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This webinar is designed for current users of BPM with some level of experience.
EPM/BPM has been upgraded since the FY16-17 budget development process. This
webinar will discuss changes and new features since the upgrade and will refresh users’
memories on the basics of using OAKS BPM.
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The FY18-19 Operating budget guidance document will be located on OBM’s website under
the Budget Page.
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OBM Budget Analysts will not access the Agency model without an agency’s permission
until agencies officially submit their requests. If you need assistance, your OBM Budget
Analyst is a resource and can provide help.
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The FY18-19 Operating budget guidance document will be located on OBM’s website on
the FY18-19 Budget Page.

There are four scenarios available to choose for operating budget development.
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Agencies have already chosen whether to use a single planning center or multiple planning
centers for FY18-19 budget development process.

Most agencies use a single planning center, which is named with the agency 3-digit code
plus PC, e.g., “OBMPC.”

The following agencies will use multiple planning centers based on 9-digit Department
values:  BWC, DAS, DNR, DPS, OIC, and PUB.
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BPM line item, or row, is not the same as an appropriation line item (i.e., ALI). In this
presentation, “line item” refers to BPM line item and not an appropriation line item.
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More detail on each of these roles is described later in the presentation.

Preparers are assigned to specific planning centers.

Reviewers typically have access to all of an agency’s planning centers.

One individual may be assigned both roles.
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For a list of due dates by agency, see Appendix E in the OBM Operating Budget Guidance

Wave One is primarily professional regulatory boards and other small to mid-size agencies
Wave Two is primarily cabinet agencies
Wave Three is primarily Constitutional officeholders, legislative agencies, and judicial
agencies

Loading, or “staging” from the Agency Model to the OBM Model (for OBM review) OAKS
BPM is an “all or nothing” transaction. That is, all planning centers must be submitted or
the staging process cannot begin.
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The link is on the right-hand side of the page under the OAKS Quick Access links.
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This slide shows the navigation to the OAKS FIN Online Security Form.
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The agency security designee needs to assign planning centers to each BPM Preparer and
Reviewer. Users are automatically assigned to all planning centers for the business units
that the Employee ID (EmplID) is assigned to, and the security designee can remove
unneeded access.

This portion of the form is located near the bottom of the FIN online security form.
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An agency may have more than one Reviewer.
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Required reports include: Fund Activity Summary Report, Six-Year Summary Report, and
the Executive Agency Budget Request – Summary and Detail versions. For more
information on required documentation, review the OBM Operating Budget Guidance. BPM
BI reports are discussed in more detail later in the presentation.
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The Budget Request Limitation Amounts are referred to as “targets” in BPM. Refer to the
OBM Operating Budget Guidance for the FY2018-19 levels for Activity A and Activity B.
OBM enters the targets into BPM.

Target are set by fund, not by appropriation line item. This provides the agency with
flexibility in the event the agency would like to request funding using a different
distribution to appropriation lines items within a fund than the agency currently has. For
the most part, targets are calculated using FY17 adjusted appropriation amounts. However,
there are many considerations that go into calculating targets (e.g., debt service
appropriation lines items are always fully funded). Contact your OBM Budget Analyst with
questions about targets.

For more detailed instructions to view fund-specific targets in BPM, go to the FIN Online
Process Manual at: http://fin.help4u.obm.ohio.gov/ or MyOhio > Financials Home >
Financials Process Manual or other BPM training resources.

Only the Reviewer can view targets in BPM but any user (Reviewer or Preparer) can view
the BI BPM-0006, Agency to Target Compare Report if they have the BI reporting role.
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Targets are viewed using the Master Version (also referred to as Version 4 in reporting).
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This report shows users if and where a target has been exceeded. Budget Request
Limitations or Targets are set by fund not by appropriation line item.
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OBM is statutorily required to provide six years’ worth of budget data* in the Governor’s
Executive Budget, or Blue Book. OBM relies on the agencies to provide spending and
revenue estimates for the current fiscal year (in this case, FY2017) by fund, appropriation
line item, program, and account.

This current year data will be used for analysis via BPM-related BI Cognos reports and for
development of the Blue Book. These reports can aid agencies in developing their budget
and some reports are required for inclusion in agency budget request submissions.
Additionally, agencies are asked to break down FY17 adjusted appropriation in a similar
manner. Using the agency’s FY2017 allotment budget may help in development of this
exercise.

Agencies will be asked to confirm both current year spending estimates and appropriation
breakdown estimates in January 2017 prior to the publication of the Blue Book.

OBM Budget Analyst will send spreadsheets to agencies for this two-part task with
additional details and a due date.

*This includes three years of actuals (history), the estimated revenue and expenses for the
current year, and the requested revenue and expenses for the future years.
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OBM Budget Analysts will send budget data load templates to agencies. Agencies
complete the template and return to the OBM Budget Analyst who will
upload it to BPM.
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Request ChartField changes early as there is an overnight process to import those new
ChartFields into BPM. Before the upgrades to FIN and EPM, there were instances where
exceptions could be made by manually entering new ChartFields into BPM without running
the overnight batch process. In the post upgrade environment, that flexibility is no longer
available. Request ChartField changes early.

Follow the established FIN process for FIN ChartField changes for description changes,
adding new ChartField values, or making changes to the tree roll-ups.

More information can be found in the FIN Process Manual. Agencies can also email
OBM.Chartfield@obm.ohio.gov with questions.

22



Prior to the EPM/BPM upgrade, there were three working versions and a master version
available for operating budget development in BPM. Now, there are 35 working versions
plus the master version. The best practice is to use up to three working versions, however,
there may be instances when additional working versions are convenient. For example, if a
Preparer wants to build different “what if” versions of the agency’s budget, more than
three working versions may come in handy.

Keep in mind that only one version can be copied to the master version for use in reporting
(BI Cognos reports use the master version for data) and, ultimately, one version of the
budget can be submitted to the Reviewer.
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A BPM line item, or row, is not the same thing as an Appropriation Line Item (ALI).

This is convenient, new tool for the Preparer. Previously (pre-upgrade) if an existing BPM
line item, or row, needing modification or removal had to be removed using a custom
designed spreadsheet upload. Today, the Preparer can make simple edits online.
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Note the “delete” button near the top right of the page.

This new feature adds convenience for the Preparers. Previously, an unneeded ChartField
value or BPM line item would continue to exist in BPM and show on reports leading to
clutter. Also, if a data entry error was made, for example, the line item would continue to
exist. With this new functionality, the Preparer can correct an error without having to go
through the process of creating a new BPM line item.
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Leave the setting as AMTPER. BI Cognos Reports use the AMTPER field so do not change
the method setting.
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This is an important tool in BPM. The new Budget Data Load is convenient and easier to use
than the pre-upgrade spreadsheet upload tool leading to fewer errors as well as fewer
headaches and less frustration. The Budget Data Load provides efficiency by having a quick
upload process, having a master or back-up Excel spreadsheet ready if changes are needs,
and helps the user save time.

Similar to before the upgrade, only one planning center and scenario may be loaded at a
time.

Manual data entry is still an option within My Planning Workspace, if desired.
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Detailed instructions for how to upload into BPM are found in the FIN Process Manual
under the Budget Planning Module section. Other training materials including the
Operating BPM Learner Guide will be found where the Budget Data Load Templates are
located on the Forms page of OBM’s website.

Templates in BPM are located in Activity Preparation> My Planning Workspace> Documents
and Guidelines
There are detailed instructions on how to use the template on the second tab of the
template (labeled “Instructions”).
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Make sure to use valid ChartField strings in the template

Editing data may include changing dollar amounts, revising ChartField strings, or deleting
unneeded ChartField strings

Templates in BPM are located in Activity Preparation> My Planning Workspace> Documents
and Guidelines
There are detailed instructions on how to use the template on the second tab of the
template (labeled “Instructions”).
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Follow instructions carefully. Do not change the header row on the template.

Separate spreadsheets are needed for each scenario and planning center combination. For
example, OPA and planning center OBMPC cannot be uploaded with OPB and planning
center OBMPC. Nor can REV and TRF be uploaded together.

The .csv file must be .csv comma delimited.  Files types of .csv Macintosh and .csv MS-DOS
do not work for the budget data load in BPM.

For ease of use, we recommend the user immediately find the file most recently created,
right click on it, and rename the file to something easy to identify. Otherwise, all exported
text files will be similarly named and make it difficult to match the Run Control IDs to the
correct file. The default file name is similar to: “flatfile 6.28.2016 3.44.59 PM.txt”

Not all spreadsheets will open asking those two questions about enabling.
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Follow instructions carefully. Do not change the header row on the template.

There should be no blank fields in the .xls or .csv files. For example, if the dollar amount is
$0 or a program number is missing. This will cause the upload to fail. Instead, delete the
row from the .xls file and resave as .csv.
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BPM processes run FIN combo edit rules so any ChartField string in BPM must be active and
valid in FIN in order to be accepted in BPM.

For troubleshooting: Review Operating BPM Learner Guide or the FIN Process Manual the
for details on where to find error messages related to an unsuccessful file load. This will aid
in troubleshooting how to correct information on your file to try the next time.

Ask for help. If experiencing several incorrect file loads after updating and re-exporting the
corrected spreadsheet, recruit a co-worker to be another set of eyes – the trouble is usually
something simple that is easy to overlook!
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For agencies using more than one planning center, the planning center value will be the
nine-character code, for example, OBM010002.

Remember that as is the case in FIN, BPM also refers to ALI as “product.”
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The full Model and Activity Table can be found in the Operating BPM Learner Guide and in
the FIN Process Manual.
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Prior to the upgrade of EPM/BPM, all uploads were destructive in nature. In this newer
version of BPM, uploads can be 1) destructive, 2) incremental, and sometimes are
simultaneously destructive and incremental. This may take some getting used to but is a
convenient change.

For example, previously if a Preparer wanted to remove a ChartField string from a working
version, a fresh upload accomplished this goal. In today’s BPM, the upload file will not
overwrite, or delete, an existing ChartField string or a BPM line item. To remove a
ChartField string or a BPM line item, a Preparer must manually delete it in BPM’s My
Planning Workspace as discussed earlier in this presentation.
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In this example, the .txt file is already attached and, therefore, the “add” button is “grayed-
out.”

37



38



39



A status of “success” does not guarantee that all data loaded properly. In this instance, a
status of “success” means the process began and completed.

Refer to Operating BPM Learner Guide or the FIN Process Manual for a key to common
error messages.
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After uploading data, go into the working version into which data was loaded (in My
Planning Workspace) and view the data to verify that the process worked properly and that
ALL rows of data uploaded. This is one process in BPM that is not “all or nothing.” The
budget data upload process will, in fact, upload partial spreadsheets. Check to make sure
that all of rows of data in the spreadsheet properly loaded into BPM. This can be through
viewing the log to see that “X” number of rows successfully uploaded/imported or run a BI
report to confirm ChartField strings and dollar amounts.

Don’t forget after loading the Budget Data Load file to a working version and are satisfied
with it, the Preparer still needs to copy the working version to the Master Version
(sometimes referred to as Version 4) for reporting purposes.
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While the Preparer can submit a working version, which is then automatically copied to the
Master Version, to the Reviewer, the best practice is to copy a working version to the
Master Version and then submit the Master Version to the Reviewer.

In order for data to be reflected in BPM reports prior to submitting to the Reviewer, data
must be copied from the working Version to the Master Version (sometimes referred to as
Version 4) in BI Cognos reports.

42



All planning centers must be submitted even if there is no request being made. For
example, if an agency is not requesting any transfers, the TRF scenario must still be
submitted.

If even one planning center is not submitted, the Reviewer is prevented from submitting
the agency’s entire budget to OBM.
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To log into BI Cognos: https://bireportprd.oaks.ohio.gov/cognosprd/login.html. Be sure to choose BI as the System.
The FIN role of OH_EPM_BP_AGY_REPORTING is needed to view the reports. Agency security designees can add this via FIN Online
Security Form.

NEW! A change from last budget is that the Executive Agency Budget Request Summary and Detail Reports used to be run separately as
the BPM-0004 and the BPM-0005, respectively. Now those reports are both run using the BPM-0004 report. Users choose, using a
prompt, whether to run the summary or detail version of the report.

NEW! Similarly, the BPM-0003, Fund Activity Summary report, used to have a separate report to run to see if any funds had projected
negative cash balances. There is now a prompt box on the BPM-0003 report to run selected funds, all funds for an agency, or only funds
with projected negative cash balances.

See OBM Operating Budget Guidance for additional information on which reports are required for agency budget request submission.

From OBM Operating Budget Guidance:
BPM-0003, Fund Activity Summary Report (formerly Table 6)
• The submitted agency budget request to OBM will include a hard copy of this report as part of the total budget request package.
• Shows expenses, revenue, transfers in and out, and cash balances for each fund.
• When an agency runs this report, it will only include the funds that the agency owns, as defined by fund attributes.
• Use a prompt to run all funds for an agency, selected funds only, or funds with projected negative cash balances.

BPM-0002, Six-Year Summary Report (formerly Table 4)
• The submitted agency budget request to OBM will include a hard copy of this report as part of the total budget request package.
• Will show a summary view of line items for 6-year period.
• Shows summary data at the Program, Fund, ALI, and Account category level.

BPM-0004-Summary, Executive Agency Budget Request – Summary (formerly Table 1)
• The submitted agency budget request to OBM will include a hard copy of this report as part of the total budget request package.
• Will show summarized view of the request broken down first by Fund Group, and then by Account Category for 6 years of data; the
prior biennium, current biennium, and the budgeted biennium.
• Use a prompt to select either the Summary or Detail version of this report.

BPM-0004-Detail, Executive Agency Budget Request – Detail (formerly Table 2)
• The submitted agency budget request to OBM will include a hard copy of this report.
• Will show information from the agency’s budget request first at a high level view by Account Category, then a more detailed view by
Fund Group, Fund, ALI, and Account Category.
• Use a prompt to select either the Summary or Detail version of this report.
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There is a handy reference chart showing the available BPM BI reports along with a brief description and whether the reports are 1) used in the Agency
and/or OBM Model and 2) run in Real Time or Materialized View (MV). Typically, all current and future year data is real-time from BPM in the reports, and
historical data is updated nightly from batch.

It is difficult to read the chart on a PowerPoint slide so it is not included here but the chart can be found in the OBM Operating Budget Guidance, the
Operating BPM Learner Guide, and the FIN Process Manual.

To log into BI Cognos: https://bireportprd.oaks.ohio.gov/cognosprd/login.html. Be sure to choose BI as the System.
The FIN role of OH_EPM_BP_AGY_REPORTING is needed to view the reports. Agency security designees can add this via FIN Online Security Form.

NEW! A change from last budget is that the Executive Agency Budget Request Summary and Detail Reports used to be run separately as the BPM-0004 and
the BPM-0005, respectively. Now those reports are both run using the BPM-0004 report. Users choose, using a prompt, whether to run the summary or
detail version of the report.

NEW! Similarly, the BPM-0003, Fund Activity Summary report, used to have a separate report to run to see if any funds had projected negative cash
balances. There is now a prompt box on the BPM-0003 report to run selected funds, all funds for an agency, or only funds with projected negative cash
balances.

See OBM Operating Budget Guidance for additional information on which reports are required for agency budget request submission.

46



Report books are valuable resources. It is highly recommended to review each report book
before running the reports, especially for first time users.

Report Books provide detailed information for the purpose of each report, audience,
explanation of parameters to run the report, and hard-coded filters that will affect the
report results.
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Request ChartField and tree changes early, do not wait until the day the budget is due!
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The Operating BPM Learner Guide and quick step guides are located on both the OBM
Forms page and in BPM under the Documentation and Guidance link.

Many useful Job Aids for Budget and Planning are located on the FIN Home Page.
• FIN Process Manual: http://fin.help4u.obm.ohio.gov/ - OR - MyOhio.gov\FIN home

page\Financials Quick Links
• OBM’s website: http://obm.ohio.gov/default.aspx
• Budget Guidance is on OBM’s website on the Budget Page
• Spreadsheet upload template: http://obm.ohio.gov/MiscPages/Forms/default.aspx
• Security Task information: http://obm.ohio.gov/MiscPages/Forms/default.aspx
• Agency specific Planning Center information:

https://myohio.oaks.ohio.gov/cs/PAPRD/psfileproc/V_8a66a8cc-6ceb-4374-829e-
1ad4fc0da82a/FINJA148_Planning_and_Budgeting_Activities_and_Versions.pdf

• BI Cognos login: https://bireportprd.oaks.ohio.gov/cognosprd/login.html - OR – found
on MyOhio.gov under BI Home
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SOPPS links within the reports will only work if you run in HTML.  If you run the report in
Excel or CSV, you will not be able to use the links.
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Choosing “HR Department Starts With” is usually the best option
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Chartfield values of “9999” or “99999” mean it is vacant positions.
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