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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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II. 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:  Log in to OBMS. 

 
 

Step 2:  Click on Reports.  

 
Step 3:  Select Personnel Reports from the drop-down menu. 
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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.) 

 
 

Step 5:  Select your District or Charter School from the drop-down menu and then Click View Report.  
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Step 6:  The report opens as shown below. You can now Print the report by Selecting PDF from the drop-

down menu.  

 
 

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

 

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 I. 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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III. How to Create New Users 
 

Step 1:  After you login as the Business Manager, Click on Maintenance.  

 
 

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

Click on Search. 
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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. 

 
Step 4:  Click on Edit Person.  

 
 

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 User Login ID based on this information. A User’s Login ID CANNOT be changed.)  
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Step 6:  Click on Edit Login.  

 

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

Login.  

 
 

 

 

 

 



OBMS User Maintenance Manual – 2012| 10 

 

Step 8:  A message will appear saying Password sent to email address on record. Click OK.  

 
 

Step 9:  Select the box next to Receive Messages and/or Batch Email and/or Receive Email (see 

descriptions below). Then Click Save Login.   

                 

 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.  

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

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

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

   

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

 

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

Click on Save Role.                               

 

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 are the DPM and DFM roles.)  

 

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

 

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

 

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. 

 
Step 18:  Select the Entity.     
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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 contact for RfRs. 

 

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

the Active Contacts Assignments box (shown below).  

 

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 Maintenance.  

 

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

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

 
 

Step 3:  Click on the Users Name. Then Click on Edit Person.  
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Step 4:  To Edit the First Name, Last Name, Title, Phone number or Email address Click on Edit Person. 

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

 

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

 

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

 

 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 additional role to the BM role we just created.) 

 

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

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

 

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

 

Step 13:  Click the Edit link under Funds. (Note: The only roles that allow you to edit Funds are the DPM 

and DFM roles.) 
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Step 14:  Select the Checkbox next to the Fund(s) you are assigning to the DPM role. Then Click Save 

Assignments. 

 
 

Step 15:  To Add or Delete BAR and RfR access, Click on Edit Contacts.  

 

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. Then Click on Save. 
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Once you have successfully saved the changes the entity assigned will appear in the Active Contact 

Assignments’ box (shown below).  

 

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 checking the Sounds Like box 

before you Click on Search.) 

 
Step 2:  Click on the User’s Name you want to De-activate. Then Click on Edit Person. 
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Step 3:  Always start with Edit Contacts when De-activating a User. Click on Edit Contacts. 

 

Step 4:  To De-activate the BAR or RfR Contact you must first Click on the Entity. Then Enter the 

DeActivation date under Select Contact Types by clicking on the Calendar icon and Selecting the current 

date. Click on Save. (Note: This step must be repeated for each entity and type (BAR or Rfr) assigned to 

this User.) 

  

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

Assignments for this user (shown below). 
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Step 5:  Click on Edit Roles. Then Click on the Edit link under Entities. 

 

Step 6:  De-select the checkbox(es) next to the Entity assigned to this user. Click on Save Assignments. 

  

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.) 
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Step 8:  De-select the checkbox next to the Fund(s) Assigned to this user. Click on Save Assignments.  

 

Step 9:  Click on the Edit 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.) 

 

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

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

shown below. 

  
Step 11:  Click on Edit Login. Enter a De-Activate date by Clicking on the Calendar icon and Selecting the 

current date. Click on Save Login. 

 
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 Funds have been De-activated. 

Then you must refresh the screen by clicking on Home. After you refresh your screen, Click on 

Maintenance and Search for the User you are De-activating. Then you must Repeat Step 11 to 

successfully De-activate the User.  
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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.) 

 
 

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. 

  

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

Check your email. 
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Step 3:  This is an example of the OBMS email notification that includes your temporary password. 

 

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

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

  

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 

personalized New Password. Re-type your New Password to Confirm Password. Click on Save.  

 

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

Password.  


