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Oracle Cloud
*Open Internet Explorer or other web browser (Firefox, Chrome or Safari)

*Enter the following url:  https://myservices.us2.oraclecloud.com/mycloud/a418678/faces/dashboard.jspx

*Enter Username and Password and click Sign In

*To reset your password please contact the Office of Management and Budget



Login Steps – cont.
Select the environment to login into – Planning

The following page will automatically 
open to FinPlan tab, change to the 
Planning and Budgeting Service tab



Login Steps – cont. 
Click Simplified Interface

Please Note: If you are using Internet
explorer, please click on the “100%” in the
lower left corner of the window (see above),
and from the popup set the size to 90%. This
will make the appearance of the application
better.

Select Data Icon. 



Budget Data Entry

The Data Entry page will open,
this page contains the folders
and forms where data will be
entered and reviewed.

The two stages with department
involvement are:
◦ Department Baseline
◦ Department Request

All other stages (folders) have a
review form to view any changes
made in that stage.



◦ Click the arrow next to 2.0
Department Baseline (stage) folder
to open the folder.

◦ Click on the 2.0 department folder.
The department baseline stage
forms will be available.

◦ Click on the 2.1 Year End Estimate
Input Form link to open

Please Note: Funds subject to the department baseline stage are: General Fund, Jail
District, Health District and Library District. If your department has other funds, you
will not be able to view/enter data for them in this stage.

2.0 Department Baseline



Current Year End Estimate
will be edited (edit data
and / or add rows).

◦ Select Fund / Department (Entity) to
edit. (Example Fund/Entity
combination that will be used is
02360.5120)

◦ Click the dropdown to show fund list and
select the fund (02360). Notice that in the
dropdown list the 00100 fund is not listed.
Since it is not listed then select the “No
Fund” option.

2.1 Year End Estimate Input Form
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◦ Next, click the dropdown for Entity
(Department) and select the
department number (3300).

◦ If the “No Fund” option was
selected before, return to the Fund
dropdown. The fund should now
be available. Select fund 00100
and click apply.

2.1 YE Est. Form – cont.

If the Fund/Department number is not in the dropdown menus, contact the Office of
Management and Budget. Make sure the fund/department combination is valid.

The screen will return to the 2.1 Year End Estimate Input form.



The form is now ready to edit the data for the Department/Fund combination
selected.
 The first 6 columns are grayed out, these values in the columns cannot be edited.
 In Department Baseline column, values can be edited. The Object Account/Function
combinations values can be edited by clicking in the cells and changing the values.
 The eighth column is the variance (difference) between Department Baseline YE
Estimate and Initial Baseline YE Estimate.

2.1 YE Est. Form – cont.



Example to change data:
◦ In the second cell in seventh column, click the cell and type in a number even if there was a
number there before (In this example a blank cell was changed to 500). Press enter.

◦ Notice that the cell with the new data is now Yellow however the subtotals at the bottom did
not change.

◦ Click the “Save” button to commit the new data to the database.

◦ Click OK; the screen will go back to the form.  

2.1 YE Est. Form – cont.



◦ New rows can be added for an object account/function combination not currently
there.
◦ To add, right click on a row in the form, to bring up the following menu.

◦ Select the Add Row option

2.1 YE Est. Form – cont.



◦ Have accounting information ready
for input (Fund, Function, Department, Object Acct)

◦ Quotationsmust be used around text

◦ Add multiple accounts type, separate 
by adding a comma between 
accounts (i.e. “34075”,“34082”).

◦ Click Launch

2.1 YE Est. Form – cont.

◦ New account/Function 
combination has been added. 

◦ To delete a row, delete the zero
in the row that was just added,
click the Save button.

Save often!

Close the form when the changes have been completed.



Export to Excel
Click Actions

Scroll down the menu 
to find Spreadsheet 
Export

POP‐UP Message: click 
Export

POP‐UP Message: Click Open

POP‐UP: Click Yes



Here is an example of the export.  (The screen may look slightly different based on the 
version of windows in each computer)

Export to Excel – cont. 

The spreadsheet can
be saved and manipulated 
in the format that best 
fits each department.



Please note:  In this form only General Fund, Jail District, Health District, and Library District 
Fund/Dept combinations will appear.  Entries for Revenue and Supplies and Services are allowed.  
Personnel accounts will be available in the Department request stage.

2.2 Budget Input Form



◦ Baseline budget can be edited
◦ Values in white cells can be edited
◦ Any changes made will highlight the cell in yellow until saved  
◦ After saving, the subtotals will recalculate
◦ Payroll data is not available in this form 

2.2 Budget Input Form – cont. 



◦ The Baseline Budget the total 
baseline should not increase. 

◦ Subtotals will highlight red If 
there is a variance 

◦ Variance column will show 
the difference from 
Department Baseline budget 
to Initial Baseline budget. 

◦ To add a new Department / 
Fund combination row to the 
form, follow the same steps 
as in 2.1.

◦ This spreadsheet can also be 
exported.  

◦ Save often.

2.2 Budget Input Form – cont. 



2.3 Budget Data Review Form by Fund Dept 



◦ Review all of the entries by selecting fund/entity (department) combinations.
◦ Variance column (column 8) shows the difference between the Department Baseline
and Initial Baseline Year End Estimates.

◦ Variance column (column 11) shows the difference between Department Baseline
and Initial Baseline Budgets. Please note: This variance should be 0.

This completes the Department Baseline phase.

2.3 Budget Data Review Form by Fund Dept 



◦ This stage is open to OMB only.
◦ There is a 3.6 Budget Review Form by Fund Dept available to departments. 
◦ This review form is to view any changes done in the BRT stage compared to the 
Department Baseline stage. 

3.0 Budget Team Approved



4.0 Department Request 



◦ Enter your Special Revenue YE 
estimates 

◦ Make adjustments to General 
Fund if needed

◦ The Appropriation of Fund 
Balance (39910) amounts will 
be entered by Office of 
Management and Budget 

◦ Save, export, and close form  

4.1 Year End Estimate
Form similar to Year End Estimate form in the Dept. Baseline phase
◦ Add a Department/Fund combination row – Special Revenue & General Fund if needed using steps 

from 2.0 Dept. Baseline



◦ Baseline budget total should
not increase.

◦ Subtotals will highlight red If
there is a variance

◦ Variance column will show the
difference from Department
Baseline budget to Initial
Baseline budget.

◦ Save data and close

4.2 Budget Input Form

Please note: All funds/dept
combinations are available in this
stage. Personnel is grayed out because
OMB will enter Personnel for all funds
for the new budget except for other
existing personnel budget amount
(overtime, etc.).

Form similar to Year End Estimate form in the Dept. Baseline phase
◦ Add a Department/Fund combination row – Special Revenue & General Fund if needed using steps

from 2.0 Dept. Baseline



This form is used to request and submit budget request amounts

Please Note: This form will display your budget requests as you enter them. This form will also be
available after the approval process. Departments can view their requests and approval status.

◦ To add a new requisition right click on a row and select “Add New Req” from the
popup menu which opens the following screen.

4.3 Budget Request Input Form

◦ Enter the Fund, Department (make 
sure it is a valid combination), Function, 
and Account (use a comma to separated 
account list). 

◦ Budget Request number doesn’t 
identify priority

◦ Enter requests in chronological order 
– BR1, BR2, etc.

◦ .1 = one time amounts 
◦ .2 = on going amounts

◦ BR1.2 is the first request entered 
that is an on‐going amount



◦ Example of one request with two accounts:

◦ Add One‐Time or On‐Going request to same 
BR request:
◦ Enter same BR number, i.e., BR1

◦ Enter .1 or .2 depending on:

◦ .1 = one time amounts 

◦ .2 = on going amounts

4.3 Budget Request Input Form – cont.

◦ Click Launch



◦ Enter priority number, edit the amounts on the forms for one time and on 
going budget expense, and type a comment for the requisitions, and save the 
form.

◦ Click on a data cell within the “Requested Amount” column, and click 
data to bring up the following menu.

◦ Select the         (attachments) option under Details to open 
the next screen.                      

4.3 Budget Request Input Form – cont.

Please note: Each attachment that will need a unique file name to 
upload required supporting documentation.



◦ Click Browse to open file explorer window 

◦ Find budget request supporting documentation; click Open

◦ Repeat steps to upload all required supporting documents for 
each request; click Close

4.3 Budget Request Input Form – cont.

Click Update or Upload

Paperclip image reflects 
attachments

Click Data to close menu



◦ Right click on the Paperclip in the cell that has the attachment to open a menu

◦ Select Attachments
◦ Click on a file to open and review the attached documents
◦ Click Close to return to the form
◦ Click Save to submit the data and attachments
◦ Click Close to return to the Data forms listing.

4.3 Budget Request Input Form – cont.



◦ This form gives access to review the Budget requests for ALL of the 
Departments/Funds pertained to each individual.   

Please note: The review form may not be available if OMB has not aggregated the data.  
If there are any data issues, contact OMB to ensure a data aggregation has taken place 
since the last input. 

Note:  The requisitions are not approved at this time.  The approved requisitions will 
only be visible after the OMB has processed requests.

4.4 Budget Request Review Form - All



◦ Data entered in Department Request stage can be reviewed by fund/department 
combination. 

 Change the Fund/Department numbers for review, click the pencil 

 Review the total amount entered for all Budget requests and all transfers for the 
Department/Fund combination.

Please note: this may not be available if OMB has not aggregated the data.  If there are any data 
issues please contact the OMB to ensure a data aggregation has taken place since the last input.

4.5 Budget Review Form by Fund Dept



Budget Transfer Form
◦ Transfer form is available to 
departments to fill out
◦ (both General Fund and 
Special Revenue funds)  
Please use only 
fund/department 
combinations corresponding 
to your department. 

◦ OMB will then enter the 
transfers in Oracle Cloud 

◦ Departments will be able to 
view their transfers in and 
out in the 4.5 Budget 
Review Form by 
Fund/Department 
combination 

4.5 Budget Review Form by Fund Dept – cont. 



◦ Stage open to OMB only
◦ 5.8 Budget Review Form by Fund Dept available to departments. 
◦ Review form to view changes completed in the Admin Adjustment stage 
compared to the Department Request stage. 

5.0 Admin Adjustment Stage



◦ Stage open to OMB only
◦ 6.6 Budget Requisition Review Form‐All ‐ departments will not be able to view until
all BRT recommendations have been completed in the Recommended stage. 

◦ Review form is to view if your requisitions have been recommended and the 
approval type.  

◦ 6.7 Budget Review Form by Fund Dept available to departments. 
◦ Review form to view changes completed in the Recommended stage compared to 
the Admin Adjustment stage. 

6.0 Recommended Stage



◦ Stage open to OMB only
◦ 7.6 Budget Review Form by Fund Dept available to departments 
◦ Review form to view changes completed in the Tentative stage compared to the 
Recommended stage. 

7.0 Tentative Stage



◦ Stage open to OMB only 
◦ 8.6 Budget Review Form by Fund Dept available to departments 
◦ Review form to view changes completed in the Adopted stage compared to 
the Tentative stage 

◦ 8.7 Budget All Form available to departments
◦ Review form to view all the stages in Budget from Department Baseline 
stage to the Adopted Budget stage 

8.0 Adopted Budget Stage



◦ 8.8 YE Estimate All Form available to departments. 
◦ Review form to view all the stages in YE Estimate from Department Baseline stage to 
the Adopted Budget stage.   

8.0 Adopted Budget Stage – cont. 



◦ Click Close to return to the forms listing 
◦ Click Home to return to the main menu 
◦ Click the dropdown next to employee ID number; select the Sign Out to exit the 
system.  



Questions?


