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PREFACE

The Operating Budget Management System (OBMS) User
Maintenance Manual is designed to assist Business Managers
with setting up New Users, De-Activating Previous Users and
the Maintenance of Existing Users in OBMS.
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I. OBMS User Roles Defined - These are the definitions of the roles in OBMS
along with the access and limitations they provide for Reports, Actuals,
Budget, Budget Adjustment Requests (BARs) and Requests for
Reimbursements (RfRs).

1. View Only = V: The View Only role has access to View Actuals, Budget, BAR
and RfR Reports. Generally this role is assigned to Auditors and PED staff.
This role does not give access to Create, Edit, Approve or Submit a BAR, RfR,
Actuals or Budget.

2. School District — SD: The School District role can View all Reports. They
also have access to upload Actuals and Budgets as well as Create or Edit
BARs and RfRs. They do not have access to Submit a BAR, RfR, Actuals or
Budget. They can only prepare a BAR or RfR for submission to the Business
Manager. Generally this role is assigned to bookkeepers and office clerks
within the District’s Business Office.

3. Charter School = CS: The Charter School role can View all Reports. They
also have access to upload Actuals and Budgets as well as Create or Edit
BARs and RfRs. They do not have access to submit a BAR, RfR, Actuals or
Budget. They can only prepare a BAR or RfR for submission to the Business
Manager. Generally this role is assigned to bookkeepers and office clerks
within the Charter’s Business Office.

4. Superintendent —S: The Superintendent role can View all Reports. They
also have access to upload Actuals and Budgets as well as Create or Edit
BARs and RfRs. They do not have access to submit a BAR, RfR, Actuals or
Budget. They can only prepare a BAR or RfR for submission to the Business
Manager. Generally this role is assigned to the District Superintendent or
Charter School Head Administrator.

5. Business Manager — BM: The Business Manager role has access to View all
Reports. They also have access to upload Actuals and Budgets as well as
Create or Edit BARs and RfRs. This is the only role with permission to
Submit BARs, RfRs, Actuals or Budget in OBMS. The Business Manager also
has access to Create, Edit or De-activate users. They can also create
contacts for BARs and RfRs. Generally this role is assigned to the District or
Charter School Business Manager. The Business Manager role is the ONLY
role with access to the OBMS User Maintenance functions.
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IMPORTANT: The Public Education Department (PED) OBMS User Administrator(s)
must initially assign the Business Manager role in OBMS.

6. District Program Manager — DPM: The District Program Manager role only
applies to Districts with LOCAL Charter Schools. This role gives access to
Approve or Disapprove RfRs submitted by the District’s Dependent
Charter(s). This role must approve RfRs before the District Fiscal Manager.
Generally this role is assigned to the District’s Program Manager but can be
assigned to the Business Manager if the District does not have a Program
Manager.

7. District Fiscal Manager — DFM: The District Fiscal Manager role only
applies to Districts with LOCAL Charter Schools. This role gives access to
Approve or Disapprove RfRs submitted by the District’s Dependent
Charter(s). This role cannot approve RfRs before the District Program
Manager. Generally this role is assigned to the District’s Fiscal Manager or
the Business Manager if the District does not have a Fiscal Manager.
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Il. How to Access your Personnel Reports

Before you begin updating or maintaining Users in OBMS we recommend you review the existing users
in OBMS for your District or Charter. The first step in this process is as follows:

Step 1: Login to OBMS.

[ omMs Login Page +

Gﬁ || B0 https://obms.ped.state.nm.us/PED_OBMS/Login.aspx

\ NEW MEXICO

J Public Education Department

Operating Budget Management System

OBMS Login
Login ID: patriciahawkins
Password: eeecceccee

Version: 8.1.0.0

Step 2: Click on Reports.

Budget | BAR | Actuals | Reports | Maintenance
L/

MESSAGES

No messages found...
L
CHANGE PASSWORD
Home | Logout | Feedback | Training

Msgs per page: 100-

Step 3: Select Personnel Reports from the drop-down menu.
‘ | Public Education Department Operating ...

€ ) | ([T v

Reports | Budget | BAR | Actuals | Home)
SELECT REPOR}

Select a Report ['ype... H

[ Select a Report Mliback | Training
Actuals Repo

BAR Reports
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Step 4: Select Users in Roles by Entity from the drop-down menu. (You also have the option to run a

Personnel

Report by Structure, Role or Fund.)

|D Public Education Department Opelgting ...
€ ) | ([CIEEEEE hipsvo
\

SELECT REPORT
Personnel Reports
Home | Lo

Step 5: Se

Reports | Budget | BAR | Actuals | Home

Select a Report... 'L]
PN\ Select a Report...
\ User Structure

sers by Role
Users In Roles by Enti
Users In Roles by Fund
Signature Collection

ect your District or Charter School from the drop-down menu and then Click View, Report.

| Ll Public Education D

€)>

Operating ...

https://obms.ped.state.nm.us/PED_OBMS/Reports.aspx

77 -] sing
/

S

Personfjel Reports

L4

NEW MI.EXICO . y g
Public Education Department B >

| ="

LY 4

- Users In Roles by Entity ~

UsERs Il§ ROLES BY ENTITY

Entity

<Select a Value>

[ View Report }

<Select a Value>
cademia de Lengua y Cultura
cademy for Technology and the Classics
cademy of Trades and Technology
CE
IMS @ UNM
lamo Navajo School Board
lamogordo

Albuquerque Sign Language Academy
Albuquerque Talent Development
Aldo Leopold Charter School

Alice King Community School

Alma D' Arte Charter High School
Amistad Charter School

Amy Biehl Charter High School
Anansi Charter School

Animas

Anthony Charter School

buguerque
| Albuguergue School of Excellence

mlb[z

OBMS User Maintenance Manual —2012| 5



Step 6: The report opens as shown below. You can now Print the report by Selecting PDF from the drop-
down menu.

| L Public Education Department Operating .. +

€ ) |[JEEZEEIE nitps://obms.ped.state.nm.us/PED_OBMS/Reports.aspx

3 NEW MEXICO

) Public Education Department

Reports | Budg/:t | BAR | Actuals | Home
SELECT REPORT

Personnel Reports ~ Users In Roles by Entity ~

USERS IN ROLES BY ENTITY

Entity  Albuguerque School of Excellence B

M
4 4 1 ofa b Pl @ Find | Next |l ~ %)
- XML fif with report data
User Roles By Entity Cs:jmma P
Albuguerque School of Excellence [ o
MHTML (web archive)
User Name

Excel Role
TIFF file ated Activated

Word
Local Personnel ot

Title

Step 7: You will be prompted to Open or Save the file. Select Open with and Click on OK.

SELECT REPORT
Personnel Reports

4

USERS IN ROLES BY

1

Once the report opens you can print it so that you can examine who is assigned to your District or
Charter School by Role, Structure or Fund. Keep in mind you only have access to Edit the V, SD, CS, S,
BM, DPM and DFM roles in OBMS as defined in Section |. The User Roles by Entity report also lists PED
Personnel. If you have PED Personnel changes you must contact a PED User Administrator.
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I1l. How to Create New Users

Step 1: After you login as the Business Manager, Click on Maintengnce.
l E] Public Education Department Operating ...| +

€ ) [[JEETEET https://obms.ped.state.nm.us/PED_OBMS/OBMSHome.aspx N\, -[e](=- sng 2|
\&2 \ J

) CARN

); NEW MEXICO

' Public Education Department

Budget | BAR | Actuals | Reports | Maintenance

MESSAGES
No messages found... Msgs per page: 100~

(CHANGE PASSWORD
Home | Logout | Feedback | Training

Step 2: Enter the Last Name of the New User. We recommend you Select the Sounds Like box. Then
Click on Sean(.

| Person Maintenance Page +
g

€ ) [ [ nttpsyobms.ped.stateMgus/PE 0BMS/SilverlightMaintenance.aspxbxapmodule=SLPersonMaintenance#/Views/PersonMaintenancePagesxaml
W7=d N

fI)E s

Person | Home

Last Name Etith

Sounds Like Y¥girst Name or Last Name Search Only)

First Name ‘ | @
Middle Name ‘ | ®
Login ID \ | ®
[J user Active [_| Not User [_] contact Active [_| Not Contact
Edit Person
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Step 3: OBMS will Search for the last name and generate a list of all Users with the same last name (see
below). If the New User is not on the list Click on Add_Person.

Person | Home

Search Person

Last Name |smith | ®
First Name ‘ ‘ 0] @ Sounds Like (Fgt Name or Last Name Search Only)
Middle Name ‘ ‘ @
Login ID \ | ®

[ user Active ] Not User [] contact Active ] Not Con

Search

First Name | Middle Name Last Name  Title Login ID Phone Email Address
Beth Smith Ed Administrator - Prof Dev bethsmith  505-827-3§8 beth.smith@s!
Donna Smith Financial Specialist/General Ledger = donnasmith 505-866-8253 dysmith@IIscl
Leslie Smith Assistant Superintendent of Finance lesliesmith  505-627-2537

Edit Person || Add Person

[ Edit Person J

Fdit 1 aain

Step 5: Enter the New OBMS User’s First Name, Last Name, Title, Phone number and Email address.
Then Click on Save. (Important: BEFORE you SAVE verify the First and Last Name. OBMS automatically

creates your UserMogin ID based on this information. A User’s Login ID CANNOT be changed.)

\x NEW MEXICO f
» | "

Search Person

First Name l]ohn

Middle Name |

Last Name \Smith

Title I Financial Specialist

| (505) 555-5555 | ®

iPEDDemoNotify@podassoc.com

Create User Create Date

Modify User Modified Date

Duplicate Person Overridden | e H P— J
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Step 6: Click on Edit Login.
) Person Maintenance Page \:—
2]

€ > | ] http;:ﬁobms‘ped.;tat&nm.uS/DED_OBM¥|IVErI\ghtMa\ntanan(e‘aspxh(apmDdule:SLPEr;onMamtEnan(E#N\EwifPer;onMalntEnan(EPagE.xaml 7y - ‘c'] [Ev Bing
A N

A NEW ANEXICO

Person | Home

[

i &iit Person: John Smith ||

| dit Login: John Smith |
Edit Roles: John Smith

{ Edit Contacts: John Smith J

Search Person

Step 7: To generate an email to the new user with a temporary password from OBMS Click on Save
Login.

| 0 PNaintenance Page +
> https://obms.ped.state.nm.us/PED_OBMS/Silverli i dule=SL i Views/ i Pagexam| 77 - || (&~ 8ing )

NS

N\

& Public Education Department £

Person | Home

Person | Home

l
(

Edit Person: John Smith
Edit Login: John Smith

User Login

Activate Date 2/9/2012

De-Activate Date

<M/d/yyyy>

] Receive Messages [ Batch Email
[ Receive Email [_] Hide in Reports
Signature Date

Create User

Modify User

| save Login |[ Cancel |

Edit Roles: John Smith
Edit Contacts: John Smith
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Step 8: A message will appear saying Password sent to email address on record. Click OK.
T~

[ Search Person J

( Edit Person: John Smith / J
[ Edit Login: John Smith / J
User Login <new> - -
[

Activate Date 2/9/2012

De-Activate Date

Password sent te email address on record.

[¥1 Receive Messages | Batches Reset Password
] Receive Email | Hide in Reports

Signature Date 15

Create User Create Date

Modify User Maodify Date

[ Save Login M Cancel J

{ Edit Roles: John Smith J
| Edit Contacts: John Smith J

Step 9: Select the box next to Receive Messages and/or Batch Email and/or Receive Email (see
descriptions below). Then Click Save Login.

\a NEW MEXXO
& == 47

V2 ST
- sy O

Search Person
| Edi%rson: John Smith J

L Edit Mn: John Smith J
User Login johnsmith \
Activate Date 2/9/2012 E )

De-Activate Date
\jl Receive Messag

\:‘ \: Batch Email Reset Password
V] Receive Email Hide in Reports
Signature Date 15
Create User Patricia Hawkins Create Date 2/9/2012
Modify User Patricia Hawkins Modify Date 2/9/2012
L Save Login || Cancel |

e Receive Messages — This option will allow a User to see messages on the OBMS Home
Page but will not send notifications to the Users email.

e Batch Email — This option will allow a User to receive one email on a daily basis that
includes all the current day activities.

e Receive Email — This option will allow a User to receive OBMS notifications to their
email address on record.

e Hide in Reports — This option will Hide a User in the Personnel Reports.
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Step 10: Click on Edit Roles.

gwe,mmmhve + — —— W Ty oo w
A

)2 [ L1 ripssrobMgedstat

Person | Home

Search Person
\ Edit Person: John Smith
\ Edit Login: John Smith
Edit Roles: John Smith

Edit Contacts: John Smith

Step 11: Click on the Edit link, next to the Role you are assigning to the User.

NEW MEXICO

Public Education Department £

Search Person

Edit Person: John Smith
Edit Login: John Smith
Edit Roles: John Smith

Active?  Role Activate Deactivate Entities Funds  Reports To

Eqt Budget Analyst Edit (Al -

Eqt Budget Director View View ]‘
Budget Supervisor View View

Edit Business Manager Edit (Al

Edit Charter School Edit (All)

Edit Deputy Secretary for Finance View View

Fdit Naniihy Sacratan: for Draarss Aior Afiowe o

<| J »

Step 12: Enter the Date Activated by Clicking on the Calendar icon and Selecting the current date. Then
Click on Save Role. 7

OBMS Person Maintenance - Edit Role - BusinesgfManager b

Role Name: Business Manager

Date Last Modified

[ Save Role H Cancel J

Note: The Reports To drop-down menu will automatically populate once you have successfully assigned
the Entity (refer to step 15).
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Step 13: Click on the Edit link under Entities next to the role you are creating. (Note: The only roles that
allow you to edit Funds arg the DPM and DFM roles.)

Person | Home

@rch Person
Edit Persoy: John Smith
Edit Login:\m Smith
Edit Roles: Jol\Smith

Active?  Role Activate Deachyate Entities Funds  Reports To
Edit Budget Analyst Edit (Al &l
Edit Budget Director View View j
Edit Budget Supervisor View View
Edit v Business Manager 2/9/2012 Edit (All)
Edit Charter School Edit (All)
Edit Deputy Secretary for Finance View View
Fdir Danuthy Sacratans for Drnarar Micoar Nlicoar N
< | J >

i Edit Contacts: John Smith J

Step 14: Select the Check Box for the Entity you are assigning. Then Click Save Assignments.

OBMS Person Mayntenance - Edit Entities - Business Manager

| Show Al

Entity Assigned?
Alamogordo
Albugquerque
Animas
Artesia
Aztec
Belen
Bernalillo
Bloomfield
Capitan

Sfn mim mim mim NiN

Carlsbad

Carrizozo

L1

Central

Clear All Save Assignments ]l Cancel
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Step 15: Now you can assign who the New User will Report to. Clink on the Edit link, next to the Role.

Search Person

Active?  Role Activate Deactivate Entities Funds  Reports To

Edit Budget A | | | Edit An | A
Edit Director View View ]
Edit Budget Supervisor View View

Edit. Business Manager Edit (All)

Edit Charter School Edit (All)

Edit Deputy Secretary for Finance View View

Fdir Denute Gacratan, G Dol s o f
<. J »

Step 16: Select the User Name from the drop-down menu next to Reports To. Click on Save Role.

MS Person Maintenance - Edit Role - Business Manager 8]

Business Manager

Perkowski, Gary -

(none)

Date Activated

erkowski, Gary
Date Inactivated

Sandford, Paul
Created By OBMS Administration

Date Created 2/9/2012
Last Modified By Patricia Hawkins

Date Last Modified ~ 2/9/2012

Save Role Cancel

Step 17: Assign Contacts. This option is to be used to assign the New User as a contact for BARs and
RfRs only. Click on Edit Contacts.

Person | Home

Search Person

t J
. \ Edit Person: John Smith J
( N Edit Login: John Smith )
| Edit Roles: John Smith J
\l Edit Contacts: John Smith |

Step 18: Select the Entity.

‘erson | Home

Search Person

Edit Person: John Smith

J
J
Edit Login: John Smith J
Edit Roles: John Smith J

J

\
\
\
\ Edit Contacts: John Smith

Select Contact Types

Select Entity | Type  Activation  DeActivation
Caglgos De Los Ninos 3

Carlsbad j

Carrizozo

Central

Central NM CC
Central REC #5

Active Contact Assignments
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Step 19: Select the Activation date for BARs and/or RfRs by Clicking the Calendar icon and Selecting the
current date. Then Click Save. Repeat this step to assign this user as a contag

Person | Home

Search Person
\ Edit Person: John Smith
\ Edit Login: John Smith
\Edit Roles: John Smith

|

|

|

E&Contacts: John Smith '
[

Select Contact Types

Select Entity Type Activation é DeActivation

» BAR -<|\|‘"d‘-',“vy;>‘ <M/d/yyyy>

Carinos De Los Ninos

Carlsbad j RfR 4 February, 2012 b J
Carrizozo Su Mo Tu We Th Fr Sa
Central 29 30 31 1 2 3 4

s 6 7 8 [0 1

12 14 15 16 17 18
21 22 23 24 25
28 29 1 2 3

Central NM CC
Central REC #5

Active Contact Assignments

Save J[ Cancel |

After you have successfully edited and saved your contact information. The entity assigned will show in

the Active Contacts Assignments box (shown below).

Person | Home

{
L
{
{
(

Search Person

Edit Person: John Smith
Edit Login: John Smith
Edit Roles: John Smith

Edit Contacts: John Smith

Select Contact Types

Select Entity | Type  Activation DeActivation
Carinos De Los Ninos 3 BAR ‘2/9/2012 E <M/d/yyyy> ‘
Carlsbad 3 R |2/9/2012 || <vrdrvvnys [
Carrizozo

Central

Central NM CC
Central REC #5

Active Contact Assignments\

Carlsbad - BAR
Carlsbad - RfR

Home | Logout

[ Save J[ Cancel J

Generally not all Users will be assigned as a Contact. The Contact option is designed for personnel who
supervise, manage or direct BARs and RfRs for specific funds.
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IV. How to Edit Current Users: This option allows you to Edit an existing User’s Login
Information, Role or Contact Information.

Step 1: Click on Maintepance.
[ || Public Education Department Operating ...

€ ) ||| EZEZEE https://obms.ped.state.nm.us/| 5/0BMSHome.aspx

Budget | BAR | Actuals | Reports | Maintenance]

MESSAGES
No messages found... Msgs per page: 100~

Step 2: Enter the Last Name of the User you are going to Edit. Click on Search. (Reminder: We

recommend checking ¥he Sounds Like box before you Click on Search.)

Person | Home

Search Person

Last Name ‘smith
First Name ‘ ¥ Sounds Like (First Name or Last Name §earch Only)
Middle Name | @
Login ID ‘ | ©
|| User Active [ | Not User [ contact Active || Not Contact

Search

Edit Person

Step 3: Click on the Users Name. Then Click on Edit Person.

Last Name

First Nam ike (First Name or Last Name Search Only)

Middle Naghe ‘ | @

Login ID

[} user Active [ ) Not User [ Contact Active Not Contact

Search

D Phone Email Addre:

First Ngme Middle Name Last Name  Title Logi

Smith Ed Administrator - Prof Dev bethsn§th | 505-827-3578  beth.smith@

h | 505-866-8253  dysmith@lls

(505) 555-5555 | PEDDemoNo

05-627-2537  |smith@risd.

Smith Financial Specialist/General Ledger  donnasi

Smith Financial Specialist johnsmith

Leslie Smith Assistant Superintendent of Finance | lesliesmith
»

Edit Person || Add Person

< J
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Step 4: To Edit the First Name, Last Name, Title, Phone number or Email address Click on Edit Person.

Edit Person: 0 n Smith H

[

[ Edit Login: John Smith

{

| Edit Contacts: John Smith

)
Edit Roles: John Smith J
J

Step 5: Edit all applicable fields. Then Click on Save.

f \dit Person: JON Smith

Us&that report to this user:

First Name ‘Jnhn

Middle Name ‘
Last Name ‘ Smith
Title ‘Financial Specialist

|(505) 555-5555

‘ PEDDemoNotify@podassoc.co

Create User Patricia Hawkins Create Date 2/9R012

Modify User Patricia Hawkins Modified Date 2/9/2

Duplicate Person Overridden
ave Cancel

L Edit Login: John Smith I

Step 6: To change the Message and Email Notification status Click on Edit Login.

Edit Login: John Smith
Edit Roles: John Smith
Edit Contacts: John Smith

Edit Persnw Smith q
|
J

Step 7: Edit all applicable fields. Then Click on Save

Person | Home
L
| Edit Person: John{Smith
ﬂ Edit Login: John &nith

User Login johnsmith @

Activate Date 2/9/2012 @
De-Activate Date ®

¥ Receive Messages || Batch Email Reset Password
[¥] Receive Email ] Hide in Reports

Signature Date 15|
Create User Patricia Hawkins Create Date 2/9/2012
Modify User Patricia Hawkins Modify Date 2/9/2012

[ Save Login JI Cancel |
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Step 8: To Edit a User’s Role or Fund Assignment Click on Edit Roles. (Note: Fund Assignments only
apply to the DPM and DFM Roles).

Person | Home

SearchfPerson
Edit Per%: John Smith
Edit
Edit Roles: John Smith
Edit Contacts: John Smith

in: John Smith

Generally Roles will not change. However, in some cases the Business Manager may be assigned
additional roles such as the DPM and DFM.

Step 9: To assign an additional role for an existing User, Click the Edit link next to the role you are

adding. (For this example we are adding the DPM as an additiogél role to the BM role we just created.)

Person | Home
ch Person
Ed%rson: John Smith
Ait Login: John Smith
/ Edit Roles: John Smith

/

—_— e —

Active?  Role Activate Deactivate Entities Funds Reports To

Edit Charter Edit (Al A
Edit Dep, Secretary for Finance View View

Edit leputy Secretary for Prograr View View ]
Edit District Fiscal Manager Edit Edit

Edit District Grant Manager Edit (All)

Edit’ District Program Manager Edit Edit

Edit Fiscal Clerk (Ally Edit f
.| J »

Step 10: Enter the Date Activated by Clicking on the Calendar icon and Selecting the current date. Then
Click on Saye Role.

OBMS Person Maintenance - Edit Role - District frogram Manager

Date Inactivated 4 February, 2012 »

Created By Mo Tu We Th Fr Sa

29
Date Created

12
19
Date Last Modified 26

Last Modified By

{ Save Role Jl Cancel
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Step 11: Click on the Edit link under Entities.

Search Person

Person: John Smith

“\gdit
Ed% Login: John Smith
: John Smith

Active?  Role Activate eactivate Entities Funds Reports To

cai Ueputy Secretary ror Frograr ViEW VIEW A
Edit District Fiscal Manager Edit Edit

Edit District Grant Manager Edit (all) j
Edit v District Program Manager 2/10/2012 Edit Edit

Edit Fiscal Clerk (ally Edit

Edit Fiscal Director (Al (All)

Edit Fund Analyst (Al Edit f
< | J »

Step 12: Select the Checkbox next to the Entity you are assigning. Click on Save Assignments.

OBMS Persd laintenance - Edit Entities - District Program Manager

[Show Al

Assigned?

LISy LEsal LHaves Liian oIy DLt
Digital Arts and Technology Acade

El Camino Real Academy

Espanola Military Academy (Inactive)

Gordon Bernell Charter School

Horizon Academy Technology and Arts High School (Inact
Jefferson Montessori Academy

La Academia de Esperanza

La Academia Dolores Huerta

Lacy Simms Middle School (Inactive)

Las Montafias Charter School

Life Skills Center of Albugquerque (Inactive)

[ Clear All | l Save Assignments Jl Cancel J

Step 13: Click the Eg
and DFM roles.)

Search Person

Nrsﬂn: John Smith

Edit Lod¥g: John Smith

Edit Roles:
Active?  Role Activate Entities Funds Reports To

cait Ueputy Secretary ror Prograr ViEW ViEW N
Edit District Fiscal Manager Edit

Edit District Grant Manager ]
Edit v District Program Manager 2/10/2012

Edit Fiscal Clerk (All) Edit

Edit Fiscal Director (all) (All)

Edit Fund Analyst (All) Edit v

OBMS User Maintenance Manual —2012| 18



Step 14: Select the Checkbox next to the Fund(s) you are assighing to the DPM role. Then Click Save
Assignments.

OBMS Person MdMtenance - Edit Funds - District Program Manager

UniformFY12 ™ Show All x

Fund Assigned? l
13000 - Pupil Transportation

]

14000 - Total Instructional Materials Sub-Fund
000 - Federal Flow-through Grants

LJ
L]
LJ

24105 - Title I Migragt Consortium
24106 - Entitlement IDI

24107 - Discretionary IDEA-
24108 - Competitive IDEA-B
24109 - Preschool IDEA-B

e EE e .

24110 - Federal Admin (CILT)

[ Clear All | { Save Assignments ﬂ Cancel J

Step 15: To Add or Delete BAR and RfR access, Click on Eg

Edit Persnl John Smith
Edit Lo
Edit

Edit Contacts: John Smith

: John Smith

es: John Smith

Step 16: To Add access to a BAR or RfR for an existing User Select the Entity, Enter the Activation date
by Clicking on the Calendar icon and Selecting the current date. Jen Click on Sgve.

Se Person

Edi%ﬂ: John Smith
it LoginSghn Smith
/ Edit Roles: ]nlNith

/ Edit Contacts: John S
/ Select Contact es

| Type Activation

Select Entity DeAct

- » BAR |<M/d/ |-:M.'j

J. Paul Taylor |

February, 2012 P

Jal

RfR P

Jefferson Mofitessori Academy ‘ Su Mo Tu We Th Fr Sa

Jemez Mountain 29 30 31 1 2 3 4
Jemez Valley 5 6 7 8 9 D 1

12 13 14 15 16 17 18
Juvenile Justice Services - CYFD 19 20 21 22 23 24 25

26 27 28 29 1 2 3
Active Contact Assignments 4 5 6 7 8 9 10

Carlsbad - BAR
Carlsbad - RfR

y
Save J{ Cancel |
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Once you have successfully saved the changes the entity assigned will appear in the Active Contact
Assignments’ box (shown below).

Person | Home

Search Person

t Edit Person: John Smith J
| Edit Login: John Smith J
| J
L J

Edit Roles: John Smith
Edit Contacts: John Smith

Select Contact Types

Select Entity ‘ Type  Activation DeActivation
3. Paul Taylor - BAR | 2/10/2012 B <t/d/vvvy> | BB
Jal RR | 2/10/2012 | </ /vy | )

Jefferson Montessori Academy |

Jemez Mountain

Jemez Valley

Juvenile Justice Services - CYFD

Active Contact Assignments
Carlsbad - BAR

Carlsbad - RfR

Jefferson Montessori Academy - BAR

Jefferson Montessori Academy - RfR v

| save || cancel |

How to De-activate Current Users:

Step 1: After you Click on the Maintenance from the OBMS Home Page enter the Last Name of the User
you are going to De-activate. Click on Search. (Reminder: We recommend che g the Sounds Like box
before you Click on Search.)

Last Name ‘smith /

First Name ‘ |

Name or Last Name Search Only)

Middle Name ‘ |

Login ID \

[[] user Active [ Not User [_J Contact Active [_| Not Contact

earch
Step 2: Click on the User’s Name you want to De-activate. Then Click on Edit Person.

L Search Person J
La®k Name |smith | &
Firs§ Name | | @ |¥) Sounds Like (First Name or Last Namd| Search Only)
Midle Name | | ®
Logi{1D [ | ®
[L] user Active [ ] Not User [ Contact Active || Not Contact
Search

First Ngne  Middle Name  Last Name  Title Login ID Phone Email Addre:
Beth Smith Ed Administrator - Prof Dev bethsmith  505-8%-3578  beth.smith@
Donna L Smith Financial Specialist/General Ledger = donnasmith  505-8¢6-8253 | dysmith@lls

» John Smith Financial Specialist johnsmith | (505)55-5555 | PEDDemoNo|
Leslie Smith Assistant Superintendent of Finance ' lesliesmith | 505-@P7-2537 | Ismith@risd.
< | J »

Edit Person || Add Person
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Search Person

Edit Person: John Sny

Edit Login: Joh ith

Edit Roles; n Smith

Edit Contacts: John Smith

DeActivation date under Select Contact Types by clicking on the Cal.

date. Click on Sq
this User.)

Person | Home

ve. (Note: This step must be repeated for each entjp

Editﬁon: John Smith

llt Login: John Smith

/Edit Roles: John Smith

{
{
!
l
L

\
\
\
\

Edit Contacts: John Smith

Select Entity
Capitan
Career Academic hnical Academy

Carinos De

Carlsbad
Carrizozo

Central

Select Contact Types

‘ Type  Activation DeActivation
b BAR [29/2012 B <rvaryyyy> |
—_] RfR ‘ 2/9/2012 4 February, 2012 P

Su Mo Tu We Th Fr Sa
29 30 31 1 2 3 4
5 6 7 8 9 10 11

12[ )14 15 16 17 18

19 20 21 22 23 24 25

Active Contact Assignments

26 27 28 29 1 2 3
4 5 6 7 8 9 10

Carlsbad - BAR
Carlsbad - RfR

Jefferson Montessori Academy - BAR

Jefferson Montessori Academy - RfR

Once you have successfully De-activated the Active Contact Assignments you will no longer see

Assignments for this user (shown below).

Save Cancel

Search Person

Edit Person: John Smith

Edit Roles: John Smith

|
|
Edit Login: John Smith J
1
J

Edit Contacts: John Smith

Select Entity
J. Paul Taylor
Jal

Select Contact Types

DeActivation

&3] 2r13/2012 |55
51| 211372012 |55

‘ Type  Activation
. BAR  [2/10/2012

R [2/10/2012

Jefferson Montessori Academy
Jemez Mountain
Jemez Valley

Juvenile J

Active Contact Assignments

Save Cancel
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Step 5: Click on Edit Roles. Then Click on the Edit link under Entities.

Person | Home

\ Edit Person: Joh\ Smith

\Edit Login: John knith

dit Roles: John Sl\th

\

Active?  Role Activate Entities Funds Reports To

Edit Deputy Secretary for Finance View View -
Edit Deputy Secretary for Prograr View

Edit District Fiscal Manager Edit ]
Edit District Grant Manager (all)

Edit b District Program Manager 2/10/2012 Edit

Edit Fiscal Clerk {ally Edit

Fdir Ficral Niractar £AIN £ Al i
4 l J »

OBMS Person ntenance - Edit Entities - District Program Manager 9
o
Entity Assigned?
Carlsbad v

. Jefferson Montessori Academy

, . . ¥ .
Clear All { Save Assignments. Jl Cancel J

Step 7: Click on the Edit link under Funds. (Note: The only roles that allow you to edit Funds are the
DPM and DFM roles.)

Search Person

E(Nrson: John Smith

Edit Logiwg John Smith
Edit Roles: J Smith

Active?  Role Activate i Entities Funds Reports To

caic veputy secretary ror Frograr view view A
Edit District Fiscal Manager dit Edit

Edit District Grant Manager Edi (All) ]
Edit v District Program Manager 2/10/2012 Edit Edit

Edit Fiscal Clerk {all) Edit

Edit Fiscal Director {all) (All)

Edit Fund Analyst {all) Edit v
4 l J »
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Step 8: De-select the checkbox next to the Fund(s) Assigned to this user. Click on Save Assignments.

‘OBMS Person

datenance - Edit Funds - District Program Manager 2R

UniformFY12 v Show Checked 4

Fund
, 24101 - Title I - IASA

| Clear All ] l Save Assignments H Cancel J

Step 9: Click on the Eqit link next to the role you are De-activating. (Note: All Entities and Funds must
be De-activated BEFORE you Click on the Edit link to De-activate each role.)

. 3
P 0 0
[ Search Person J
[ Edit Person: John Smith J
l Edit Login: John Smith J
. Edit Roles: John Smith J
Active? | Role Activate Deactivate Entities Funds Reports To

Edr Charter School Edit (Al A

Edi Deputy Secretary for Finance View View

Edi| Deputy Secretary for Prograr View View ]

Ed District Fiscal Manager Edit Edit

Ed District Grant Manager Edit (Ally

Edit + District Program Manager 2/10/2012 Edit Edit

Edit Fiscal Clerk (Al Edit f

< J »

Step 10: Enter the Date Inactivated by Clicking on the Calendar icon and Selecting the current date.
Click on Save Role.

0OBMS Person Maintenance - Edit Role - District Progiram Manager Py

Role Name: District Program Mangger
[ | -
2/10/2012

Created By
Date Created

Last Modified By

12 [T 14 15
19 20 21 22 23
26 27 28 29 1
4 5 6 7 8

Date Last Modified

Save Role Cancel
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After successfully De-activating ALL Roles, Entities and Funds you will see a date under Deactivate as
shown below.

Person | Home

Search Person

Edit Login: John Smith
Edit Roles: John Smith

Edit Person: John Smith J
1
J

N

Active?  Role Activate Deactivate Entities Funds Reports To
caic Ueplty Secretary Tor Frograr view view N
Edit District Fiscal Manager Edit Edit
Edit District Grant Manager Edit (Al ]
Edit District Program Manager 2/10/201; 2/13/2012 Edit Edit
Edit Fiscal Clerk (Ally Edit
Edit Fiscal Director (any [CD)
Edit Fund Analyst (Al Edit v

L J

»

Step 11: Click on Edit Login. Enter a De-Activate date by Clicking on the Calen

Search Person

dar icon and Selecting the

\ \ Edit Person: John Smith/

\ dit Login: John Smi

User Login johnsmith

Activate Date 2/9/2012

De-Activate Date

4 February, 2012
[ Receive Messages

Su Mo Tu We Th Fr Sa
[¥] Receive Email
Signature Date D 14 15 16 17 18
19 20 21 22 23 24 25
Create User P Create 2/9/2012
Modify User A Modify Date 2/9/2012

J

[ Save Login

Reset Password

Cancel J

Step 12: Once you Click on Save Login the message below will appear. Click Ok to close the message.

You will need to go back to Edit Roles and ensure ALL Roles, Entities and Fu
Then you must refresh the screen Yy clicking on Hgme. After you refresh y,
Maintenance and Search for the Use -activating. Then you

successfully De-activate the User.

Search Person

fis have been De-activated.
pur screen, Click on
fst Repeat Step 11 to

Vit Person: John Smith

/

| it Login: John_Smith

User iation

User Login johnsmith

2/9/2012
2/13/2012

User has achye roles, cannot deactivate.
Activate Date

OK’

De-Activate Date

[+/] Receive Messages /1 Batch Email [Reset Password
|) Receive Email [ Hide in Reports
Signature Date 15
Create User Patricia Hawkins Create Dat: 2/9/2012
Modify User Patricia Hawkins Modify Date 2/9/2012
[ cancel
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The following screen shot shows the User has been successfully De-Activated. (Note: The Edit Roles
toolbar for this User is now grayed out.)

[ Search Person J

[ Edit Person: John Smith J

Edit Login: John Smith
Edit Roles: John Smith

1 Edit Contacts: John Smith J

V. Resetting Passwords

Step 1: In the event you forget your Password you can reset your own Password. Enter your Login ID

and any Password then Click Login (the message below will be displayed). Click on Reset Password.
- iy /

invalid password would bgfoasswordl.

= e e

Reset Password

it ToRIO W,

Version: 7.4.3978.29355

Step 2: OBMS will display a message saying Password sent to email address on record (shown below).
Check your email.

@ http;//obms.ped.state.nm.us/PED_OBMS/Loginaspx?Returt O v B & X JW @ OBMS Login Page X u, ‘

S NEW MEXICO

/ Public Education Department

Operating Budget Management System

OBMS Login
Login ID: patriciahawkins
Password:

S
( Password sent to email address on recor(D
Reset Password
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Step 3: This is an example of the OBMS email notification that includes your temporary password.

- B
@‘3 B9 0 » o &3)s o OBMSPassword Reset - Message (HTML) ol |
AR L I .

L
‘:_—-’I Message Insert Options Format Text @
? b o ~TJoos -] o732 - 1= )| (2] @ g = 5 Izr Y = ‘?&
— H
Paste B I U ||E,[=7 - A -I= = |22 = Address Check || Attach Attach Business Calendar Signature || Follow Spelling
- j — = : Book Mames File Item Card ~ e Up~ 3 -
Clipboard = Basic Text M Names Include (] Options = || Proofing

[ To... ] |HawlqnslPamna PED;

Cee |

Subject: |DBMS Password Reset

| » 51

From: OBMS Administration Automated Email [mailto:OBMS@state.nm.us]
Sent: Monday, September 19, 2011 11:44 AM

To: Hawkins, Patricia, PEQ

Subject: OBMS Password Reset |

Patricia Hawkins,

As you requested, your password has been reset to a temporary password.
User 2 iciahawkins

password: 9)N+ID=z

You will be required ¥ change this the first time you log on.

If you did not request thigassword change, please call the help desk at 505-243-2287.

Step 4: We recommend that %ou Copy and Paste your temporary password directly from the email

notification to the Password fieldon the OBMS Login screen. Click on Login.

Operating Budget Management

Login ID3gatriciahawkins

Password: eececcee

Step 5: Upon Login you will be prompted to change your password. We recommend you Copy and Paste

your temporary password from the OBMS email notification in the box next to Old Password. Type your
lick on Save.

personalized New Password. Re-type your New Password to Confirm Passworg”

NRW MEXICO

Public Education Depatt

A password must be at least 8 characters, no more
than 20 characters, and must include at least one upper
case letter, one lower case letter, and one numeric
digit.. A valid password would be "Password1”, and an
invalid password would be "password”.

You must change yolir passyrbrd o logi

Old Password:

New Password: eedooe ®
Confirm Password: ®ccccoe
[ Cancel ] [ Save

Reminder: The next time you log into OBMS use your assigned OBMS User Login ID and your New

Password.
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