
 
 

 

 

Job Aid 1: BPREP Process 
 
This case will test allow you to test BPREP process in BAT to ensure that it is working properly. 
 
The steps included in this process are: 

 The correct rounding of HCP (to the nearest thousandth) and Operating (to the nearest 
hundredth) accounts/sub-objects. 

 The correct aggregation of any Budget Only accounts/sub-objects. 
 The correct aggregation of any attrition/furlough/COLA accounts/sub-objects. 
 The correct aggregation of any approved enhancements/reductions. 

 

Step Action 
1. Select the MDCBUD Application from the Quick Links are on the BAT Homepage shown 

below. 

 

2.  From My Task List, select Operating Preparation > Financial > BPREP 
Adjustments. 
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3.  At the BPREP Adjustment Form, locate the BPREP column (on the right) and check that 
all accounts have been aggregated to the correct account. Ensure that all personnel cost 
accounts have been rounded to the nearest thousandth and that other operating sub-objects 
have been rounded to the neared hundredth under the BPREP column. All accounts, 
including HCP accounts usually locked under the Develop Future/Current Year forms, will 
now be available for editing. 
 

 
 
Note: The BPREP process, which is run by the BAT administrators, will aggregate all HCP 
budget accounts to their natural FAMIS sub-object codes (e.g. attrition will roll up to its natural 
sub-object code). The BPREP process will also roll up all approved enhancement and 
reduction requests. 
 
If your department budgeted dollars in any Budget Only sub-objects (e.g. 
Salaries Only (00199)), the BPREP process will not aggregate these values. 
It is the department’s responsibility to manually aggregate these values in 
the BPREP column. 
 
The BAT BPREP Appropriations Report can assist you in calculating the correct 
amounts to enter into the BPREP column. 
 

--End Activity-- 
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Job Aid 2: Running the BAT BPREP Appropriations 
Report  
 
This section will show the user how to run the BAT BPREP Appropriations Report. This report 
will assist the user in populating the BPREP Adjustment Form detailed in Case 1. 
 
Step Action 
1. Click on Explore on the BAT Homepage shown below. 

 

 
 

2.  From the BAT Reports folder, select Operating Plan and choose the BAT BPREP 
Apporpriations Report from the window on the right. 
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3. Fill out the appropriate fields in the pop up screen below. 
 

 
4.  The following report will be generated wit the BPREP amounts in the Budget Preparation 

column. These amounts can then be used to load the BPREP Adjustment Form.  
 

 
 
 

--End Activity--  
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Job Aid 3: Excluding Intersections from the Budget 
Load 
 
This case will test allow you to exclude intersections that you do not want loaded into the final 
budget. 
 
The steps included in this process are: 

 Selecting and running the Create Exclusion List rule. 

 Validating that an excluded entity has been added to the BPREP Exclusion 
Summary form. 

 
Step Action 
1. Select the MDCBUD Application from the Quick Links are on the BAT Homepage shown 

below. 

 
 

2.  From My Task List, select Operating Preparation > Financial > Develop Future 
Year Budgt by Entity. 
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3. In the Develop Future Year Budgt by Entity form, select the intersection you would 
like to be excluded from the budget load. 
 

 
 

4. Once selected, right click on any account and select the Create Exclusion List rule. This 

will add the intersection to the BPREP Exclusion List. 
 

 
 

5. When the rule has run, navigate to the Operating Preparation > Financial > BPREP 
Exclusion Summary form. 
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6. When this form is rendered, you will see a listing of all the excluded intersections for your 
department. 
 

 
 

7. Repeat steps 1 – 6 as necessary to remove all the intersections you fo not want loaded into 
the budget. 

--End Activity-- 
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Job Aid 4: Deleting an Intersection from Exclusion 
List 
 

This case will test allow you to remove an intersection from the BPREP Exclusion 
Summary form. 

 
Step Action 
1. Select the MDCBUD Application from the Quick Links are on the BAT Homepage shown 

below. 

 
 

2.  From My Task List, select Operating Preparation > Financial > BPREP 
Exclusion Summary form. 
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3. In the BPREP Exclusion Summary form, right-click on the row that contains the 

intersection you would like removed from the exclusion list and select Delete Excludes 
from the list. 
 

 
 

4. A business rule will run excluding the selected intersection. When the rule has successfully 
executed, you will get the following prompt and click on OK. 
 

 
 

5. You will note that the intersection you selected has been removed from the list. 
 

 
 

--End Activity-- 
 


