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ORBITS System

Two versions used in the reconciliation process

K01- Agency LAB working version
Detail cross reference (DCR) level
Adjust/enter data to balance to the agency’s budget report(s) 
control totals

U01- Leg Adopted Pre-audit version
Summary cross reference (SCR) level only
Use this version to discover and correct any potential audit errors

Remember to delete and re-run a refreshed version after making 
any corrections in the K01 version
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ORBITS Version Map

VERSION TYPES

A = Agency Working
B = Analyst Rec. Working
C = Actuals Audit
D = Download
E = E-Boards/Estimates Audit
F = Agency Request Audit

A01

Z01

X01-X05

A01A01

C01 - C10

D01 – D10

I01 - I10

W01B01

F01 - F10E01 - E10

Y01

J01

Q01

H01 - H10

K01
Reconciliation Reconciliation

G = Governor’s Printed Budget 
H = Governor’s Rec. Audit
I = Leg. Adopted Audit
J = Agency GRB Working
K = Agy. Leg. Adopted Working
L = LFO Analyst Working

M = Ebd, SS & Adm Act Entry
N = Final Leg Approved Budget
O = LFO/BAM Audit
P = LFO Leg Adopted
Q = Appeals/Gov’s Adj. Audit
R = Exec Audits
S = Agency Request Pre-audit

T = Governor’s Rec. Pre-audit
U = Leg. Adopted Pre-audit
V = Agency Request Budget
W = Appeals/Gov’s Adj Working
X = Analyst Rec. Audit
Y = Governor’s Rec. Budget
Z = Leg. Adopted Budget

Actuals
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Estimates

Agency
Request

Analyst
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Gov‘s
Rec.

LFO Rec.
W & M

Agency Versions

Audit Versions
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Copy

Copy

Copy
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Copy/Rollup
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Copy/Rollup

Submit

O01 – O05

L01 – L03

V01

Submit

S01

Copy/Rollup

T01

Copy/Rollup

U01

Copy/Rollup

Appeal

Pre-audit Versions

Budget Documents

G01

P01

N01

R01 - R10

M01

Leg.
Approved

Copy

Copy/Rollup
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ORBITS System

Screens Used
Data Entry Window

Base Budget column
All revenues accounts will be unlocked except for:

Account 0030 – Beginning Balance Adjustment

Package Data Entry Window
Only the policy package column will be unlocked
No access to the Essential Package column unless the 
budget report directs changes to the Essential Budget 
Level (EBL) numbers, i.e. DHS
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ORBITS System

Reports Used
Cross Reference & Package Reports

BSU002A
BSU003A

Budget Development Reports
BDV002A
BDV004A

Audit Reports
AUD100
AUD004
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New Cross Reference Numbers

LFO may have added new SCRs or directed the agency to 
create additional DCRs

Run BSU002A report to verify set-up of new SCRs
Unless otherwise directed by LFO, agencies will need to identify the 
DCR levels

Agencies can request additional DCRs if needed to 
track/isolate legislative changes

Send a written request to your assigned BAM Analyst with a cc to
Denver Peterson and Janet Savarro

Agencies are required to update their cross reference 
structure worksheets to show alignment to SFMS D04 
Program Code 

Any questions, please contact Stan Jessup
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New LFO Packages

The following packages were established statewide for all 
agencies and across all SCRs

Pkg 801 – LFO Analyst Technical Changes
Pkg 802 – Statewide Assessment Adjustments
Pkg 803 – Statewide Budget Adjustments
Pkg 804 – Roll-up of 2007-09 Reductions
Pkg 805 – Budget Reconciliation Adjustments (HB 5054)
Pkg 806 – Other End-of-Session Changes

Pkgs 807 & above
Uniquely assigned to each agency and to specific SCRs

Note: Recommend running BSU003A report to verify SCR assignment for 
each package
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Budget Reports

Budget Reports (also labeled as “Budget Report 
and Measure Summary”)

Should include a written narrative and a detailed 
spreadsheet
Used by SABRS as the primary audit tool 
Written for all bills impacting expenditure 
appropriations/limitations
NOT written for bills impacting revenue only

Agency still need to incorporate “revenue/fee” bills into ORBITS
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Budget Report – Face Page
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Budget Report – Table Data
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Budget Report - Narrative
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Budget Report - Spreadsheet
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Budget Reports – Important Points

Prior to making any changes in PICS or ORBITS
Review written narrative and corresponding spreadsheet 
because it may identify specific directives, e.g., position 
type, position classification, specific changes to 
revenue/expenditure accounts

Revenue adjustments tied to expenditure changes 
are appropriate

Read through the narrative section labeled “ Summary of 
Revenue Changes”

If Beginning Balance Adjustments are directed, please contact 
ORBITS Auditor so account can be unlocked
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Budget Reports – BEWARE !

If “Emergency Board” is under the Agency heading
DO NOT enter these figures into ORBITS
Appropriations for specific agencies will be requested later at the 
Emergency Board

If “2007-09” is under the Biennium heading
DO NOT enter these figures into the ORBITS K01 version
These figures are reflected in the 2009 M01 “execution” version

If transferring programs/functions from one agency to 
another

Coordinate with the “receiving” agency SABR Coordinator to ensure 
positions and ORBITS account data are accurately reflected
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2007-09 Supplemental 
Appropriation – Face Page
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2007-09 Supplemental 
Appropriation – Table Data
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End of Session Bill – HB 5054
HB 5054 assigned to package 805
Primary technical changes included:

Salary freeze/furlough adjustment – use account 3465 (recon adj)
No changes are required in the PICS system

Attorney General rate reduction – use account 4325 (AG)

Treasury Debt Management rate reduction – use account 4225 
(SGSC)

DAS Assessment and Charges for Services reductions
Assessment rate – use account 4225
Rent – use account 4425 
State Data Center charges *
Fleet*
* Depends on where the agency budgeted for these costs
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LAB “Control Totals”

Control totals are not available in ORBITS as they were 
used in the GRB reconciliation process

Agencies will create their own control documents

All expenditure and revenue data must balance to the sum 
of all budget reports that affect the agency

This will include the agency’s main budget report, HB 5054 and 
any other related bills

ORBITS will be audited at the level outlined in the budget 
report narrative and spreadsheet detail (by SCR, by 
package and by budget category)
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Recon Account Worksheet

Documentation for usage of accounts 3465, 8180 
and 8280

May be needed to balance to the estimated Personal 
Services values in the Budget Reports

Magnitude of recon dollar amounts will be scrutinized

Starting point for this worksheet is the GRB version then 
updated (additional lines) for each LAB recon action

Displayed by SCR, by Base and by Packages with a 
brief explanation/reason for all entries

Be sure to use the prescribed format (see sample on next page)
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Recon Account Worksheet
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Points to Remember

Unless specifically directed in the budget report or by LFO, 
the following items are not allowed:

Internal reorganizations
Fixing errors from Agency Request/Governor’s Recommended Budgets
Other “clean-up” items

Be sure to factor in OPE (PERS & Social Security Tax) when 
making directed adjustments to Non-PICS Personal Service 
accounts

Not required to update or submit the “Summary of 2009-
2011Budget” form or more commonly known as “EBL” form 
with the audit transmittal form or the LAB budget binder
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ORBITS Audit Transmittal

The following items must be attached with the audit 
transmittal form

AUD100 Audit Error Report from U-01 version
Goal = zero audit errors
If any potential audit errors remain, be sure to discuss with 
ORBITS Auditor first before submitting for audit

AUD004 Transfer and Special Payments Report from K-
01 version

For out-of–balance situations, please provide email 
documentation confirming agreement between both agencies

Updated Personal Services/Position/FTE Reconciliation 
worksheet
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Questions

Your assigned BAM and LFO Analysts are the best 
resources to determine the specific details behind the 
Legislatively Adopted Budget

For technical ORBITS questions, please contact Janet 
Savarro at 503-373-7607

For technical PICS questions, please contact Bonnie Lanning 
at 503-378-8203

For security and system access issues, please contact Denver 
Peterson at 503-378-2227
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