
BPS - Budget Planning System



Today’s Agenda



SharePoint Reminder



BPS Guidance

• BPS User Guide
– Located on the BPS website or the Budget 

Sharepoint site
– Provides in depth step by step guidance for 

the BPS online system

• Also available on the BPS website: 
– BPS Training Guide
– BPS Training PowerPoint
– BPS Tips and Tricks

• These are fairly dated and seem to be 
from the original implementation



BPS Guidance – WO IMs

• IM 2012-047
– Usage of  the Budget Planning System (BPS) for Project 

Planning in Fiscal Year (FY) 2013
– Dated January 11, 2012
– Due dates included 

• 3/2/2012  for all BPS projects to entered into the BPS System

• 3/23/2012 BPS user account cleanup and User Account Management 
form completed

• 4/2/2012 for all BPS projects with end funding dates of  2010 or 
earlier to be removed from the system



BPS Account & System Cleanup

• Each State, Center & WO Division must designate 
a “BPS Lead” responsible for:
– Establishing maximum user access levels
– Periodic review of  authorized user accounts & access 

levels
– Carefully review “Security Report” to remove all users 

who have left the BLM (change from Active to Inactive)
– Transfer active projects belonging to such individuals

• Ensure projects no longer valid for funding are 
deleted from the system



BPS Background

• BPS system is used by State & National Program Leads 
to determine funding allocations at PTA

• System includes “Base” and “One-time” themes for 
each subactivity

• National Themes for some programs 
– Generally allocate one-time funding for cross-cutting projects, 

or one’s which are broad in scope.

• The field submits projects by subactivity/theme 



FY13 BPS Themes

• #01 National Landscape 
Conservation System

• #02 Centrally Funded 
Initiative

• #03 Challenge Cost 
Share/Partnerships

• #04 Forest Ecosystem Health 
and Restoration Fund and 
Forest Pest Control

• #06 Native Plant 
Materials/Seeds of  Success

• #08 Salinity Projects
• #09 Special Cleanup Fund 
• #12 Climate Change
• #13 Youth
• #14 Sage Grouse Restoration 

and Rehabilitation
• #15 Healthy Landscapes
• #16 Travel and Transportation 

Management



BPS Submission Background

• Field submits prioritized projects by 
subactivity/theme

• District sets updated priorities by SA/Theme & 
forwards them on to the State Program Leads

• State Leads consolidate all District requests 
pertaining to their Subactivity and/or Theme 

• Prioritize based on Strategic Plan and other factors 
(and within estimated funding constraints) for 
submission to WO



BPS Funding Background

• At PTA, State-Approved projects will generally be 
shown with the following information
– BPS Number
– WBS (if  appropriate)
– Base or One-Time
– Amount of  Requested Funding

• At AWP,  Bureau-Funded projects will generally be 
shown with same information broken out.
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• Used to determine screen access for each user. 

• Standard role distribution is outlined below, but is at the 
discretion of  the administrator.
– Standard User can enter and update issues and projects, access reports, 

report errors and update their user profile.

– Evaluate role adds the ability to evaluate.

– Evaluate and Edit role adds the ability to edit issues and projects entered 
by users within the same sub-office, office or state. 

– Administrative role adds the ability to create the evaluation criteria, 
groups, packages, and submit.  User also administers users and roles within 
their office.

BPS Roles



• Levels determine which data can be edited by each user. 

• Also determine which issues or projects are displayed on 
group, package, associate, evaluate and submit screens.

• Note:  All users can see all issues and projects.  The 
levels simply limit the way issues and projects are edited 
and administered.

BPS Levels



• Level 1 User can enter issues / projects but can only edit 
their own 

• Level 2 User also can only edit their own, but also may 
evaluate all projects and issues entered within their 
executing organization

• Level 3 User may also edit all issues / projects entered 
within their executing org

• Level 4 User may also create packages, develop 
evaluation criteria and submit issues and projects to the 
Office (Sub-office Submitted).

BPS Levels – Executing Org   
(Field Office or State Office Branch)



• Level 5 User may edit issues and projects they have 
entered and evaluate issues and projects entered within 
their office

• Level 6 User may also edit all of  the issues and projects 
within their office

• Level 7 User may also create packages, develop 
evaluation criteria and submit issues / projects to the 
State (Office Submitted).

BPS Levels – Office
(District Office or State Office Division)



• Level 8 User may edit issues and projects they have 
entered and evaluate issues and projects entered within 
their State

• Level 9 User may also edit all of  the issues and projects 
within their State

• Level 10 User may also create packages, develop 
evaluation criteria and submit issues / projects to the 
Bureau (State Submitted).

BPS Levels – State Office
(Budget / DSDs / Program Leads)



• Level 11 User may edit issues and projects they have 
entered and evaluate issues and projects entered within 
the Bureau

• Level 12 User may also edit all of  the issues and projects 
within the Bureau

• Level 13 User may also create packages, develop 
evaluation criteria and submit issues / projects to the 
WO Budget shop (Bureau Submitted).

BPS Levels – BLM Washington
(Bureau)



Login Procedures

• Start Production
– Request new User Account
– Login to the system



Request New User Login

• Login – Recommend use Windows UserID
• Password – 12 digits;  “Strong” similar to Windows/network
• Carefully enter email address in case you “Forget Password”
• Cost Center – Only one can be selected



User Account

• “Send Request” – Account created, Immediate 
Level 1 (one) access provided.

• Contact AZ914 if  you require higher access





Emerging Issues - Overview

• Generally a first step in Overall Budget Cycle

• Summarization of  needs or opportunities which exist 
within BLM
– Can originate with owner of  a small farm, someone in 

Congress or anywhere in between
– Individual BLM employees can enter & update Issues over the 

course of  a year

• Can eliminate need for budget call if  data is already 
available



Emerging Issues – Key Points

• Required Fields
– Budget FY Issue Name
– State Cost Center Issue Description

• Other Points
– Issue Title not required – Additional detail only
– Description boxes – 2000 characters
– State/Cost Center – Shows ownership of  Issue
– Use Save/Exit buttons to Save your work
– Ability to Copy Issues into Projects



Emerging Issues – Sub-Menu
• Enter Issues - Allows the entry of  new issues. 
• Update Issues – Allows modification of  

existing issues by authorized personnel. 
• Submit Issues - Allows authorized users to 

forward high-priority issues to the next level in 
an attempt to get them included in the budget. 

• Associate to Themes – Allows users to attach 
issues to a theme. This will help the Budget 
Strategy team to further modify and refine the 
themes to meet the needs of  the Bureau. 

• Transfer Ownership – Allows users to assign 
ownership of  an issue from one person to 
another within the same cost center.



Emerging Issues – Enter Issues



Emerging Issues – Update Issues

– Searching for ALL FY2013 Issues, only returns 
the following seven (7) issues

– This includes all States … does NOT seem as 
if  the Issues module is used much in BLM

– Because of  this & since the other options are 
similar for Projects,  we will not go into further 
detail in this training session



Proposed Projects – Required Fields

• When entering projects, there are certain fields that are required 
before saving is allowed: 
– Budget FY
– Begin Budget FY 
– End Budget FY 
– Project Name 
– Admin State 
– Admin Cost Center
– Project Description 

• Remember to use the ‘Save’ or ‘Save/Exit’ button to save your 
work. 



Proposed Projects – Sub-Menu

• Enter Projects – Allows for the processing of  new 
projects. 

• Update Projects - Enables the modification of  existing 
projects. 

• Submit Projects - Provides authorized users with the 
ability to forward high-priority projects to the next level 
in an attempt to get a project funded. 

• Associate To Theme - Allows users to associate projects 
to a theme. 

• Transfer Ownership – Gives administrative users the 
ability to change project ownership 
– Employee transfers to another cost center or is out on 

leave when changes are required. 



Proposed Projects – Enter Projects

• The First step is creating a NEW Project is to enter the Budget FY 
along with the Begin & End FY
– In the above example, this new project is expected to span FY14-18 … but 

of  course, we are only budgeting for FY14

• Once this data is selected, click “Continue”



Enter Projects – Project Description



Enter Projects – Project Justification



Enter Projects – Contact/Funding



Enter Projects – Detail Funding by 
Functional Area / Minor Category



Enter Projects – Workload Measures
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Projects – Success Stories

• Generally completed at the end of  the Project or 
Funding Year (but also at Mid-Year or 3rd Qtr).



Success Stories - Documents

Attach
Docs

View or 
Delete 
Docs



Update Projects – Search



Update Projects – Search Results



Update Projects – Updating



Submit Projects

Reminder





Associate Project with Theme
• Example 1 – Not currently associated to a theme

– Select appropriate Theme
– Select desired Project (s), click       and 



Associate Project with Theme
• Example 2 – Currently associated to incorrect theme

– Select current Theme, then Project (s), click
– Select correct Theme, then Project (s), click       and 



Transfer Ownership
• Same procedures as Associate to Theme

– Select current Owner, then Project (s), click
– Select new Owner, then Project (s), click       and 



BPS Reports



BPS Production Reports

• Basic Procedures 
similar for all BPS 
reports
– Select Report
– “Process for 

Current Results”
– Set criteria in 

filters
– Review, print 

and/or download 
results



Reports – BPS Users  



Reports – BPS Users (Results)



Reports – Project View / Export to Word



Reports – Sample Project Export  



Reports – By Functional Areas



Reports – By Functional Areas (Results)



Reports – Tips and Stuff

• Go from Workload Pivot to Workload
– Same data (PLUS additional fields)
– Excellent report to export to MS-Excel



Reports – Tips and Stuff  (More)

• Drag Fund Source to the 3rd position (right after Project ID)

• Delete a field by right-clicking the field at bottom of  page

• Results in the following …



Reports – Tips and Stuff  (More)

• Click the <View> menu and then <Section/Catalog>



Reports – Export to MS-Excel

• <File> … <Export> and <Section> 
then <SaveAs> Excel (*.xls)

• Cleanup output and you have nice data



Reports – Print Workload Pivot

• Most of  these are not so well formatted … 
recommend another option.
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