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1. Introduction 
 
 The Budget Preparation System has long been used by the Office of State Budget 
and Management to compile and print the Governor’s Recommended Budget which is 
presented to the General Assembly. In 1988 the on-line system was developed by 
OSBPM so that all agency budget offices could have access to the data and help compile 
the detail distribution of the budget accounts.  BPS runs under the IMS control program  
at the ITS enterprise server, and can be accessed by any terminal which can emulate a 
3270 device.  Although the budget is presented at the fund/object level within each 
budget code, agencies can maintain their budgets at lower account levels so that when the 
budget is transferred to the North Carolina Accounting System, it can be distributed to 
sub accounts and cost centers as needed. 
 

System support and training provided by 
 

Agness W. Gunter    Agness.Gunter@ncmail.net 
Margaret Wilson    Margaret.Wilson@ncmail.net 

 
Office of State Budget, Planning and Management 

116 West Jones Street 
20320 Mail Service Center 

Raleigh, North Carolina 27699-0320 
(919) 733-7061 
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2. Getting Access 
 
2.1 Security Issues 
 
 Every person who accesses BPS must be defined to BPS with a five-character 
identification code. The first two characters identify the agency where the person works, 
and the other three characters are usually his initials, giving a unique identification for 
each person. A signature and security code are associated with this code, so that an audit 
trail is recorded for each change made to the budget accounts.  Each agency has at least 
one person authorized to add or inactivate the identification codes for that agency.  This 
security system was in place before the RACF security was installed for all access to the 
ITS enterprise server.  Now OSBPM has integrated its security with the RACF security 
by associating RACF identification codes with the BPS security code.  When the initial 
IMS transaction is entered to gain access to BPS, BPS checks to see if it can find the 
RACF code in its tables; if the RACF code is found and matched with a BPS security 
code, BPS gives the user access into the system by displaying the initial menu.  If BPS 
does not recognize the RACF code, it displays a sign-on screen and requests a second 
sign-on with a valid five-character BPS security code.  If a valid code is provided, BPS 
gives the user access to the system by displaying the initial menu. 
 There is a password associated with the BPS identification code; the first time the 
code is used the password is “NEW.”  The system requires that the user change the 
password before proceeding to any function; the password can be from one to eight 
characters.  RACF also has a password which is required for any access to the mainframe; 
since BPS uses RACF security, the BPS password does not have to be changed every 
ninety days like the RACF password does.  If a person does not access the mainframe 
through RACF for a period of forty-five days, his security is revoked and he must request 
reinstatement from the agency security administrator. If a person forgets his password, he 
must contact the agency security administrator for a new one.  If a person tries to sign-on 
to RACF several times and is unsuccessful, he is revoked and must be reinstated by the 
agency security administrator. The RACF password must be changed at least once every 
ninety days and cannot be repeated. It must start with an alpha character and must be at 
least four characters long.  Since the mainframe uses a full screen editor, all fields on the 
screen should be completed before pressing E.  The T can be used to move from 
field to field.
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 Some typical error messages from RACF are as follows: 
 
SIGN COMMAND REJECTED. PASSWORD NOT DEF. 
 
 This means that the wrong password was entered.  The procedure should be  
repeated with the correct password. 
 
SIGN COMMAND REJECTED. NOT DEF TO RACF. 
 
 This means that the RACF id was invalid and not defined to RACF security.  The 
procedure should be repeated with a correct RACF id. 
 
SIGN COMMAND REJECTED. PASSWORD EXPIRED. 
 
 This means that it is time to assign a new password.  The procedure should be 
repeated with the same RACF id and password, adding the new password in the indicated 
field.  
 
SIGN COMMAND REJECTED. USER REVOKED. 
 
 This means that the agency security administrator must be contacted. 
 
SIGN COMMAND REJECTED. NEW PWD INVALID. 
 
 This means that the new password is not acceptable. The procedure should be 
repeated with  a new password which has not been used previously. 
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2.2 Initial Sign-on 
 
 There are several methods to provide the connection from the agency to ITS, so 
each user should request help from his technical staff for the initial access to the IMS 
control program; the technical staff may have to request access for the individual user to  
sign to IMS.  In the past there were several types of mini-computers as well as “dumb” 
terminals used, but now most agencies are moving to a connection through TCP/IP and 
Windows.  In the past, access to IMS was based on terminal node name, but now access 
is usually by RACF identification code, ignoring physical location of the terminal device.  
Usually the initial sign-on involves typing the code ims plus the RACF id and RACF 
password.  Then another sign-on to IMS is required.  After the IMS sign-on is complete 
and a successful message is displayed on the screen, the transaction code for BPS must be 
entered. This transaction is bi followed by a space and pressing E. BPS responds 
to the transaction by returning the main menu screen or a BPS sign-on screen. 
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2.3 Maneuvering within the System 
 
 The only keys that cause a transmission to the mainframe are E and the 

function keys ! @ #, etc. All of the functions within BPS are assigned a function 
number as indicated on the main menu.  At the bottom of each screen is the function line 
where the next function can be requested by number.  After the function number is typed, 
the E key should be pressed to transfer control to the next process. An alternate 
method would be to press the function key which corresponds to the function number.  
There are several other fields on the function line.  These fields are budget code, fund 
code, account code (object), reference number, page number, and year. The account code 
should begin with 53 for expenditure accounts or 43 or receipt accounts.  These values 
should be typed on the line before pressing the E key or the Function key.  The ! 
key pages forward one page at a time; the @ key pages backward one page at a time.  
Several biennial budgets are on-line at one time. The system defaults to the current 
budget  that is in progress, but if an older budget is desired, the ending year value should 
be typed in the year field.  For example, “95” would cause the 1993-1995 budget to be 
displayed.  If an invalid key is pressed and the BPS screen is lost, simply type bi 

followed by a space and press E again. 
 Some display screens are not  able to show all columns on one eighty-column  
screen, so the $ and % keys are used to shift from left to right or from right to left. 
 The bottom two lines on the screen contain informative or error messages and 
should always be read.  If data is being changed, a message indicates successful 
processing or an error condition.  The informative messages usually help move from 
function to function.  The # key always returns the main menu to the screen, for a 
review of the function numbers. 
 The main menu also has a message count field which indicates if a person has 
new messages to view. 
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3. On-Line Functions 
3.1  Function  6 - Take an Action on a Batch of Budget 
Transactions at an Agency Budget Office 
 
 This screen has two formats depending on whether a person is in OSBPM or in an 
agency budget office.  If the agency budget office enters budget changes with Function 8, 
they must then use Function 6 to submit them to OSBPM for approval before they are 
effective.  Option 1 submits all pending transactions for the budget code.  Option 2 
submits only those transactions for the specified reference number.  The system displays 
the name of the OSBPM budget analyst responsible for the specified budget code.  If 
necessary, the initials can be changed before pressing E; the budget transactions will 

be submitted to the specified OSBPM budget analyst when E is pressed.  Although 
the agency can enter their budget changes at a detail account level or a detail center level, 
the transactions are summarized to the fund/object level before submitting them to the 
OSBPM analyst.  When E is pressed, the system returns a message showing the 
number of transactions processed at the detail account level and the number of 
transactions actually submitted to OSBPM.  If a batch of transactions does not result in 
any change at the fund/object level, nothing is submitted to OSBPM and no approval is 
necessary.    When transactions are submitted to OSBPM,  the budget analyst receives a 
message indicating the budget code and number of transactions submitted.  Option 3 lists 
all pending transactions for the budget code which have not been submitted.  Option 4 
lists only the  transactions for the specified reference number.  Option 5 cancels all 
transactions for the specified reference number and budget code, by setting the “ignore 
flag” to “I”; only pending transactions can be canceled.  If transactions have been 
submitted, they will have to be canceled by OSBPM.  Option 6 changes the reference 
number for a batch of pending transactions. 
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3.1  Function  6 - Take an Action on a Batch of Budget 
Transactions at OSBM 
 
 After the transactions are submitted to OSBM, the appropriate budget analyst 
receives a message for each budget code.  The OSBM budget analyst has several types of 
actions he can take on a batch of budget transactions.  Option 1 approves all submitted 
transactions for the specified budget code.  Option 2 approves only those transactions for 
the specified budget code and reference number.  The  approval function causes the status 
of the transactions to change from “submitted” to “recommended”.  Option 3 displays all 
submitted transactions for the budget code; option 4 displays only those submitted 
transactions for the specified budget code and reference number.  Option 5 cancels all 
transactions for the specified budget code and reference number; this causes the status to 
be changed to “ignore” on the transactions at the fund/object level as well as at the agency 
detail level.  Option 6 causes the status to be changed to “ignore” on only the agency 
detail level transactions; this option is only used in unusual situations.  Option 7 causes a 
reference number to change on transactions at both the agency detail level and the 
fund/object level. 
 
Required fields on function line:  Budget Code 
Optional fields on function line:  Reference number, Year 
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3.2 Function 7 - Enter Data at the Fund/Object level 
 
 This function can be used by the OSBPM analyst to enter budget changes at the 
level printed in the document for certification. The agency can use Function 8 at some 
later point to distribute the changes to the detail accounts. This format has fund first 
followed by account type and object. The budget code is always at the top of the screen.  
The reference number is required and can be alpha or numeric.  The reference numbers 
starting with 11, 12, and 14 are reserved for budget revisions. Reference number 01 1996 
is reserved for actual receipts and expenditures transferred from NCAS. The data 
categories at the top of the screen represent the columns of Worksheet I, and one category 
must be marked by typing a character next to it.  The company is required on every line, 
and is preset by the system based on the budget code entered.  There are some budget 
codes which have more than one company, so these may be adjusted by over-typing the 
company.  The account type is required on every line and must be either 53 or 43.  The 
lines in the requirement section are always 53, and the lines in the receipt section are 43 
except for 3 exceptions: objects which start with 83xx, 84xx, or 88xx. The object is 
required on every line.  The fund is required on the first line of each page or when the 
fund changes.  The dollars or position counts are adjustments which are added to or 
subtracted from the existing balances.  If the amount is to be subtracted, the minus sign 
can be typed either before or after the number.  Decimals are allowed for position count 
changes but not for dollar changes. Three decimals are recognized and recorded.  All 
changes are entered in the first year column except for continuation and expansion 
changes which can be entered in either the first or second year column as needed. 
 
Required fields on function line:  Budget Code 
Optional fields on function line:  Reference number, Year 
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3.3 Function 8 - Enter Data with the Format used by the 
Agency Accounting Systems 
 
 This function can be used by either OSBPM or the agency to enter budget 
changes. The North Carolina Accounting System uses the format:  company, account, 
center, so this screen reflects that format.  The universities and Department of 
Transportation have their unique formats.  The budget code is always at the top of the 
screen.  The reference number is required and can be alpha or numeric.  The reference 
numbers starting with 11, 12, and 14 are reserved for budget revisions. There are also a 
few other reserved numbers. The data categories at the top of the screen represent the 
columns of Worksheet I, and one category must be marked by typing a character next to 
it.  The company is required on every line, and is preset by the system based on the 
budget code entered.  There are some budget codes which have more than one company, 
so these may be adjusted by over-typing the company.  The account type is required on 
every line and must be either 53 or 43.  The lines in the requirement section are always 
53, and the lines in the receipt section are 43 except for 3 exceptions: objects which start 
with 83xx, 84xx, or 88xx. The object is required on every line.  The fund is required on 
the first line of each page or when the fund changes.  The dollars or position counts are 
adjustments which are added to or subtracted from the existing balances.  If the amount is 
to be subtracted, the minus sign can be typed either before or after the number.  Decimals 
are allowed for position count changes but not for dollar changes. Three decimals are 
recognized and recorded.  All changes are entered in the first year column except for 
continuation and expansion changes which can be entered in either the first or second 
year column as needed. 
 If the data is entered by OSBPM, it goes directly into the budget without having to 
be approved.  If the data is entered by an agency, it must also be submitted for approval 
with Function 6. The data has a pending or submitted status until it has been approved by 
OSBPM. 
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Required fields on function line:  Budget Code 
Optional fields on function line:  Reference number, Year 
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3.4 Function 9 - View Detail Data 
 
 This function can be used to review any change made to the budget during the 
two- year period.  Each line has the amount of change, a comment, a date, an account 
number and the person who entered the change.  If OSBPM data is requested, only the 
fund/object is displayed; if agency data is requested, the full account and center is 
displayed.  A budget code is required on the function line.  If a fund is not entered on the 
function line, the display starts with the  first fund and account.  If the fund is provided 
but not the account, the display starts with the first account for the fund.  If both fund and 
account are entered on the function line, only that fund and account are displayed.  The 
account field starts with either 53  for expenditures or 43 for receipts.  Other options can 
limit the display by reference number, person who entered the changes, or date entered. 
 In order to maintain a good audit trail, no data is ever deleted. However, there is 
an “ignore flag” for each detail change.  OSBPM can change the character  at the left of 
the line to i, and the data will be ignored and not included in any calculations or printed 
reports. It can also be changed back to its previous value.  Agency persons can change 
items to “ignore” only if they have not been submitted. 
 The comments can also be changed with function 9, by typing over them and 
pressing E.  The comments are used to  print the Detail by Reference Report, and 
also are used as a reminder why changes were made. 
 
Required fields on function line:  Budget Code 
Optional fields on function line:   Fund, Account, Reference number, Year 
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3.5 Function 10 -View Worksheet I for a Budget Code or a 
Fund 
 
 This function has several options to select the way the Worksheet I is presented.  
The first displayed column is the object code which is digits three through six of the 
NCAS account number; next is the title of the object code; next is the actual amount 
expended or received in the previous year; next is the authorized budget amount for the 
current year; next is the increases or decreases for the next two years.  If $ is pressed, 
the columns change so that the title is not displayed, but the total amounts for  the next 
two years are displayed. 
 If only a budget code is specified and no options are selected, the display starts 
with the summary by purpose (fund), followed by the summary by account (object) and 
then followed by the detail accounts for each fund.  If a  fund is selected, the display starts 
with the accounts for that fund.  The first box of options makes it possible to select a 
display.  Option 1 displays only the summary by purpose (fund). Option 2 displays only 
the summary by account (object).  Option 3  displays the total requirements,  receipts, and 
appropriations for the budget code. Option 4 displays the accounts (objects) for a specific 
fund; the budget code and fund must both be entered on the function line before pressing 
E.  Option 5 displays the accounts at the detail level for a specific fund; the budget 

code and fund must both be entered on the function line before pressing E.  Option  6 
displays all position counts by fund for the specified budget code. 
 The second box allows different transactions to be selected.  Option 1 uses all 
transactions whether they have been approved or not.  Option 2 uses only those 
transactions approved or entered by OSBPM.  
 The third box allows certain funds to be displayed either at the two-digit or at the 
four-digit level. 
 The fourth box allows accounts (objects) to be displayed at either the “two-digit” 
level or at the “fourth-digit” level.  The “two-digit” level is the level certified by OSBPM 
and means that the expenditure objects beginning with 2, 3, 4 or 5 are summarized but the 
expenditures beginning with 1, 6, 7 or 8 are left at the four-digit level; the receipt objects 
are also left at the four-digit level. 
 
Required fields on function line:  Budget Code 
Optional fields on function line:  Fund, Page, Year
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3.6 Function 14 -View BD307 - Certified Budget for a Budget 
Code 
 
 This function shows the summary by purpose (fund) followed by the summary by 
object and then the detail accounts by fund.  There are four columns: code, title, and 
amounts for the two years of the biennium.  The budget code must be specified on the 
input line.  The year field can be used to view the certified budget for previous biennium. 
 
Required fields on function line:  Budget Code 
Optional fields on function line:  Page, Year 
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3.7 Function 16 - Request a Printed Report 
 
 Most of the budget reports are too long to print as an on-line function; therefore, 
they are printed  in a batch mode.  This function allows people in OSBPM as well as 
agencies to request reports and to specify several variables. When the print job is run, the  
reports are directed to more than thirty printers located all over the state, depending on 
where the request originated.  Up to five copies of a report can be requested by OSBPM, 
but only single copies are available for agencies.  Agencies must provide OSBPM with 
valid printer names prior to expecting reports to be printed at remote locations. See 
Section 4 for descriptions of these reports.  
 The budget code and biennium displayed at the top of the screen when E is 
pressed is the budget code selected for printing.  A print request is queued for the budget 
code, but the detail transactions are not saved at the time of the print request. The detail 
transactions recorded in BPS at the time the actual print job is run are the transactions 
included in the reports.  If a purpose (fund) is displayed at the top of the screen when 
E is pressed, only the accounts (objects) for that purpose (fund) are printed.  If no 
budget code is displayed at the top of the screen, a budget analyst can type his initials 
after the words “user id” and the system will generate print requests for all budget codes 
belonging to that budget analyst and display a count of the number of budget codes 
processed. 
 The second box gives the options for the types of reports available for requesting: 
 
  •  Option 1:  BD 307 Certified Budget  (two columns) 
  •  Option 2:  Worksheet I at fund/object level used by OSBPM 
  •  Option 3:  BD 307 Revised Certified Budget  (three columns) 
  •  Option 4:  Detail by Reference Number 
  •  Option 5:  Reconciliation Report 
  •  Option 6:  Performance/Program Budget 
  •  Option 7:  Worksheet I with all detail account and center numbers 
 
 The third box allows selection of certain sections of the certified budget or 
Worksheet I.  Option 1 prints only the summary by purpose (fund).  Option 2 prints only 
the summary by account (object).  Option 3 prints a one page summary of all budget 
codes for an agency, showing a total for requirements, receipts,  and appropriation. 
Option 4 is the default and shows accounts (objects) for each purpose (fund) as well as 
summaries and position counts.  Option 5 prints only position counts for each purpose 
(fund) and each account (object).  This selection has no effect on reports 4,5 or 6. 
 The fourth box allows different transactions to be selected.  Option 1 uses all 
transactions which are submitted or approved.  Option 2 uses only those transactions 
entered or approved by OSBPM.  Option 3 uses transactions pending for the agency, 
submitted by the agency, as well as those approved by OSBPM. 
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 The fifth box allows files to be built for downloading from the mainframe to the 
local area network.  The default is option 1, which selects the usual printed report.  
OSBPM budget analysts can request multiple copies of their reports; they can request 
from one to five copies at a time.  If more than five copies are needed, multiple print 
requests can be made.   Option 2 allows the report to be written to a file which can be 
downloaded to a local area network as a text file and printed with MS-Word or another 
word processor.  This file has page headings and looks like the printed report.  Option 3 
allows a text file to be built for use by a spreadsheet.  All of the information from the 
report is in fixed columns without page headings.  Agencies should contact OSBPM to 
define names for the text files before using this option the first time. 
 The sixth box allows selection of columns for Worksheet I. Option 1 shows both 
the certified and authorized columns.  Option 2 shows the authorized column but not the 
certified column. 
 The seventh box allows certain funds to be summarized to the two-digit level. 
 The eighth box allows accounts (objects) to be printed at either the “two-digit” 
level or at the “fourth-digit” level.  The “two-digit” level is the level certified by OSBPM 
and means that the expenditure objects beginning with 2, 3, 4, or 5 are summarized but 
the objects beginning with 1, 6, 7, or 8 are left at the four-digit level; the receipt objects 
are also left at the four-digit level. 
 
Required fields on function line:  Either Budget Code or Analyst Code 
Optional fields on function line:  Fund, Year 
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3.8 - Function 17 - Send Message to another Person 
 
 Use the five-character identification code to select the person who should receive 
the message.  If the message should go to every person at an agency, use the two character 
group code for that agency instead of the five-character code. The message can be sent 
certified; if that option is marked with “Yes” or y, the system will send a notification 
message when the receiver has read the message. The blank portion of the screen is used 
to type the message.  Use T to move from line to line.  When the E key is 
pressed, the message is transmitted. 
 
Required fields on function line:  none 
Optional fields on function line:  none 
 
 
 

 
 
 
 
 


