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Budget Workbook for Agencies Job Aid
The process flow below outlines the steps which need to be completed in order for the Budget Definition to become a Budget Workbook.

Agency
Provider


*Provider Entity is not specifically tied to the Budget Workbook; the Provider completes this when they have access to the Supplier Portal.




Budget Definition Entry / Submission

In order to create a Budget Workbook, a Procurement Contract must have been created and be in either Open or Approved status.
The following shows how to create and submit a new Budget Definition.
Navigation:  Supplier Contracts > Budgeting > Budget Definition

Click the Add a New Value Tab

Enter the Business Unit, Contract ID, and Funding Period 
Note: The funding period cannot be Zero

Click Add
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The Budget Definition Page will display

Enter the Funding Period begin and end dates
These dates must be within the contract begin and end dates.

Select the Reporting Requirement
(4, 8 Month & Final, 8 Month & Final, Bi-Monthly, Monthly or Quarterly)

Select the Payment Basis
(Expenditure – Cash Management, Fixed Periodic, Request – Cash Management)

NOTE: The Payment Basis field defaults as blank and does not have to be populated with a value if not required. 
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Select the checkboxes that will be used for this workbook. Each checkbox selected will make up the content of the Budget Workbook.  These checkboxes can be modified up until the workbook has been accepted by the agency.
Enter the Line number or use the magnifying glass to search for available lines on the Procurement Contract. The line numbers do not have to match the Procurement Contract and more lines can be entered, if necessary.
Enter the Program Name.  The description of the line will not be brought over from the Procurement Contract 
Enter a Program Code.  The Program Code will be used for the Column heading throughout the workbook.
Enter the program Funding Period Begin, Funding Period End, and Reporting Requirements ONLY IF they are different from the selection entered above


Enter the Level of Care, and DDAP Code as needed
NOTE: If your agency does not use Level of Care or DDAP code, these fields can optionally be used as additional text information about the program
Click the ‘+’ plus button to add additional Program lines
Click the Distribution icon  [image: ] at the end of the line to enter the coding for the Program
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Enter the Funding Distribution for each Program Line:
Enter the Distribution Line number or use the magnifying glass to search for available lines on the Procurement Contract. The line numbers do not have to match the Procurement Contract.
If an existing Procurement Contract distribution is entered, the Amount, SID, ChartField 2, and Project fields will populate with the contract’s information.  These fields can be overridden if necessary.  If no values exist, enter the correct information.
Note: Clicking on the Refresh will reset the Amount, Sid, Chartfield 2 and Project to the values on the associated Procurement Contract distribution.
Do not click Refresh if you are manually entering these values.
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The Account field will not be brought over from the Contract. Instead, enter in the four digit UCOA code that identifies the funding source.  Enter the code or click the magnifying glass to select the value.
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Click ‘+’ plus button to add additional distribution lines
Click OK
Repeat this step for each program line.

Once all distributions have been entered, click Save
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Click the Notification Contacts tab
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The Notification Contacts Tab is where all users (both Agency and Provider) will be added to receive notification about this workbook.
Click the ‘+’ plus button to add additional contacts. 
For Provider Contacts:
Click the External checkbox and enter Provider’s User ID.
NOTE: The Provider Administrator will set up the User IDs for all provider staff. The Agency will need to submit a CO-1092 form for each user to grant access to the Budget Workbook. If the User ID does not work, contact the Provider Administrator to verify that a User ID has been setup.
For Agency Contacts:
Enter the agency Contact’s User ID. 
The user creating the workbook should always add their user id as a contact.
Note: You can also use the magnifying glass to search for the user id. 
When a User Id is selected, the description and the email address for both external and internal contacts will update automatically. 
If the email address stays blank or is incorrect, it can be modified for this Workbook.  However, the correction will not update the User ID’s profile.  A request will need to be submitted to the appropriate personnel to update their profile with the correct information.
Click Save
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Return to the Budget Definition tab 
Click Submit
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This will open up the Submission Notification screen where you will notify the Provider that the Budget Workbook is ready for collaboration.
Enter the Supplier (Provider) User ID (or use the magnifying glass to search) Description, Email address and Processor User id will automatically update.  
Only users entered on the Notification Contacts tab will be available to select to receive a notification.  If a user is missing go back to the Notification tab and add them.  Review and/or update the Email Address if necessary.
Enter a message to be included in the email if needed and click OK.
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Click OK to the confirmation message. 






[image: ]At this time, an email will be sent to the Provider. The Provider will now know what Budget Pages need to be completed and can click the hyperlink to begin that process.







Prior to accepting the Budget Summary, the Provider completes the following pages:
· Provider Entity Page
· Provider Program Information Page
· Schedule A Salaries
· [bookmark: _GoBack]Budget Summary Entry/Submission

Budget Definition


Provider Program Information


Schedule A Salaries


Budget Summary Acceptance


Provider Entity*


Budget Summary Entry/Submission










Page 9 of 9

image1.png
Budget Definition

| Find an Existing Value || Add a New Value

Business Unit,

Contract ID [lSMHA31910PSA01  x|Q

Funding Period| 1]





image2.png
| Budget Definition || Notification Contacts

Budget Definition
Business Unit MHAM1 Administrator SparksM Status Draft
Contract ID 18MHA31910PSA01 Contract Begin Date 12/12/2017 Date
Supplier Name COMMUNITY HEALTH RESOURCES INC Contract Expire Date 03/12/2018 Funding Period 1 |12/12/2017 @ 03/12/2018 @

~ Budgeting, Reporting & Payment Requirements

“Reporting Requirement 4, 8 Mnth & Final v Payment Basismu
[Jschedule A - License/Degree ] Budget Summary - Project ID [Budget Summary - ChartField 2 [JBudget Summary - Level of Care

[JBudget Summary - DDAP Code ] Budget Revision - Revise Funding []Budget vs Actual Reporting - YE Projections [ Schedule C - Related Party Transactions

 Program Definition Personalize | Find | View All | 20| B8 First ‘4 101 Last

g Period Funding Period Reporting

End Requirement Level of Care DDAP Code

“Line  *Program Name “Program Code

Q )

(=] Notify.

Budget Definition | Notification Contacts





image3.png




image4.png
Budget Definition || Notification Contacts
Budget Definition

Business Unit MHAM1
Contract ID 18MHA31210PSAD1
Supplier Name COMMUNITY HEALTH RESOURCES INC

~ Budgeting, Reporting & Payment Requirements

Contract Begin Date 12/12/2017
Contract Expire Date 03/12/2018

Administrator SparksM

“Reporting Requirement 4, With & Final ]

Payment Basis

v]

Status Draft

Date
Funding Period 1 (12122017 |53/03/122018 |13

Schedule A - License/Degree
[JBudget Summary - DDAP Code

v Program Definit

Budget Summary - Project ID
Budget Revision - Revise Funding & Budget vs Actual Reporting - YE Projections I Schedule C - Related Party Transactions.

Budget Summary - ChartField 2

CJBudget Summary - Level of Care

Personaiize | Find [ View Al| @] B Fist (4 13013 @) Last

e rogram Name Program Code FundingPeriod Funcig Period ReDOng |y orcare DoAP Cone
[ 1o [Foop oRVE | [PROGRAM 1| [07/01/2018]) [0653012018]33 [Bronty ]| I =

[RECREATION |[PROGRAM2 | 07115120185 (0973072018 [Woniy | I el
[ 3JQ, [COMMUNITY CENTER | [PROGRAW 3 | [07io1/2018]) (0813020183 [Cuarery ]| I =

Budget Definiton | Notifcation Contacts

Update/Display





image5.png
Budget Definition || Notfication Contacts

Budget Definition
Business Unit MHAM1 Administrator Sparksh Status Drat
Contract ID 18VHA31910PSAD1 Contract Begin Date 12/12.2017 Date
Suppler Name  COMMUNITY HEALTH RESOURCES INC Contract Expie Date 03122018 Funding Period 1 121722017 503122078 |
~ Budgeting, Reporting & Payment Requirements
“Reporting Requirement [4_& Ninth & Final V] PaymentBasis| v
[¥I schedule A - License/Degree ¥ Budget Summary - Project ID ¥ Budget Summary - ChartField 2 [ Budget Summary - Level of Care

[IBudget summary - DDAP Code /] Budget Revision - Revise Funding [ Budget vs Actual Reporting - YE Projections ] Schedule C - Related Party Transactions

v Program Definition

“Line  *Program Name “Program Code
1 [FooD DRIVE PROGRAM 1
2/Q [RECREATION PROGRAM 2
3Q [COMMUNITY CENTER PROGRAM 3

Budget Definiton | Notifcation Contacts

Funding Period Funding Period R
Begin End

0710172015 0612020183 [B| Business Unit MHAM 1
Funding Distribution Personalize | Find | Vi




image6.png
Look Up Account x

s
P —
P T I

AccounTypel-__ V]

[ ookte | [ Cancsl_] gasc Lookup

Search Results

View 100 Fist @ rrseorie @ Last
Account Description Account Type Status
4101 State Funds. Income  Active.
4102 FederallOther Funds Income  Active.
4201 Aging Income  Active.
4202 Children and Families Income  Active.
4203 Correction Income  Active.
4204 Developmental Services Income  Active.
4205 Education Income  Active.

4206 Energy & Environmental Protect Income  Active.





image7.png
Budget Definition || Notfication Contacts

Budget Definition
Business Unit MHAM1 Administrator Sparksh Status Dratt
Contract ID 18VHA31910PSAD1 Contract Begin Date 12/12:2017 Date
Suppler Name  COMMUNITY HEALTH RESOURCES INC Contract Expire Date 03122019 Funding Period 1 (121722017 06302078 |

~ Budgeting, Reporting & Payment Requirements

“Reporting Requirement 4, With & Final V] Payment Basis| ]

Schedule A - License/Degree Budget Summary - Project ID Budget Summary - ChartField 2 [JBudget summary - Level of Care
[JBudget summary - DDAP Code [ Budget Revision - Revise Funding (¥ Budget vs Actual Reporting - YE Projections ¥ Schedule C - Related Party Transactions

 Program Definition Fist @ 130f3 @ Last

“Line  *Program Name rogram Code [undng Perod Funding Priod Reporting
7 [Foon DRIVE PROGRA 1| (070120185 06020185
7/ [RecREATION PROGRAMZ | (075720135 [para020isl
3 [CoMMUNITY CENTER PROGRAM 3 | (070120135 [oara020ts )

Budget Definiton | Notifcation Contacts




image8.png
Budget Definition | Notiication Contacts.
Budget Definition

Business Unit MHAM1 Administrator SparksM Status Draft
Contract ID 18MHA31210PSAD1 Contract Begin Date 12/12/2017 Date 03122018

Supplier Name COMMUNITY HEALTH RESOURCES INC Contract Expire Date 0211272018 Funding Period 1 12122017 |p}[06/302018 |8

~ Budgeting, Reporting & Payment Requirements

“Reporting Requirement [4_& Mnih & Final V] PaymentBasis| <]
Schedule A - License/Degree Budget Summary - Project ID Budget Summary - ChartField 2 [JBudget summary - Level of Care

[JBudget summary - DDAP Code [ Budget Revision - Revise Funding (¥ Budget vs Actual Reporting - YE Projections ¥ Schedule C - Related Party Transactions

Personaiize | Find [ View Al| @] B Fist (4 13013 @) Last

o " " Funding Period Funding Period_ Reporting
Line  *Program Name. ProgmmCode  pore 5 e Level of Care DDAP Code

[ 1o [Foop oRVE | [PROGRAM 1| (0710112018 (06730720185 [Bionttly ][ Il
@ [RECREATION |[PROGRAM2 | 07115120185 (0973072018 [Woniy i Il

 Program Definition

[ 3JQ, [COMMUNITY CENTER | [PROGRAM 3 | (0710112018 ) (09730720185 [Guartery ][ Il

Budget Definiton | Notifcation Contacts




image9.png
Budget Definition || Notification Contacts

Budget Definition
Business Unit MHAM1 Administrator Sparksh Status Drat
Contract D 18MHA31910PSAD1 Contract Begin Date 1211272017 Date 03122018
Supplier Name COMMUNITY HEALTH RESOURCES ING Contract Expire Date 03/1212019 Funding Period 1 121122017 063012018

Personalize | Find | 27| First 4 13013 ) Last

Internal/External Notification Contacts

extemal “User D Descrpton el Adress
1 [CHRTI728]Q VSS-COMMUNITY HEALTH RESOURCES [Gotcore emaesi@etgor
200 [Sopsld @ MHA-Sopelak Megan [Gotcore emaest@etor
30 [spamsM  x|Q MHASparis Meiane [oian guimarin@t gov

[Nty

Budget Definiton | Notifcation Contacts





image10.png
Budget Definition

Budget Definition

Business Unit MHAM1
Contract ID 18MHA31210PSAQ1

Supplier Name COMMUNITY HEALTH RESOURCES INC

Notifcation Contacts

Contract Begin Date 12/12/2017

+ Budgeting, Reporting & Payment Requirements

“Reporting Requirement 4, 8 Mnth & Final v

[¥IBudget summary - Project ID
[IBudget Revision - Revise Funding /1

[¥I schedule A - License/Degree

[IBudget summary - DDAP Code

v Program Definition
“Line  *Program Name
1 [FOoD DRIVE
2/Q [RECREATION

3/Q [COMMUNITY CENTER

5 Return to Search

Budget Definition | Notfication Contacts

“Program Code
PROGRAM 1
PROGRAM 2
PROGRAM 3

Contract Expire Date 06/30/2020

Payment Basi

Administrator Sparksh Status Draft

Date 03/1222018

Funding Period 1 [12/1212017_|[06/3012018 |5

Submit Budget Definition

5]

Business Unit MHAM1  Contract D 18MHA31210PSAD1

Submission Notification - Supplier Recipients

Funding Period 1

Find | ) B st

“SuppirUserlD Dsription “Emai Address NOTOaton procossorUserID  ProcossDat & Time
Funding
= a a
o2
Subfect [Budoeting Pages Ready for Enry - TBWHAZIGORSADT /T

s
ooy Template[Vourbudget eny s requred or e folowng contact N

contact TouHA31910PSAD1

Gonract Descrton VHAMT 0000031910 v

Fincing Perios ¥

Message:

101 ® Last

Help

2]





image11.png
Budget Definition || Notfication Contacts

Budget Definition

Business Unit MHAM1
Contract ID 18MHA31210PSAQ1
Supplier Name COMMUNITY HEALTH RESOURCES INC

~ Budgeting, Reporting & Payment Requirements
*Reporting Requirement [4.8 Mnth & Final ~

[¥I schedule A - License/Degree [ Budget Summary - Project ID

[IBudget summary - DDAP Code

v Program Definition

“Line  *Program Name “Program Code
1 [FOoD DRIVE PROGRAM 1
2/Q [RECREATION PROGRAM 2
3Q [COMMUNITY CENTER PROGRAM 3

5 Retumto Search

Budget Definition | Notfication Contacts

Payment Basi

[IBudget Revision - Revise Funding /1

Administrator Sparksh Status Drat
Contract Begin Date 12/12.2017 Date o¥22018
Contract Expire Date 0672072020 Funding Period 1 [12/1212017_|[06/3012018 |5

Submit Budget Definition

“ Business Unit MHAM1  Contract ID 1

*Suppler User D Description

BMHA31210PSAD1 Funding Period 1

Submission Notification - Supplier Recipients

Notifcation

“Email Address Status

[doit.core. emailtest@ctgov

“Processor User ID

SparisM

CE Rt o

Process Date & Time

Q

Budgeting Pages Ready for Entry - 18MHA31910PSADT /1

Funding
VSS-COMMUNITY
Sy | 1 [cHRiire Q HEALTH RESOURCES
o7io172
Subject:
(I
i Template: [Your budget enty s equired for he folowing contract

| Contract
|Contract Description
Funding Period

18MHA1910PSADT
MHAM1 0000031910
y

Message:

101

v Last

H =

Help





image12.png
Confirmation

&/ The Submitwas successt




image1210.png
Confirmation

&/ The Submitwas successt




image13.png
Your budget entry is required for the following contract:

Contract 17MHAL061

Contract Description 17MHAL061

Funding Period 1

Budget Page(s) to be Completed Provider Program Information, Schedule A Salaries, Budget summary
State Contact sparksM

You can navigate directly to the first page by diicking the link below.
http://web033.crct.ct.gov:13320/psp/FNS2TST/SUPPLIER/ERP/c/CT_BUDGETING MENU.CT BUDGETING VNDRP.GBL?
Page=CT BUD VNDR PRG CN&Mode=A&SETID=STATESCNTRCT ID=17MHA1061&CT FUND PERIOD=1

Message:

Test




image14.png




