BUDGET ADJUSTMENT FORMS (BAF’s)

STEP 1

1. Open BIS

2. Select ACTIVITY on the top menu bar.

3. Select Budget Adjustment Form or select the Money Bag Icon.

STEP 2

A blank BAF will appear on screen.  Based on User ID, the system will complete Prepared By, Fiscal Year, Iteration, and Description.

STEP 3

Tab to Admin Unit Number.  Enter Admin Unit Number.

STEP 4
Source of Funds – If Account Number is Known

1.
Tab to Account field, enter the six-digit account number

2.
Tab to Subcode, enter the 3 or 4 digit subcode



(three for Revenue Budget Subcodes)



(four for Expenditure Budget Subcodes)

3.
Tab to Adjustment Amount, enter the dollar amount

If more than one source

4.
Tab to Add and repeat above 3 directions.


(if more than one source account is used a scroll bar will appear on the right)

Use delete key if source account is incorrect – this will remove the information.

The System will retrieve and display Budget and FINS information.

Source of Funds – If Account Number is not Known

Either double click in cell where account is to be shown or TAB to Account button at bottom of Source of Funds and double click.  All authorized FINS accounts will appear.

STEP 5

Application of Funds – If Account Number is Known

1.
Tab to Account field, enter the six-digit account number

2.
Tab to Subcode, enter the 3 or 4 digit subcode



(three for Revenue Budget Subcodes)



(four for Expenditure Budget Subcodes)

3.
Tab to Adjustment Amount, enter the dollar amount

If more than one application 

4.
Tab to Add and repeat above 3 directions.


(if more than one source account is used a scroll bar will appear on the right)

Use delete key if source account is incorrect – this will remove the information.

Application of Funds – If Account Number is Not Known 

Either double click in cell where account is to be shown or TAB to Account button at bottom of Source of Funds and double click.  All authorized FINS accounts will appear.

STEP 6
Tab to Reason and click.

Screen will display:


Text Input:

Type in reason for BAF – same type of description used on the old BAF.  Be as specific as possible.

Click on OK when finished.

STEP 7

Check Net Impact for accuracy.

STEP 8

Tab to Route and click.  Routes are displayed.  Choose route by double clicking on desired Route Number or by clicking once on Route Number and clicking on select button at bottom.  If Route Number is known – tab to Route at top of page and enter Route Number.

STEP 9

Tab to SEND button.  Click on SEND.  A prompt screen will ask “Are you ready to send this BAF?”.  Select  either Yes or No.  System will assign BAF number and route to next employee on route list.  If no, System will return to previous BAF.  If you exit BAF, input is lost.

STEP 10

BAF cannot be altered.  If not approved, the BAF is returned to originator.  When the BAF has been approved by the Budget Office, an informational document will be sent to the originator of the BAF.

HOW TO COPY A BAF

1.
Select ACTIVITY from Tool Bar.

2.
Select BAF.

3.
At bottom of BAF screen is the COPY button.   Click on this button.

4.
This will bring up the Available BAF’s (all the BAFs you have created).

5.
Highlight desired BAF and click on SELECT.

6.
The system will copy the selected BAF exactly.  You may then change desired data.

7.
You must re-enter the Route, Admin Unit, and Reason before sending.

8.
It will process just like the other BAFs.

