, select Transfer.

= Next to Fund/Subfund, select 24113 - Education of Homeless, and
then click the Create button.
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BAR Summary | BAR Actions | BAR Entry | BAR Uploads | BAR Utilities | Reports | Home

'/ BAR SeLecTioN
No BAR found.

Budget Year:[2021-2022 v |

Budget: | Bloomfield v

BAR Type:|Transfer v

Fund/SubFund:[24112 -[€ducation of Homeless v|
- Create |

A New BAR message pops up showing the BAR’s Smart Code.
__/ BAR SeLecTion

ew BAR: 066-000-2122-0048-T created.

Budget Year:|2021-2022 v

Budget: | Bloomfield v|
BAR Type: | Transfer v |
Fund/SubFund: [24113 - Education of Homaeless v|
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5. When you see the budget period dates under Flowthrough Only, do the
following:

= Enter the amounts for Approved CarryOver, Total Current Year
Allocation, and Total Approved Budget (Flowthrough).

= (Click Yes or No to answer BAR Change Intent/Scope of Program?

= Select a contact, enter your justification for this BAR, and then click
the Update button.

_/ 066-000-2122-0048-T as o= 11/22/2021 3:39:37 PM 15:0  Funo: 24113 - Eoucarion oF HomeLess
BAR Lines Last Saved:
BAR Type: Transfer
BAR Revenue Total: 0
BAR Expenditure Total: 0
BAR Difference Total: 0
BAR FTE Total: 0.00

./ Heaper 066-000-2122-0048-T  Funp: 24113 - Epucation oF HomeLESS \31
Document Identification: 066-000-2122-0048-T
Federal Tax Identification:
Fiscal Year: 2021-2022
BAR Type: Transfer

Flowthrough Only
Budget Period From: To:

06302022 | =]

|07/01/2021

A. Approved CarryOver: 30000
B. Total Current Year Allocation: 30000
C. Increase/Decrease: 0
D. Total Funding Available: 60,000
Total Approved Budget (Flowthrough): 30,000 1|

BAR Changes Intent/Scope o
Program?

Entity Name: Bloomfield

®Yes UNo

Contact: | Benavidez, Susan
Telephone: 505-827-6583
Email: PEDDemoNotify@respec.com

Justification: |idjust the expenditures.

Continue to the next procedure to complete your Flowthrough BAR.

76



Operating Budget Management System
OBMS User Manual

To complete a Flowthrough Transfer BAR

Volumel v1.0
January 2022

1. Click the BAR LINEs folder. Notice the two expenditure boxes—one for
Source and one for Destination. Because Transfer BARs don’t deal in

revenue, there’s no Revenue box.

" BAR Lmes: TRansrer  066-000-2122-0048-T  Funo: 24113 - Eoucanon oF HOMELESS

FOUI’CQ: Expenalture I

Budgeted Amt: 1,413 Available Amt: 1,413
Budgeted FTEs: 0.00 Available FTEs: 0.00
Function: ‘2300 - »SrupfnortAsérvi'c'es-GeneralkKamiﬁiétraiion v
Object: 53713 - Indirect Costs - Program Administration
Program: 0000 - No Program
Location: 066000 - BLOOMFIELD DIST OFF
Job Class: 0000 - No Job Class
Adjustment: ( )
FTE Adjustment: N/A [ Enter |
| Destination: Exgenditure I
Budgeted Amt: 30,000 Available Amt: L\y 0
Budgeted FTEs: 0.00
Function: |Select... v
Object:
Program:
Location:
Job Class:
Adjustment: 0
FTE Adjustment: N/A [ Enter

2. Select the Function you want to transfer money from (2300 shown here),
check the Available Amt above it, and next to Adjustment, enter the
amount to transfer. In this example, the amount is 300. Then click Enter.

This changes the Available Amt under Destination from 0 to 300, the

value you entered.

Destination: Expenditure

Budgeted Amt: 30,000 Available Amt:

Budgeted FTEs: 0.00

Function: | Select.., v|
Object:

Program:

Location:
Job Class:
Adjustment: 4]

FTE Adjustment: N/4&

300

[ Enter

If you want to transfer more money from more functions, repeat this step
for each function code(s). We also want also transfer money from General
Supplies and Materials, so we repeat this step for Function 3300.
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3. Transfer the available amount from the Destination box by selecting a
Function to transfer the money to. We select 5000 - Debt Service.

Note: The available function codes never start with the same digits you
chose in the Source box. In this example where functions 2300 and 3300
were taken from the Source, no Destination functions that start with 2 or
3 are available.

Budgeted Amt: 30,000 Available Amt: 500
Budgeted FTEs: 0.00
Function: | Select... v

Object: Select...
1000 - Instruction

Program: .00 - capital Outlay
[T 1L R S000 - Debt Service
Job Class:
Adjustment: 0
FTE Adjustment: N/A [ Enter |

2 BAR Line record(s) found.
| Delete Selected BAR Lines |

Job Pres

Object Location Program Class Budg

53713-Indirect [

Administration
| 56118-General

Supplies and | 066000 | 0000 |0000|4,500 |( | 200 | )|N/A 4,300»

Materials

O Expﬁaoo Costs - Program oesooo‘ 0000 |0000 1,413’( 300|)N/A11,113 »}
|

(500) 0.00

|_save |
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4. Select an Object where you want to spend the transferred money. In this
example, it’s 54630 - Rental - Computers and Related Equipment.

Destination: Expenditure

Budgeted Amt: Available Amt:

Budgeted FTEs:

30,000
0.00

500

Function: | 1000 - Instruction  v|

Object: | Select... v

52710 - Workers Compensation Premium -

52720 - Workers Compensation Employer's Fee

52730 - Workers Compensation (Self Insured)

52911 - Cafeteria Plan Fees

52912 - Employee Assistance Programs

52913 - Workers Compensation Employee Fees

52914 - Deferred Sick Leave Reserve | Enter [

53330 - Professional Development S—2

ecord(s,; 53414 - Other Services

' — 53711 - Other Charges

| Delete Seleced BAR Lif 53760 - Tuition For gConcurrent Enroliment
53762 - Tuition To Other School Districts Qutside the State
54311 - Maintenance & Repair - Furniture/Fixtures/Equipment
54610 - Rental - Land and Buildings

537 54620 - Rental - Equipment and Vehicles | \ i

00 cOsts )
Admr 55813 - Employee Travel - on-Teachers E

' | 561 55817 - Student Travel E

EXP 3300 Suj 55818 - Other Travel - Non-Employees |)
’ | I 55819 - Employee Travel - Teachers - |

Program:
Lpbcation:
Jgb Class:
Adjystment:

FTE Adjystment:

2 BAR Line

Acct
n Type Fiinc

[J |EXP |2

5. Select the Program and Location for the money transfer, along with the
Adjustment amount you want to spend from Available Amt, and then
click Enter. Here we spend $400 on computer rental and $100 on debt.

Destination: Expenditure
Budgeted Amt: o I Available Amt: 500 I
Budgeted FTEs: 0.00
Function: | 1000 - Instruction v/
Object: (54630 - Rental - Computers and Related Equipment v
Program: | 1010 - Regular Education (K-12) Programs v|
Location: | 066095 - MESA ALTA JR HIGH v|
Job Class: 0005» No Job Class E— -
I Adjustment: 40
FTE Adjustment: N/A L}
Destination: Expenditure
Budgeted Amt: 0 Available Amt: 100
Budgeted FTEs: 0.00

Function: | 5000 - Debt Service v|
Object: 55912 - Contracts - Inter-agency/REC
Program: 0000 - No Program
Location: | 066026 - BLOOMFIELD HIGH v
Job Class: 0000 - No Job Class
Adjustment: | 100

FTE Adjustment:

N/A

LD. Enter |
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6. Now we see $500 for Func 2300 and 3300 is ready to transfer to Func
1000 and 5000. Because the Total is SO, now balanced, click Save.

Budg
Acct ~ 3 Job Pres - FTE
| Type Func Object Location Program Class Budg Adj Amt Adj ::j

53713-Indirect \
[ |ExPj230q Costs - Program | 066000 | 0000 (0000 1,413 |( 300 [))|N/A 1,113
Administration

"~

| 56118-General 1
[ |Expj330d Supplies and | 066000 | 0000 |0000 4,500 |( | 200 |)){N/A| 4,300 »
__ Materials , |
54630-Rental - |
Computers and
Rpelated 066095 | 1010 (0000, O 400 | ||N/A| 400 «
Equipment [ 5
55913-Contracts =
() | EXP} 5000 - Inter- 066026 0000 |0000 0 | 100 | N/A 100
agency/REC

[ |Exef1000

7. Click the BAR Actions link and on the BAR AcTIONS page, do one of the
following:

= |f for any reason you want to void the BAR, enter a comment in the
Void/Disapprove Reason box and then click the Void BAR button.

Or

= |f you're ready to submit this BAR, click the Submit BAR to BM button.

Budget Year:|2021-2022 v

Budget: | Bloomfield v|

BAR Type: | Transfer v/

Fund/SubFund:|24113 - Education of Homeless v
Create |

[Jnon-Approved [JApproved [JDisapproved ([voided
Select BAR: 000 000 2122 00487 7
Retrieve |

_/ BAR Sratus: 066-000-2122-0048-T (Penovc FrowthrouH BAR) Funp: 24113 - EpucaTion oF HOMELESS
Status: Pending Flowthrough BAR

Void/Disapprove Reason:

Submit BAR to BM | Void BAR |

Action - Date By Whom
Create Flowthrough BAR 11/22/2021 3:39 PM School District
Generate FT BAR Number 11/22/2021 3:37 PM School District

Home | Logout | Feedback | Training
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At this point, your request is complete and you need to wait for approval.
After Local/Governance Board Approval, this BAR goes through the PED
Flowthrough approval process.

Approving Direct and Flowthrough BARs

This section describes the BAR approval process for Direct BARs and
Flowthrough BARs.

Note: For Capital Outlay BAR and Dependent Charter Transfer (DCT) BAR
approval procedures, see OBMS User Manual, Volume 2.

To approve a Direct BAR (BM first time)

The approval process for a Direct Fund goes from BM to SP to BM and then to
PED where it goes from BA to BS for full approval.

The next example shows how the BAR created earlier for 2021-2022
Bloomfield starts its approval process, from BM to SP.

1. After you login, under MESSAGES you can see the notification that a school
submitted a BAR for approval along with the BAR’s number and date.

Date

fevol has submitted Blcomfieid RAR 066-000-2122-0047-0 for L120/2021 l

o PESI CO o - To e "
[ Sytvia  Schoel for the Blind and Viswally 1 fund 24100 for peried  5/17/2019
03/31/2019
Entry has been completod on the rebmbiu
Sytvia  School for the Blind and Visually Impaired
03/31/2019
Program Manasger Approved Fund 31701:Capital Improvements
589 Local for Middie Colloge High School

wt request for NM
d 24100 for peried /122009

& Amanda 5/9/2019

pgram Manager Approved Fund 31700:Capital Improvements

& Amanda ¥ 5/0/2010

"o
S0-9 for Middie College High School
123435078010

rized User has submitted Bloomfieds BAR 066-00
o Business Manager for review and approval

oul
| Cannca MssHoRD

tome | Logout | Feodback | Training
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You and the Bloomfield BM also receive an email notification with the
same information, including BAR 066-000-2122-0047-D, the BAR’s Doc ID:

SD/CS level has submitted Bloomfield BAR 066-000-2122-0047-D for Fund 22000

ip) % Replyall | => Forws
OBMS Administration Automated Email <OBMS@state.nm.us> ) Reply 3 Reply Al ¥ Forward
To EPED Dema Notify

(i) This sender OBMS® state.nm.us 1s from outside your organization,

CAUTION: This emall originated from outside of the organization. Exercise caution when viewing clicking links, or rasp g to requests.
FROM: School District:

Business Manager,

School District/Charter School Authorized User has submitted Bloomfield BAR 066-000-2122-0047-D for Fund 22000 to the Business Manager for review and approval

2. Click the BAR link, select the Budget Year and Entity, and then click the

View BARs button. This displays the BAR information and its Doc ID.

BAR Summary | BAR Actions | BAR Enlry | BAR Uploads | BAR Utilities | Reports | Home

Budget Year: 2021-2022 V|

Entity: | Bloomfield v/
Fund/SubFund: Select... v/
BAR Type: |Select... v]

& non-Approved [ Approved [ Disapproved [Jvoided
| View BARs |
/' View BAR Summary

1 record(s).

Direct BAR Submitted to | 066-000-2122-

Bloomfield aM 0047-D

’ 22000 | Athletics

[ Show BAR History Report |

fome | Logout | Feedback | Training

3. Click the BAR Entry link and then click the HEADER folder to view the

contact and justification for this BAR.
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./ Heaper 066-000-2122-0047-D  Funp: 22000 - ATHLETICS
Document Identification: 066-000-2122-0047-D
Federal Tax Identification:
Fiscal Year: 2021-2022
BAR Type: Decrease

Entity Name: Bloomfield
Contact: | Benavidez, Susan
Telephone: 505-827-6583
Email: PEDDemoNotify@respec.com

&7

Justification: |shortage of Athletic fees.

[ Update

4. Click the BAR LINEs folder to see the requested changes to the BAR. In this

example, the school district is decreasing $1,000 in user fees revenue
from 22000 - Athletics, and decreasing a total of $1,000 from three
different expenditure lines.

__/ BAR Lmes: Decrease  066-000-2122-0047-D  Funo: 22000 - ATHLETICS
Destination: Expenditure
Budgeted Amt: 109,973 Available Amt: 0
Budgeted FTEs: 0.00 Available FTEs: 0.00
Function: 1000 - Instruction
Object: |Select... v|
Program:
Location:
Job Class:
Adjustment: ( 0/)
FTE Adjustment: N/A [ Enter |
4 BAR Line record(s) found.
| Delete Selected BAR Lines | | save
Acct = - Job Pres - FTE Budg
| | T Func Object Location Program Class Budg Adj Amt Adj As Adj
= - - | |
O | REV [0000 417%55:295 066000 | 0000 |0000|20,000]( 1,000 | ){N/A| 19,000 I
= [ 53330- [ 7 -
J ‘EXP‘IOOO» Professional 066000 9000 0000] 1,000 |( 400 I)N/A 600 »
i ‘ i Development | 7
- 55817-Student | [ |
O | exe 1000 Teavel 066000 | 9000 (0000 50,000|( | 310 |) N/A;49,690‘:».
| | 56118-General [
[J | EXP 1000, Supplies and | 066000 | 9000 |0000| 6,973 |( 290 | )|N/A| 6,683 »
| Materials |
Total: (1,000) 0.00
| save |
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Note: The BAR INFO REQUEST folder displays requests for additional
information. Because entities don’t do these requests, you always see No
request(s) found when performing this procedure.

__/ BAR Inro ReauesT 066-000-2122-0047-D  Funo: 22000 - ATHLETICS
No request(s) found. b

If the current BAR is satisfactory, click the BAR Actions link and then click
the BM Approve BAR button to submit the BAR to the SP for approval

Or

If the BAR isn’t satifactory, enter the reason in the Void/Disapprove
Reason box and then click the Void BAR button.

BAR Summary | BAR Actions | BAR Entry | BAR Uploads | BAR Utilities | Reports | Home)

./ BAR SELECTION
Budget Year: [ 2021-2022 v
Budget: | Bloomfield v
BAR Type: Select...
Fund/SubFund: | Select...

Non-Approved [Japproved [Disapproved [voided
Select BAR: | 066-000-2122-0047-D v
| Retrieve
__ BAR Srarus: 066-000-2122-0047-D (Direct BAR Suesrreo to BM)  Funo: 22000 - Avsiencs
Status: Direct BAR Submitted to BM

Void/Disapprove Reason:

| em Approve BAR || Void BAR

Action Date By Whom
Direct BAR Subrf\it to BM 11/20/2021 12:42 PM School District
Create Direct BAR 11/20/2021 12:33 PM School District

Generate Dir. BAR Number 11/20/2021 12:29 PM School District
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To approve a Direct BAR (SP)

The approval process for a Direct Fund continues when the SP receives
notification that a BM approved the BAR. The next example ends when the SP
returns the BAR to the BM.

1. After you login, under MESSAGES you can see the notification that a BM
approved the BAR and submitted it to you for further approval.

Budget | BAR | Actuals | RfR | Reports

./ Messaces
" - - = y
& 500 message(s). | Delete ALL Messages !! | Msgs per page:| 10 v|
Date
y Business Manager has approved Bloomfield BAR 066-000-2122-
& [ Business 4047 b for Fund 22000 i1ran/a0as

You also receive an email about BAR 066-000-2122-0047-D to let you
know it’s ready for your review and approval.

Business Manager has approved Bloomfield BAR 066-000-2122-0047-D for Fund 22000

« “
OBMS Administration Automated Email <OBMS@state.nm.us> FiRaphy |1 Ry AR | =3 Fonieid
To EPED Demo Notify Sat 11/20/2021 12:48 PM
(7) This sender OBMS@state.nm.us is from outside your organization.

CAUTION: This email originated from outside of the i Exerci ion when viewing clicking links, or responding to requests.
FROM: Business Manager:
Super Intendent,
The Bloomfield Business Manager has approved Bloomfield BAR 066-000-2122-0047-D for Fund 22000 and submitted it for revi d approval by the Bloomfield

I

2. Click the BAR link, click the BAR Entry link, select the Budget Year and
Entity, and then click the Retrieve button.

Note: Next to Select Non-Approved BAR, the BAR number displays. When

multiple non-approved BARs are outstanding, click the arrow to select the
BAR number you want.

' BAR Search
Budget Year: | 2021-2022 ¥ |
Entity: | Blpomfield w
Fund /SubFund: |Sélect... v |
BAR Type: [Select... v
Select Non-Approved BAR: : v
| Retrieve
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3. Click the BAR Entry link and then click the HEADER folder to view the
contact and justification for this BAR.

_/ HeaDer 086-000-2122-0047-D  Funo: 22000 - ATHLETICS =
Document Identification: 066-000-2122-0047-D
Federal Tax Identification:
Fiscal Year: 2021-2022
BAR Type: Decrease

Entity Name: Bloomfield
Contact: | Benavidez, Susan v
Telephone: 505-827-6583
Email: PEDDemoNotify@respec.com

bV

Justification: shortage of Athletic fees.

| Update ]

4. Click the BAR LINEs folder to see the requested BAR changes. The school
district is decreasing $1,000 in user fees revenue from 22000 - Athletics,
and decreasing a total of $1,000 from three expenditure lines.

__/ BAR Lmes: Decrease  066-000-2122-0047-D  Funo: 22000 - ATHLETICS

Destination: Expenditure

Budgeted Amt: 109,973 Available Amt: 0
Budgeted FTEs: 0.00 Available FTEs: 0.00
Function: 1000 - Instruction
Object: | Select... v
Program:
Location:
Job Class:
Adjustment: ( 0/)
FTE Adjustment: N/A [ Enter |

4 BAR Line record(s) found.

[ Delete Selected BAR Lines | [ save |
Acct

Job Pres
Class Budg Adj As Adj

| Type Func Object Location Program

= 41705-Fees - ;

[ |REV (0000 s 066000 | 0000 |0000|20,000( 1,000 | )|N/A| 19,000 !»
) 53330- i ‘

() |ExP |1000| Professional | 066000 | 9000 (000G]| 1,000 |( 400 |)|nza| soo [P
||| Development | _ g - \

O | exe 1000 5581;;%2:“"‘ 066000 | 9000 |0000|50,000]( 310 |)|n/A 49,690%»
56118-General | | |

(] | exp |1000| Supplies and | 066000 | 9000 |0000| 6,973 |( 290 |)|N/A| 6,683 I
| Materials | | \

[ Save |
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If the SD uploaded any attachments, click the ATTACHMENTS folder to open
it and then review the attachment(s).

| ArmacHuents  066-000-2122-0047-D  Fuwp: 22000 - ATHLETICS

Note: The BAR INFO REQUEST folder displays requests for additional
information. Because entities don’t do these requests, you always see No
request(s) found when performing this procedure.

BAR InFo Reauest 066-000-2122-0047-D  Funo: 22000 - ATHLETICS
No request(s) found.
L

5. If the current BAR is satisfactory, click the BAR Actions link and then click
the SP Approve BAR button to submit the BAR back to the BM.

Or

If the BAR isn’t satifactory, enter the reason in the Void/Disapprove
Reason box and then click the Void BAR button.

[ BAR Swarus: 066-000-2122-0047-D (BM Areroven Diwect BAR - Suewimten 1o 3P)  Fuwo: 22000 - Amvierics
Status: BM Approved Direct BAR - Submitted to SP

Void f Disapprove Reason:

SP Approve BAR | Void BAR

After you approve the BAR, the Status updates with this information:

BAR Sratus: 066-000-2122-0047-D (SP Arprovep DIRecT BAR - ReADY 10 suewir 10 PED)  Funo: 22000 - AThLer
Status: SP Approved Direct BAR - Ready to submit to PED
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1. After you login, click the BAR link, click the BAR Entry link, select the
Budget Year and Entity, and then click the HEADER and BAR LINEs folders to
make sure the SP didn’t change anything.

Document Identification

./ Heaper 086-000-2122-0047-D  Funo: 22000 - ATHLETICS
: 066-000-2122-0047-D

Federal Tax Identification:
Fiscal Year: 2021-2022
BAR Type: Decrease

Entity Name

Contact

Telephone

: Bloomfield

&7

: | Benavidez, Susan

: 505-827-6583
Email: PEDDemoNotify@respec.com

Justification:

Shortage of Athletic fees.

| Update

./ BAR Lmes: Decrease  066-000-2122-0047-D  Fuwo: 22000 - AHLeTicS

Budgeted Amt:
Budgeted FTEs:

Object

Adjustment

FTE Adjustment

109,973
0.00

Destination: Expenditure

Function: 1000 - Instruction

Available Amt:
Available FTEs:

:| Select...

v]

Program:

Location:
Job Class:

o
:N/A

0

0
0.00

4 BAR Line record(s) found.

| | Acct Einc

| Delete Selected BAR Lines |

Object

Location Program

Job Pres

Adj Amt ETE | Bt

Type Class Budg Adj As Adj

[ | REV 0000 417%55;'?;5 ~ | 066000 | 0000 ooooizo,ooo;( 1,000 | )|N/A| 19,000 [»

= 53330- [ 7 ‘ |

0 ‘EXP 1000, Professional | 066000 | 9000 [0000] 1,000 [( | 400 |)[nN/A| 800 »

i U Development |

— 55817-Student | [ | I

O |exe |1000 e 066000 | 9000 0000 |50,000/( 310 ) N/A;49,690;».
| 56118-General [

[ |Exp |1000 Supplies and | 066000 | 9000 |0000| 6,973 |( 290 |)|N/A| 6,683 I
\ Materials | —_—

| save |
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2. Click the BAR Actions link, enter today’s date as the date of authorization,
and then click the Submit BAR to PED button.

_/ BAR Srarus: 066-000-2122-0047-D (SP Arproven Dwect BAR - Reany 10 suswr 1o PED)  Funo: 22000 - Arweer
Status: SP Approved Direct BAR - Ready to submit to PED

The requested budget/changes were authorized at a scheduled Board of Education or Governance
Council meeting open to the public on |

Void/Disapprove Reason:

! Submit BAR to PED | Void BAR
T —— ~

BAR Action: Submit BAR to PED Date By Whom
SP Approved Direct BAR - Ready to submit to PED 11/20/2021 12:51 PM Super Intendent
BM Approved Direct BAR - Submitted to SP 11/20/2021 12:48 PM Business Manager
Direct BAR Submit to EM 11/20/2021 12:42 PM School District
Create Direct BAR 11/20/2021 12:33 PM School District
Generate Dir. BAR Number 11/20/2021 12:29 PM School District

Home | Logout | Feedback | Training

If you don’t enter an authorization date, OBMS prompts you to enter it:

Status: SP Approved Direct BAR - Ready to submit to PED

» Approval Date is required

After your approval, Status changes to BM Submitted Direct BAR to PED
and shows authorization on the date you entered to authorize the BAR.

__/ BAR Srarus: 066-000-2122-0047-D (BM susmitep Drect BAR 10 PED) Funo: 22000 - ATHLETICS
Status: BM submitted Direct BAR to PED

The requested budget/changes were authorized at a scheduled Board of Education or Governance
Council meeting open to the public on: 11202021

Local Board

Approval Date Modified By Date Modified

11/20/2021 12:00 AM Business Manager 11/20/2021 12:54 PM

As the next person in the Direct BAR approval process, the BA receives an
email with an update of the BAR’s status.

Important: According to New Mexico State law, the moment this
authorization is complete, PED has 30 days to approve or disapprove the

BAR. If the 30-day limit is exceeded without PED intervention, the BAR is
automatically approved.
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3. If you want to see the number of auto-approval (AA) BARs, click the Home
link and then the Reports link. Under SELECT REPORT, select DashBoards
Reports and then select any reports that begin with BAR AA.

SeLECT RePORT
|DashBoards Reports v |[Select a Report v|

Home | Logout | Fecdthensdat

Actuals Status Dashboard

BAR AA Counts By *onth And District Charter
BAR AA Counts By fWonth And Fund Dashboard
BAR AA Rates By Month And Fund Type Dashboard
BAR AA Rates By Month Dashboard

Budget Status Dashboard

RFR Dashboard

Under ViIEw BAR SUMMARY, a pink row indicates a BAR is within one week
of its 30-day approval.

'/ View BAR Summary |
45 record(s). * IAuto—Approval Occurs Within One Week
Date Fund
Edit Entity Submitted BAR Status Fund Name Doc ID BAR Amt
Code
to PED
001-
[ Enny | Flowthrough 000-
[ Actions | Albuguerque BAR Submitted | 24301 CARES Act 2122- 5,274,460
T to BM 0016~
B
| Entry | BM Approved : . | 001
["Actions ||Albuquerque Direct BAR - | 26161 c°'p°ra"§" forbublic:| 009-: | faisi1s%
— Submitted to SP Broadcasting 2122
0018-D
L M Approved 000-
pproved - -
| Actions ||Albuquerque 10/29/2021 Submitted to FA 24146 Charter Schools 2122- 2,230
0030-1

About Additional Information Requests

If at any point during the approval process you receive an Additional Info
Request from the BA, you are required to provide your response by the due
date or risk disapproval of the BAR. The five types of responses are the
following:

= Attachment to attach a file and enter a comment.

= Comment to enter a basic response with no attachments.

= Email to note information about emails you sent outside of OBMS.

= Mail to enter information about mailing any documents.

= Phone to document phone calls to discuss requested information.
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To respond to a BAR information request (BM)

1. Click the BAR Entry link and then click the BAR INFO REQUEST folder.

. BAR In0 Recuest 086-000-2122-0047-D  Funo: 22000 - Amencs

Requests:

& an cl st
Requestor Request Description Request Date Due Date g:eloe‘ Responses Response

Please submit

Budget Analyst proof of additional 11/20/2021 11/21/2021 0
fees.

2. Click E to open the BAR INFO REQUEST RESPONSE folder.

3. Click the Add New Response button and select the Response Type you
want. If you select Attachment, do the following:

= Choose the file to attach from your computer and click the Upload
button.

= |n the Comments box, enter a comment and then click the Add
Response button.

= Send the requester an email to notify them that you completed your
response in OBMS.

_/ BAR InFo ReauesT Response 066-000-2122-0047-D  Fuwp: 22000 - AtHieTics

Request Description: Please submit proof of additional fees.

Request By: Budget Analyst I Add New Response
A H

ﬁespnnse Type: | Attachment

Attachments: Attachment Name

Test BAR Attachment.txt

Invoice Image.jpg

Choose File | No file chosen Upload [l Refresh

Comments: Pleasc accept thil T
| Add Response
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If you select one of the other four response types—Comment, Email,
Mail, Phone—the next screen displays where you do the following:

= Select the Response Type.

= |n the Comments box, enter a comment and then click the Add
Response button.

Add New Response(s):

Response Type: (Select v

Comments:

Add Response Cancel

In this case, OBMS automatically emails the requester a notification that
you completed your response in OBMS.
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To approve a Direct BAR (BA)

1. After you login, click the BAR link, click the BAR Actions link, and select
the Budget Year and Entity.

2. Verify the basic BAR information, including correct BAR type and
appropriate justification, by clicking these folders:

= BAR number folder

= HeADER folder

_/ 066-000-2122-0047-D s oF 11/20/2021 1:.01:05PM 15:0  Funo: 22000 - Amresmics
BAR Lines Last Saved: 11/20/2021 12:40:43 PM
BAR Type: Decrease
BAR Revenue Total: (1,000)
BAR Expenditure Total: (1,000)
BAR Difference Total: 0
BAR FTE Total: 0.00
_/ Heaper 066-000-2122-0047-D  Funo: 22000 - ATHLETICS \.’J
Document Identification: 066-000-2122-0047-D
Federal Tax Identification:
Fiscal Year: 2021-2022
ype: Decrease

Entity Name: Bloomfield
Contact: !B;Igayidg;ﬁgsan v
Telephone: 505-827-6583
Email: PEDDemoNotify@respec.com

Justification: shortage of Athletic fees.

[ update

| BAR Les
| BAR ATTACHMENTS
| BAR INFO RequesT

ome | Logout | Feedback | Training
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3. Click the BAR LINES folder to make sure the BAR is balanced and the

adjusted amounts are appropriate. If you need to change any amounts,
edit the values in the Adj Amt column.

./ BAR Les: Decrease  086-000-2122-0047-D  Funo: 22000 - ATHLETICS

Destination: Expenditure

Budgeted Amt: 108,973 Available Amt: 0
Budgeted FTEs: 0.00 Available FTEs: 0.00
Function: 1000 - Instruction
Object: | Select... v
Program:
Location:
Job Class:
Adjustment: ( 0)
FTE Adjustment: N/A [ Enter

4 BAR Line record(s) found.

| Delete Selected BAR Lines | | save |
Acct Job Pres FTE Budg
| T Func Object Location Program Class Budg Adj Amt Adj As Adj
= 41705-Fees - |
[ |REV [0000 \lears 066000 | 0000 |0000|20,00q( 1,000 | )jN/A 19,000‘»

[ | \ 53330- ‘
‘ () |EXP |1000! Professional | 066000
| | Development ‘

———

[

9000 ooool 1,000] 400 | )IN/A| 600

(TS

|
T 1
55817-Student
| 7 Travel 310]) N/A.49,690‘»
56118-General
() | EXP |1000| Supplies and | obsooo

9000 |0000| 6,973 !( )IN/A| 6,683 »
| Materials I |
Total (1,000) 0.00

| Save |

-~ |

) | EXP {1000 066000 9000 |000050,0049

T

4. If you require additional information about this BAR or any supporting

documents for justification, use the box in the BAR INFO REQUEST folder to
request what you need. Otherwise, continue to Step 6.

Important: Because the calendar function no longer works on newer
browsers, please manually enter the due date.

__/ BAR INFo RequesT 066-000-2122-0047-D  Funo: 22000 - ATHLETICS
No request(s) found.
New Request:

Due Date: =

Request Description:

| Add Request
Home | Logout | Feedback | Training
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5. After you receive and approve the information you requested, click the
BAR INFO REQUEST folder and then click the Close Request button.

./ BAR InFo RequesT 066-000-2122-0047-D  Funo: 22000 - Arreencs
Request Description: Please submit proof of additional fees.

Request By: Budget Analyst Close Request

Existing Response(s):

Response Type Comment Response Date

Please accept this image of the proof of fees. o
SEachmEnt Attached file name(s) are: 1. Invoice Image.jpg. 11/20/2021
Comment I have responded.

11/20/2021

This Request Is Closed displays with a date in the Closeout Date column.
At this point, the person who provided information no longer receives
emails or messages about additional information requested for this BAR.

—r

Requestor Request Description Request Date Due Date Closeout Date Responses Response

Edit |Budget Analyst Ziejggiégg::';e‘;?“ 11/20/2021 | 11/21/2021 |1}/20/2021
1

11/20/2021 1:49:04 PM
__/ BAR Ixfo Request Response 040-000-2122-0004-1  Funo: 21000 - Fooo Services
Request Description: Please submit proof of additional fees.

This Request Is Closed.
Request By: Budget Analyst

6. .If all the BAR information meets your expectations, click the BAR Actions
link and then click the BA Approve button.

__/ BAR Sratus: 066-000-2122-0047-D (BM susmrrep Direct BAR 10 PED) Funo: 22000 - AtHLETicS
Status: BM submitted Direct BAR to PED

The requested budget/changes were authorized at a scheduled Board of Education or Governance
Council meeting open to the public on: \ 11/20/2021

Void/Disapprove Reason:

Local Board : -
Approval Date Modified By Date Modified

11/20/2021 12:00 AM Business Manager 11/20/2021 12:54 PM

Or
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If you want to disapprove the BAR, in the Void/Disapprove Reason box
enter your justification and then click the Disapprove BAR button.

| Void/Disapprove Reason: J

Local Board . 3
Approval Date Modified By Date Modified

11/20/2021 12:00 AM Business Manager 11/20/2021 12:54 PM

BA Approve | Disapprove BAR‘I N

Note: The difference between Disapprove BAR and Void BAR and is that

an entity voids a BAR before submitting it to PED, while PED disapproves a
BAR only after an entity submit it.
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To approve a Direct BAR (BS)

1. After you login, click the BAR link, click the BAR Actions link, and select
the Budget Year and Entity.

2. Verify the basic BAR information, including correct BAR type and
appropriate justification, by clicking these folders:
= BAR number folder

= HeADER folder

BAR Revenue Total: (1,000)
BAR Expenditure Total: (1,000)
BAR Difference Total: 0
BAR FTE Total: 0.00

: |Shortage of Athletic fees.

iome | Logout | Feedback | Training
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3. Click the BAR LINEs folder to make sure the BAR is balanced and the

adjusted amounts are appropriate.

__/ BAR Lwes: Decrease  066-000-2122-0047-D  Funo: 22000 - ATHLETICS
Destination: Expenditure
Budgeted Amt: 108,973 Available Amt: 0
Budgeted FTEs: 0.00 Available FTEs: 0.00
Function: 1000 - Instruction
Object: | Select... v|
Program:
Location:
Job Class:
Adjustment: ( 0))
FTE Adjustment: N/A | Enter |
4 BAR Line record(s) found.
| Delete Selected BAR Lines | [ save |
Acct - Job Pres FTE Budg
| Type Func Object Location Program Class Budg Adj Amt Adj As Adj
= 41705-Fees - I |
O |REV 0000 s 066000 | 0000 |0000|20,00q( 1,000 | )N/A| 19,0004»
- | 53330- j
[ |EXP 1000 Professional 066000 9000 (0000 1,000)(( | 400\ N/A 600 »
[ Development f ‘
— 55817-Student | |
O | Exp 1000 ™ 0g) 066000 | 9000 (0000 50,004( | 310 | N/AAQ,GQO!»
56118-General I
(] | EXP {1000/ Supplies and 0&000 9000 (0000| 6,973)( 290 N/A 6,683 »
| Materials { |
Total (1,000) 0.00
| Save \

4. If all the BAR information meets your expectations, click the BAR Actions

link and then click the BS Approve butto

n.

Status: BA Approved - Submitted to BS

Council meeting open to the public on: f 11/20/2021

Void/Disapprove Reason:

__/ BAR Smarus: 066-000-2122-0047-D (BA ApproveD - SuswrTen 10 BS) Funo: 22000 - ATHLETICS

The requested budget/changes were authorized at a scheduled Board of Education or Governance

Local Board

Approval Date Modified By

Date Modified

11/20/2021 12:00 AM Business Manager 11/20/2021 12:54 PM

8S Approve || Disapprove BAR |
i
BAR Action: BS Approve Date By Whom

Or
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If you want to disapprove the BAR, in the Void/Disapprove Reason box
enter your justification and then click the Disapprove BAR button.

Void/Disapprove Reason:

Local Board = i
Approval Date Modified By Date Modified

11/20/2021 12:00 AM Business Manager 11/20/2021 12:54 PM

‘ BS Approve l Disapprove BAR I

Now the status changes in various areas to show this BAR has received full
PED approval.

_/ BAR Status: 066-000-2122-0047-D (PED Approven BAR)| Fuxo: 22000 - AtuLerics
| Status: PED Approved BAR |

The requested budget/changes were authorized at a scheduled Board of Education or Governance
Council meeting open to the public on: 11202021

Local Board 2 s
Approval Date Modified By Date Modified

11/20/2021 12:00 AM Business Manager 11/20/2021 12:54 PM

Action

EYLEIRIPED Approval

11/20/2021 1:06 PM

Budget Supervisor

Then the BM receives an email that the BAR is fully approved.

Budget Supervisor has approved the Bloomfield BAR 066-000-2122-0047-D for Fund 22000

.
OBMS Administration Automated Email <OBMS@state.nm.us>
To [EPED Demo Notify

(_i:Thls sender OBMS@state.nm.us is from outside your organization.

CAUTION: This email originated from outside of the organization. Exercise caution when viewing attachments, clicking links, or responding to requests.
FROM: Budget Supervisor:

Business Manager, :[

The Budget Supervisor has approved the Bloomfield BAR 066-000-2122-0047-D for Fund 22000. Bloomfield BAR 066-000-2122-0047-D is fully approved.
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To approve a Direct or Flowthrough Maintenance BAR (BM first time)

Approvals for a Direct Maintenance BAR and a Flowthrough Maintenance BAR
go from BM to SP to BM for Local/Governance Board approval.

1. After logging in, click BAR and then the BAR Actions link.

2. On the BAR AcTioNs page, do the following:

= Select the Budget Year and Budget (entity), and for BAR Type, select
Maintenance.

= Next to Select BAR, select the BAR’s Smart Code, and then click the
Retrieve button.

BAR Summary | BAR Actions | BAR Entry | BAR Uploads | BAR Utilities | Reports | Home
|/ BAR SELECTION

B —
Budget vear:

Budget: |Capitan ~|

BAR Tvpe:|Ma]ntenance v

und /SubFund: |Select... v

[ non-approved [Japproved [ pisapproved [voided
I Select BAR:|D4U-UDU'2122'DUDS-M v“
m Retrieve i

3. When the BAR displays, click the BAR Entry link and then click the BAR
LiNes folder to verify the funds are moved from and to the appropriate
areas. This procedure uses the same example as the one from creating a
Direct or Flowthrough Maintenance BAR earlier in this manual.

BAR Summary | BAR Actions}} BAR Entry || BAR Utilities | Reports | Home

_/ Heaber
__/ BAR Lumes:

2 BAR Line record(s) found.

[ Delete Selected BAR Lines | [ save |
Acct = = Job Pres FTE Budg

n Type Func Object Location Program Class Budg
[ ‘ 52210-FICA | = |
\ O |ExP|1000| “500 o nts \ 040000 ‘ 0000 |oooo’ 226 |( s|) N/Al 221 l»
= | |
’ (]} [EXP {1000 52312-Life ‘ 040000 ‘ 0000 ‘0000’ 3 8 «
| Save |
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4. Click the BAR Actions link and then do one of the following:
= |f you approve the BAR, click the BM Approve BAR button.
Or

= |f you disapprove the BAR, under Void/Disapprove Reason, enter your
justification and then click the Void BAR button.

~_ BAR Status: 040-000-2122-0005-M (ManTexance BAR Sueurreo 10 BM) Fuwo: 24109 - Prescrool IDEA-B
Status: Maintenance BAR Submitted to 8M

Void/Disapprove Reason:

BM Approve BAR J|| Void BAR

0 Date 3 0
Maintenance BAR Submit to BM 11/22/2021 4:08 PM School District
Create Maintenance BAR 11/22/2021 4:06 PM School District
Generate Maint. BAR Number 11/22/2021 4:04 PM School District

After you approve the Direct Maintenance BAR or Flowthrough Maintenance
BAR, it goes to the SP for approval.

To approve a Direct or Flowthrough Maintenance BAR (SP)

1. After logging in, click BAR and then the BAR Actions link.

2. On the BAR AcTioNns page, do the following:
= Select the Budget Year, Budget (entity), and BAR Type.

= Next to Select BAR, select the BAR’s Smart Code, and then click the
Retrieve button.

_/ BAR SELECTION
Budget:|tapitan v/
BAR Type:|Maintenance v|
und/SubFund:|Select... v

) Mon-Approved DApproved OJ Disapproved _Jvoided

I Select BAR:|D4D-GDO-2122-DOOS-M v“

n Retrieve N
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3. When the BAR displays, click the BAR Entry link and then click the BAR
LiNes folder to verify the funds are moved to the appropriate areas and to
review the details of any BM changes.

BAR Summary | BAR Actions}) BAR Entry | BAR Utilities | Reports | Home

./ Heaper
__/ BAR Lmes:

2 BAR Line record(s) found.
[ Delete Selected BAR Lines | j ‘

Acct = = Job Pres
| Type Func Object Location Program Class Budg

[J | EXP |1000] ‘040000‘ 0000 ‘0000' 226

52210-FICA
Payments

= |
‘ ] [EXP;IOOOf 52312-Life | 040000 ' 0000 ‘OOOO| 3

4. Click the BAR Actions link and then do one of the following:

If you approve the BAR, click the SP Approve BAR button.
Or

If you disapprove the BAR, under Void/Disapprove Reason, enter your
justification and then click the Void BAR button.

'/ BAR Srarus: 040-000-2122-0005-M (BM Approveo Main. BAR - Susmiren 1o SP)  Funo: 24109 - Prescrool ID
Status: BM Approved Maint. BAR - Submitted to SP

Void/Disapprove Reason:

| sp Approve BAR |l void BAR |

Action Date By Whom

BM Approved Maintenance BAR - Submitted to SP 11/22/2021 4:09 PM Business Manager
Maintenance BAR Submit to BM 11/22/2021 4:08 PM School District
Create Maintenance BAR 11/22/2021 4:06 PM School District
Generate Maint. BAR Number 11/22/2021 4:04 PM School District

Home | Logout | Feedback | Training

N

ow the Direct Maintenance BAR or Flowthrough Maintenance BAR goes

back to the BM for final review and approval.
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To approve a Direct or Flowthrough Maintenance BAR (BM last time)

1. After logging in, click BAR and then the BAR Actions link.

2. On the BAR AcTiONs page, do the following:
= Select the Budget Year, Budget (entity), and BAR Type.

= Next to Select BAR, select the BAR’s Smart Code, and then click the
Retrieve button.

BAR Summary | BAR Actions | BAR Entry | BAR Uploads | BAR Utilities | Reports | Home

Budget Year: | 2021-2022 v

Budget: | Capitan v

BAR Type:[Maintenance ¥

[ nNon-aApproved [Japproved [ Disapproved [Jvoided
I Select BAR: | 040-000-2122-0005-M hd I
I Retrieve I

3. When the BAR displays, click the BAR Entry link and then click the BAR
LiNes folder to see more details and verify any SP changes.

BAR Summary | BAR Actions|] BAR Entry || BAR Utilities | Reports | Home

_/ HeAper
__/ BAR Lmes:

2 BAR Line record(s) found.
[ Delete Selected BAR Lines | [ save |

Acct = 5 Job Pres = FTE Budg

| Type Func Object Location Program Class Budg Adj Amt Adj As Adj
[ - ‘ 52210-FICA | 1
} O |ExP (1000 "0 ot \ 040000 ‘ 0000 »;

| O |exp|1000| s2312-tife | 040000 | 0000 [o000| 3 [ [T 5] |wva| & |4

4. Click the BAR Actions link and then do one of the following:

= |f you approve the BAR, enter today’s date as the date of
authorization, and then click the Finalize Maint. BAR button.

Or
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= |f you disapprove the BAR, under Void/Disapprove Reason, enter your
justification and then click the Void BAR button.

__/ BAR Status: 040-000-2122-0005-M (SP ApproveD Mamt. BAR - ReanY For Boarp ApprovaL) Funp: 24109 - Pre
Status: SP Approved Maint. BAR - Ready for Board Approval

The requested budget/changes were authorized at a scheduled Board of Education or Governance
Council meeting open to the public on l 11/20/2021

Void/Disapprove Reason:

| Finalize Maint. BAR |ff Void BAR |

Action o Date By Whom
SP Approved Maint, BAR - Ready for Board Approval 11/22/2021 4:10 PM Super Intendent
BM Approved Maintenance BAR - Submitted to SP 11/22/2021 4:09 PM Business Manager

Maintenance BAR Submit to BM 11/22/2021 4:08 PM School District
Create Maintenance BAR 11/22/2021 4:06 PM School District
Generate Maint, BAR Number 11/22/2021 4:04 PM School District

After your approval, the status in various areas shows this is a
Local/Governance Board Approved Maintenance BAR. It also shows the
authorization date you entered to authorize the BAR.

/BAR Sratus: 040-000-2122-0005-M
Status: Local / Governance Board Approved BAR

The requested budget/changes were authorized at a scheduled Board of Education or Governance
Council meeting open to the public on: 11/20:2021

pROVED BAR) | Funp: 24109 - PrescuooL IDE)

Local Board
Approval Date

11/20/2021 12:00 AM Business Manager 11/22/2021 4:11 PM

Modified By Date Modified

Action Date By Whom

Board Approved Maintenance BAR 1/22/2021 4:11 PM Business Manager
SP Approved Maint. BAR - Ready for Board Approval 11/22/2021 4:10 PM Super Intendent
BM Approved Maintenance BAR - Submitted to SP  11/22/2021 4:09 PM Business Manager

Maintenance BAR Submit to BM 11/22/2021 4:08 PM School District
Create Maintenance BAR 11/22/2021 4:06 PM School District
Generate Maint. BAR Number 11/22/2021 4:04 PM School District

Home | Logout | Feedback | Training

Sequence for Approving a D, |, IB, or T Flowthrough BAR

The approval process of Flowthrough BARs is the same for Decrease, Increase,
Initial Budget, and Transfer BAR types. Their approval process goes from BM
to SP to BM for Local/Governance Board approval and then to PED where it
goes from PM to FA to FS to FD for full approval. These approval procedures
are described next.
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The approval process for a Flowthrough Maintenance BAR is the same as for a
Direct Maintenance BAR. For those procedures, see To approve a Direct or
Flowthrough Maintenance BAR (BM first time) described previously.

To approve a Flowthrough D, I, IB, or T BAR (BM first time)

1. After logging in, click BAR and then click the BAR Actions link.
2. On the BAR AcTioNs page, do the following:
= Select the Budget Year, Budget (entity), and Fund/SubFund.

= Next to Select BAR, select the BAR’s Smart Code, and then click the
Retrieve button.

BAR Summary | BAR Actions | BAR Entry | BAR Uploads | BAR Utilities | Reports | Home
./ BAR SeLecion
udget Year:| 2021-2022 v
Budget: | Bloomfield v |
BAR Type: | Select... v|
| Fund/SubFund:|24113 - Education of Homeless |
_INon-Approved [JAapproved [Disapproved [Jvoided
| Select BAR: | 066-000-2122-0048-T v||
[ Retrieve i

3. When the BAR displays, click the BAR Entry link and then click the BAR
LiNes folder to verify the funds are transferred to the appropriate areas.

BAR Summary | BAR Actions|] BAR Entry || BAR Utilities | Reports | Home

__/ BAR Lmes:

105



Operating Budget Management System Volumel v1.0
OBMS User Manual January 2022

4. Click the BAR Actions link and then do one of the following:
= |f you approve the BAR, click the BM Approve BAR button.

Or

= |f you disapprove the BAR, under Void/Disapprove Reason, enter your
justification and then click the Void BAR button.

AT

BAR Summary | BAR Actions | BAR Entry | BAR Uploads | BAR Utilities | Reports | Home

|/ BAR SetecTion
Budget Year:2021-2022 v
Budget: | 8loomfield v/
BAR Type:|Select... v
Fund/SubFund:| 24113 - Education of Homeless v/
[Inon-approved [approved [Disapproved [Jvoided
Select BAR:|066-000-2122-0048-T v

|7 Retrieve

_/ BAR Sratus: 066-000-2122-0048-T (FLowTiroucH BAR Sussurren 1o BM) Funo: 24113 - Eoucanon of HoueLess
Status: Flowthrough BAR Submitted to BM

Void/Disapprove Reason:

BM Approve BAR || Void BAR |
Action Date By Whom

FT BAR Submit to BM 11/22/2021 3:45 PM School District
Create Flowthrough BAR 11/22/2021 3:39 PM School District
Generate FT BAR Number 11/22/2021 3:37 PM School District

ome | Logout | Feedback | Training

At this point, the BAR goes to the SP for approval.
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To approve a Flowthrough D, I, IB, or T BAR (SP)

1. After logging in, click BAR and then click the BAR Actions link.
2. On the BAR AcTiONs page, do the following:
= Select the Budget Year, Budget (entity), and Fund/SubFund.

= Next to Select BAR, select the BAR’s Smart Code, and then click the
Retrieve button.

BAR Summary | BAR Actions | BAR Entry | BAR Uploads | BAR Utilities | Reports | Home

|/ BAR SeLecTioN
Udget Year: | 2021-2022 ¥

P Budget: | Bloomfiald v/

BAR Type: | Select... v|

| Fund/SubFund:|24113 - Education of Homeless |

[Inon-approved (approved [JDisapproved [Jvoided
|_select BAR: [066-000-2122-0048-T vl
II Retrieve !

3. When the BAR displays, click the BAR Entry link and then click the BAR
LiNes folder to verify the funds are transferred to the appropriate areas
and to see the details of any BM changes.

BAR Summary | BAR Actions BAR Entry BAR Utilities | Reports | Home

./ Herper
./ DBAR Lues:
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4. Click the BAR Actions link and then do one of the following:
= |f you approve the BAR, click the SP Approve BAR button.
Or

= |f you disapprove the BAR, under Void/Disapprove Reason, enter your
justification and then click the Void BAR button.

'/ BAR Sratus: 066-000-2122-0048-T (BM Arproven FT BAR - Susurrep 1o SP)  Funo: 24113 - Ebucanon oF How
Status: BM Approved FT BAR - Submitted to SP

Void/Disapprove Reason:

|LSP Approve BAR || Void BAR |

Action Date By Whom

BM Approved FT BAR - Submitted to SP ' 11/22/2021 3:46 PM Business Manager
FT BAR Submit to 8M 11/22/2021 3:45 PM School District
Create Flowthrough BAR 11/22/2021 3:39 PM School District
Generate FT BAR Number 11/22/2021 3:37 PM School District

Home | Logout | Feedback | Training

Now the BAR goes back to the BM for approval.

To approve a Flowthrough D, I, IB, or T BAR (BM last time)

1. After logging in, click BAR and then click the BAR Actions link.

2. On the BAR AcTioNs page, do the following:
= Select the Budget Year, Budget (entity), and Fund/SubFund.

= Next to Select BAR, select the BAR’s Smart Code, and then click the
Retrieve button.

BAR Summary | BAR Actions | BAR Entry | BAR Uploads | BAR Utilities | Reports | Home

_/ BAR Serecmion
dget Year: | 2021-2022 ¥
P Budget: | Bloomfield v
BAR Type: Select... v/
| Fund/SubFund:|24113 - Education of Homeless |

_INon-Approved [Japproved [JDisapproved [Jvoided
| select BAR:|066-000-2122-0048-T vl

ll Retrieve ﬂ
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3. When the BAR displays, click the BAR Entry link and then click the HEADER
and BAR LINEs folders to see more details and verify any SP changes.

BAR Summary | BAR Actions ] BAR Entry J| BAR Utilities | Reports | Home

__/ Henper
_/ BAR Lmes:

4. Click the BAR Actions link and then do one of the following:
= |f you approve the BAR, click the Submit BAR to PED button.
Or

= |f you disapprove the BAR, under Void/Disapprove Reason, enter your
justification and then click the Void BAR button.

__/ BAR Srtatus: 066-000-2122-0048-T (SP Arprove FT BAR - Reaoy 10 suewr 1o PED) Funp: 24113 - Ebucamion o
Status: SP Approve FT BAR - Ready to submit to PED

The requested budget/changes were authorized at a scheduled Board of Education or Governance
Council meeting open to the public on:}11/20/2021

Void/DisapproveIReason:

ISubmit BAR to PED I Void BAR |

Action Date

By Whom
SP Approved FT BAR - Ready to submit to PED 11/22/2021 3:47 PM Super Intendent
BM Approved FT BAR - Submitted to SP 11/22/2021 3:46 PM Business Manager
FT BAR Submit to BM 11/22/2021 3:45 PM School District
Create Flowthrough BAR 11/22/2021 3:39 PM School District
Generate FT BAR Number 11/22/2021 3:37 PM School District

Home | Logout | Feedback | Training
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The status in various locations shows the Flowthrough BAR (FT BAR) was
submitted to PED for additional review.

/| BAR Sratus: 066-000-2122-0048-T BM Suewimien FT BAR 10 PED)IFuno: 24113 - EoucaTion oF HoweLEss
[Status: BM Submitted FT BAR to PED |

The requested budget/changes were authorized at a scheduled Board of Education or Governance
Council meeting open to the public on: 11202021

Local Board
Approval Date

11/20/2021 12:00 AM Business Manager 11/22/2021 3:48 PM

Modified By Date Modified

Action Date By Whom

BM Submitted FT BAR to PED 11/22/2021 3:48 PM Business Manager
SP Approved FT BAR - Ready to submit to PED 11/22/2021 3:47 PM Super Intendent
BM Approved FT BAR - Submitted to SP 11/22/2021 3:46 PM Business Manager
FT BAR Submit to BM 11/22/2021 2:45 PM School District
Create Flowthrough BAR 11/22/2021 2:39 PM School District
Generate FT BAR Number 11/22/2021 2:37 PM School District

SP Approve BAR || Void BAR |

Date By Whom
FT BAR Submit to BM 11/22/2021 3:45 PM School District
Create Flowthrough BAR 11/22/2021 3:39 PM School District
Generate FT BAR Number 11/22/2021 3:37 PM School District

Home | Logout | Feedback | Training

Now the Flowthrough BAR goes to the PM at PED for approval.
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To approve a Flowthrough D, I, IB, or T BAR (PM)

1. After logging in, click BAR and then click the BAR Actions link.
2. On the BAR AcTiONs page, do the following:
= Select the Budget Year, Budget (entity), and BAR Type.

= Next to Select BAR, select the BAR’s Smart Code, and then click the
Retrieve button.

NEW MEXICO

) Public Education Department N 4

BAR Summary | BAR Actions | BAR Entry | BAR Utilities | Reports | Home

|/ BAR SELECTION
Budget Year:|2021-2022 |
Budget: | Bloomfield v|
BAR Type: | Transfer v|
Fund/SubFund: | Select... v
[INon-Approved [l Approved [ Disapproved [Jvoided
| select BAR: [066-000-2122-0048-T v
Retrieve

3. When the BAR displays, click the BAR Entry link and then click the HEADER
and BAR LINEs folders to see more details and verify the transfer is
appropriate.

BAR Summary | BAR Actions|] BAR Entry | BAR utilities | Reports | Home

/ HeAoer
_/ BAR Lmes:
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4. Click the BAR Actions link and then do one of the following:
= |f you approve the BAR, click the PM Approve button.
Or

= |f you disapprove the BAR, under Void/Disapprove Reason, enter your
justification and then click the Disapprove BAR button.

__/ BAR Srtatus: 066-000-2122-0048-T (BM Suemmreo FT BAR 10 PED) Funo: 24113 - Epucamion oF HOMELESS
Status: BM Submitted FT BAR to PED

The requested budget/changes were authorized at a scheduled Board of Education or Governance
Council meeting open to the public on: k,l 1/20/202 17‘

Void/Disapprove Reason:

Local Board

Approval Date Modified By Date Modified

11/20/2021 12:00 AM Business Manager 11/22/2021 3:48 PM

Il PM Approve I Disapprove BAR |

Action Date By Whom

BM Submitted FT BAR to PED 11/22/2021 3:48 PM Business Manager
SP Approved FT BAR - Ready to submit to PED 11/22/2021 3:47 PM Super Intendent
BM Approved FT BAR - Submitted to SP 11/22/2021 3:46 PM Business Manager
FT BAREubmit to BM 11/22/2021 3:45 PM School District
Create Flowthrough BAR 11/22/2021 3:39 PM School District
Generate FT BAR Number 11/22/2021 3:37 PM School District

Home | Logout | Feedback | Training

Now the Flowthrough BAR goes to the FA for approval.
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To approve a Flowthrough D, I, IB, or T BAR (FM)
1. After logging in, click BAR and then the BAR Actions link.

2. On the BAR AcTiONs page, do the following:
= Select the Budget Year, Budget (entity), and Fund/SubFund.

= Next to Select BAR, select the BAR’s Smart Code, and then click the
Retrieve button.

BAR Summary | BAR Actions | BAR Entry | BAR Uploads | BAR Utilities | Reports | Home
_/ BAR SeLECTION
Budgel Year:[2021-2022 v
Budget:|Bloomfisld v/
BAR Type:|Select... v |
| Fund/SubFund:|24113 - Education of Homeless |
COnon-approved [Japproved [pisapproved [voided
I Select BAR: [066-000-2122-0048-T V|I
| Retrieve |

3. When the BAR displays, click the BAR Entry link and then click the HEADER
and BAR LINEs folders to see more details and verify the transfer is
appropriate and to check any changes.

BAR Summary | BAR Actions|} BAR Entry || BAR Utilities | Reports | Home

/ HeAoer
__/ BAR Lumes:
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4. Click the BAR Actions link and then do one of the following:
= |f you approve the BAR, click the FA Approve button.
Or

= |f you disapprove the BAR, under Void/Disapprove Reason, enter your
justification and then click the Disapprove BAR button.

' BAR Sratus: 066-000-2122-0048-T (PM Aperoven - SusmiTeo 1o FA)  Funo: 24113 - Eoucanon of HomeLess
Status: PM Approved - Submitted to FA

The requested budget/changes were authorized at a scheduled Board of Education or Governance
Council meeting open to the public on:‘ 11/20/2021

Void/Disapprove Reason:

T
E

Local Board
Approval Date

11/20/2021 12:00 AM Business Manager 11/22/2021 3:48 PM

Modified By Date Modified

FA Approve l| Disapprove BAR |

Action Date By Whom

PM Approval - Submit to FA 11/22/2021 3:55 PM Program Manager
BM Submitted FT BAR to PED 11/22/2021 3:48 PM Business Manager
SP Approved FT BAR - Ready to submit to PED 11/22/2021 3:47 PM Super Intendent
BM Approved FT BAR - Submitted to SP 11/22/2021 3:46 PM Business Manager
FT BAR Submit to 8BM 11/22/2021 3:45 PM School District
Create Flowthrough BAR 11/22/2021 3:39 PM School District
Generate FT BAR Number 11/22/2021 3:37 PM School District

Home | Logout | Feedback | Training

Now this BAR goes to the FS for approval.
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To approve a Flowthrough D, I, IB, or T BAR (FS)
1. After logging in, click BAR and then the BAR Actions link.

2. On the BAR AcTiONs page, do the following:
= Select the Budget Year, Budget (entity), and Fund/SubFund.

= Next to Select BAR, select the BAR’s Smart Code, and then click the
Retrieve button.

BAR Summary | BAR Actions | BAR Entry | BAR Uploads | BAR Utilities | Reports | Home
_/ BAR SeLECTION
Budgel Year:[2021-2022 v
Budget:|Bloomfisld v/
BAR Type:|Select... v |
| Fund/SubFund:|24113 - Education of Homeless |
COnon-approved [Japproved [pisapproved [voided
I Select BAR: [066-000-2122-0048-T V|I
| Retrieve |

3. When the BAR displays, click the BAR Entry link and then click the HEADER
and BAR LINEs folders to see more details and verify the transfer is
appropriate and to check any changes.

BAR Summary | BAR Actions|} BAR Entry || BAR Utilities | Reports | Home

/ HeAoer
__/ BAR Lumes:
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4. Click the BAR Actions link and then do one of the following:
= |f you approve the BAR, click the FS Approve button.
Or

= |f you disapprove the BAR, under Void/Disapprove Reason, enter your
justification and then click the Disapprove BAR button.

__/ BAR Srarus: 066-000-2122-0048-T (FA ApproveD - SusurTep To FS) Funp: 24113 - Epucarion oF HomeLESS
Status: FA Approved - Submitted to FS

The requested budget/changes were authorized at a scheduled Board of Education or Governance
Council meeting open to the public on: |11/20/2021 |

Void/Disapprove Reason:

Local Board
Approval Date

11/20/2021 12:00 AM Business Manager 11/22/2021 3:48 PM

I FS Approve I Disapprove BAR |

Modified By Date Modified

Action Date By Whom

FA Approval - Submit to FS 11/22/2021 3:56 PM Fund Analyst

PM Approval - Submit to FA 11/22/2021 3:55 PM Program Manager
BM Submitted FT BAR to PED 11/22/2021 3:48 PM Business Manager
SP Approved FT BAR - Ready to submit to PED 11/22/2021 3:47 PM Super Intendent
BM Approved FT BAR - Submitted to SP 11/22/2021 3:46 PM Business Manager
FT BAR Submit to BM 11/22/2021 3:45 PM School District
Create Flowthrough BAR 11/22/2021 3:39 PM School District
Generate FT BAR Number 11/22/2021 3:37 PM School District

Home | Logout | Feedback | Training

Now this BAR goes to the FD for approval.
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To approve a Flowthrough D, I, IB, or T BAR (FD)
1. After logging in, click BAR and then the BAR Actions link.

2. On the BAR AcTiONs page, do the following:
= Select the Budget Year, Budget (entity), and Fund/SubFund.

= Next to Select BAR, select the BAR’s Smart Code, and then click the
Retrieve button.

BAR Summary | BAR Actions | BAR Entry | BAR Uploads | BAR Utilities | Reports | Home
_/ BAR SeLECTION
Budgel Year:[2021-2022 v
Budget:|Bloomfisld v/
BAR Type:|Select... v |
| Fund/SubFund:|24113 - Education of Homeless |
COnon-approved [Japproved [pisapproved [voided
I Select BAR: [066-000-2122-0048-T V|I
| Retrieve |

3. When the BAR displays, click the BAR Entry link and then click the HEADER
and BAR LINEs folders to see more details and verify the transfer is
appropriate and to check any changes.

BAR Summary | BAR Actions|} BAR Entry || BAR Utilities | Reports | Home

/ HeAoer
__/ BAR Lumes:
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4. Click the BAR Actions link and then do one of the following:
= |f you approve the BAR, click the FD Approve button.
Or

= |f you disapprove the BAR, under Void/Disapprove Reason, enter your
justification and then click the Disapprove BAR button.

__/ BAR Sratus: 066-000-2122-0048-T (FS AeproveD - SusunTed 1o FD)  Funp: 24113 - Eoucamion oF HOMELESS
Status: FS Approved - Submitted to FD

The requested budget/changes were authorized at a scheduled Board of Education or Governance
Council meeting open to the public on: |}y20/2021 |

Void/Disapprove Reason:

Local Board
Approval Date

11/20/2021 12:00 AM Business Manager 11/22/2021 3:48 PM

Modified By Date Modified

Disapprove BAR [

FS Approval - Submit to FD 11/22/2021 3:57 PM Fund Supervisor
FA Approval - Submit to FS 11/22/2021 3:56 PM Fund Analyst

PM Approval - Submit to FA 11/22/2021 3:55 PM Program Manager
B8M Submitted FT BAR to PED 11/22/2021 3:48 PM Business Manager
SP Approved FT BAR - Ready to submit to PED 11/22/2021 3:47 PM Super Intendent
BM Approved FT BAR - Submitted to SP 11/22/2021 3:46 PM Business Manager
FT BAR Submit to BM 11/22/2021 3:45 PM School District
Create Flowthrough BAR 11/22/2021 3:39 PM School District
Generate FT BAR Number 11/22/2021 3:37 PM School District

Home | Logout | Feedback | Training
- -~ - _____________________________________________________1

118



Operating Budget Management System Volumel v1.0
OBMS User Manual January 2022

Many areas in the BAR STATUS folder indicate the Flowthrough BAR is now
fully approved by PED.

BAR Srtarus: N&MHZZMTIEDAM BAR]' Funo: 24113 - Eoucarion oF HOMELESS

The requested budget/changes were authorized at a scheduled Board of Education or Governance
Council meeting open to the public on: 11202021

Local Board
Approval Date

11/20/2021 12:00 AM Business Manager 11/22/2021 3:48 PM

Modified By Date Modified

Action Date By Whom

FD Approval - 11/22/2021 3:58 PM Fiscal Director

FS Approval - Submit to FD 11/22/2021 3:57 PM Fund Supervisor
FA Approval - Submit to FS 11/22/2021 3:56 PM Fund Analyst

PM Approval - Submit to FA 11/22/2021 3:55 PM Program Manager
BM Submitted FT BAR to PED 11/22/2021 3:48 PM Business Manager
SP Approved FT BAR - Ready to submit to PED 11/22/2021 3:47 PM Super Intendent
BM Approved FT BAR - Submitted to SP 11/22/2021 3:46 PM Business Manager
FT BAR Submit to BM 11/22/2021 3:45 PM School District
Create Flowthrough BAR 11/22/2021 3:39 PM School District
Generate FT BAR Number 11/22/2021 3:37 PM School District

Home | Logout | Feedback | Training
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Acronyms and Terms

The next table gives the descriptions of acronyms and terms in the OBMS
User Manual, Volume 1 and Volume 2, and the acronyms that appear in any
of these descriptions. For convenience, this list is the same in both volumes.

For roles, only the acronym and the full spelling of the term are shown here.
To see descriptions of each role, go to the Roles and Responsibilities Table
near the start of Volume 1.

Acronym or Term Description

AA auto-approval

Actuals Expenditures of money spent from a budget

APS Albuquerque Public Schools

BA Budget Analyst

BAR Budget Adjustment Request

BAR Code Also called BAR Smart Number and Doc ID. A string of numbers

composed of the district Entity code, Location code (district’s
center office), Budget Year, sequence number, and BAR type.

BD Budget Director

BIE Bureau of Indian Education

BM Business Manager

BS Budget Supervisor

Budget Adjustment BAR. Where you can increase, decrease, or transfer the amount

Request in a fund, maintain the amount in a fund by transferring it
within a function, or initiate a new budget (Initial Budget or IB).

Budget Season April 1 through June 30. When you edit a budget and create a
new budget for the next fiscal year.

Budget Year July 1 through June 30

CA Capital Outlay Analyst

charter school A public school created by petition to be separate from Local

Educational Authority (LEA) rules and regulations, but funded by
a combination of local and state financial resources. Charter
schools often take students on a lottery basis if applications
exceed capacity. Some specialize in a certain programmatic
focus, such as the arts. In New Mexico these schools may be
either locally or state chartered.

COA Chart of Accounts

CcoD Capital Outlay Director
csv comma-separated values
D Decrease, a BAR type

DC Dependent Charter
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DCT Dependent Charter Transfer. A PED process for funds, objects,

and BARs of larger districts with one or many charter schools
that receive allocations of money from federal programs. A
status entry for DCT is often abbreviated as DC.

DFA Department of Finance Administration

DFM District Fiscal Manager

DP Deputy Secretary for Programs

DPM District Program Manager

DS Deputy Secretary for Finance Administration

EA Education Administrator

entity A school district, public school, charter school, local charter

school, state charter school, state charter administrative office,
central office, Bureau of Indian Education (BIE) school, regional
educational cooperative (REC), state-supported school,

post-secondary institution, and community-based organization.

FA Fund Analyst. Formerly known as Fund Manager.

FB Finalized Budget. The budget as approved on July 1 of the
Budget Year.

FC Fiscal Clerk

FD Fiscal Director

flowthrough Approved by someone on government side, typically a federally

funded source administered by the Program and Fiscal Bureaus
as well as the Budget Bureau, all at PED.

FM On the FA approval stamp instead of FA because Fund Manager
was the former title of the Fund Analyst.

folder Icon at the left side of OBMS screens you can click to see details.

FS Fund Supervisor

FT BAR Flowthrough BAR

FTE Full-time equivalent. For example, four half-time job positions
are reported as two FTEs.

GA Grant Administrator

GFA Grant Fund Administrator

GY Grant Year

I Increase, a BAR type

IB Initial Budget, a BAR type
IC Internal Control

Ic Job Class

LEA Local Educational Authority
M Maintenance, a BAR type
MOE Maintenance Of Effort
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Acronym or Term Description

NMPED New Mexico Public Education Department

NOB Notice of Obligation

OBMS Operating Budget Management System. The required online
system for entry of accounting and budgeting data used by New
Mexico public and charter schools, using the Uniform Chart of
Accounts (UCOA).

off season July 1 through March 31. Not the Budget Season.

PB Pending Budget

PD Program Director

PED [New Mexico] Public Education Department

PM Program Manager

PS Program Supervisor

REC regional education cooperative

RfR Request for Reimbursement

RTOF Request To Obligate Funds

SA OBMS System Administrator

SC Share Clerk

SDOCS School District or Charter School

SE Secretary of Education

SP Superintendent

SS Stat Book Staff

staging A document uploaded into OBMS but not yet submitted

T Transfer, a BAR type

true up Adjusting the budget amount to equal another amount, usually
a project amount in OBMS

UA User Administrator

UCOA Uniform Chart of Accounts
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