/ Commerce Business \
Systems (CBS)

> Am%%
8@"
g
E)
-d“o 0§Q’

Achieving Excellence in

\ Financial Mana gement/

S,
AuenT OF

NOAA

Budget Execution

BOP Training Exercises Handouts

FY 2021
V1.0






Budget Execution BOP Training Exercises Handouts

Changes/Revisions Record

This is a living document that is changed as required to reflect system, operational, or
organizational changes. Modifications made to this document are recorded in the
Changes/Revisions Record below. This record shall be maintained throughout the life of the
document.
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Exercise Log
Record Exercises:

No. Plan No. Trans No.

EX3

EX4

EX5

EX6

EX7

EX8

EX9

EX10

EX11

EX12

EX13

EX14

EX15

EX16

Object Classes (unless otherwise stated in exercises)

11.10 Full-Time Labor 11.30 Part-Time Labor
00-00 Transfers to Other FMCs 12.00 Benefits
21.40 Travel 22.00 Transportation
23.00 Rent 24.00 Printing
25.23 Contracts 26.00 Supplies
31.23 Equipment 41.00 Grants

FY2021 -V 1.0 1
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Surcharges for Training Exercises

*TRNLV Leave 20%
*TRNEC Employers Contribution 24%
*TRNNO NOAA Overhead 15%
TRNLO Line Office Overhead 15%
TRNFMC FMC Overhead 10%
*TRNRR Reimbursable Rent 10%
NOALNK NOAALink Odd Year 3%
NOLNKE NOAALink Even Year 3%
AGONS AGO FFS Non-Simplified Odd Year 2%
AGONSE AGO FFS Non-Simplified Even Year 2%
AGOSA AGO FFS Simplified Odd Year 7%
AGOSAE AGO FFS Simplified Even Year 7%
PROODD Pro-Tech Odd Year 3%
PROEVE Pro-Tech Even Year 3%

*Reimbursable ONLY surcharges. LO/FMC Overheads still part of reimbursable
surcharges, but also used for direct surcharges.

FY2021 -V 1.0 2
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NOAALink Objectclasses

23-35-00-11

MOAALink awarded ADP AMD TELECOMMUMICATIONS EQUIPMENT LEA

23-38-00-11

MOALLInk awarded TELECOMMUNICATIONS (UTILITYIDATAMETWORK

23-37-00-11

MOAALink awarded TELECOMMUMICATIONS (UTILITY FTS) SERVICE

23-38-00-11

MOASLInk awarded TELECOMMUNICATIONS (UTIL) LOCAL SERVICES

23-38-00-11

MOALLINk awarded TELECOMMUMICATIONS (UTILITY) TOLL CHARGE

25-10-00-11

MOASLINk awarded INFORMATION TECHMNOLOGY/ADP TRAIMING

25-11-00-11

MOASLINk awarded MGMT & SUPPORT 3RWS OTHER THAM 25810

25-12-00-11

MOASLINk awarded STUDIES, ANALYSIES AMD EVALUATIONS

25-13-00-11

MOAALInk awarded ENGINEERING AMD TECHMNICAL SERVICES

25-23-00-11

MOAALInk awarded ADP AMD TELECOMM CONTRACTUAL SERVICES

25-27-00-11

MOASALInk awarded MISC CONTRACTUAL SERVICES-MOT CLASSIFIED

25-34-00-11

MOASLInk awarded ADP & TELECOMM SERV (OTHER FED AGEMCIES)

25-35-00-11

MOASLLINnk awarded ALL OTHER SERVICES OF FEDERAL AGEMNCIES

28-18-00-11

MOALLINk awarded PURCHASES OF ADP SUPPLIES

25-18-00-11

MOAsLInk awarded PURCHASES - ALL OTHER

31-12-10-11

MOAsLink awarded CAPITALIZED ADP EQUIP - CAPITAL LEASE *

31-12-00-11

MOAALInk awarded CAPITALIZED ADP EQUIPMENT

31-18-10-11

MOAALInk awarded TELECOMMUMNICATIONS BQUIP - CAPITAL LEASE *

31-18-00-11

MOASLInk awarded TELECOMMUMNICATIONS EQUIPMENT-CAPITALIZED

31-18-10-11

MOASLINk awarded ADP AMD TELECOM SOFTWARE -CAPITAL LEASE =

31-18-00-11

MOALLInk awarded ADP AMD TELECOM SOFTWARE-CAPITALIZED

31-23-00-11

MOALLINk awarded MOMN-CAPITALIZED ADP & TELECOM EQUIF

31-24-00-11

MOAsLInk awarded ADP & TELECOMMUMICATIONS SOFTWARE

31-31-00-11

MOASLInk awarded LEASE-TO-PURCHASE ADP EQUIPMENT

31-32-00-11

MOAALInk awarded LEASE-TO-PURCHASE TELECOM BEQUIPMENT

31-51-00-11

MOAALInk awarded ADP BEQUIF PURCH FOR AMOTHER ENTITY-REIME

31-82-00-11

MOASLink awarded TELECOM EQUIP PURCH FOR AMOTHER EMT-REIM

FY2021 -V 1.0
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CROSSWALK OF CHARACTER KEYS TO FUNCTION KEYS & TOOL BAR ICONS

Description Function Key Icon / Action Description Function Key Icon / Action
Accept / Commit/ Save F10 - Help F1 ll
Calling Sub Module/Drill Down F9 Double Click Insert/New Record F6 ﬂ
Cancel Esc Left Left Arrow «—
Cancel Query Ctrl-Q |@ List of Values (LOV) F9 Double Click
Clear Block Shft-F5 Next Block/Page Ctrl-Page Down
Clear Field/Item Ctrl-U Next Field/ltem Tab or Ctrl-Tab Click in Field/ltem
Clear Form/Rollback Shift-F7 Next Record Shift-Down Arrow | b
Down Arrow |
Clear Record Shift-F4 Next Set of Records Ctrl-Shift-> ]
Count Query Hits Shift-F2 Previous Block Ctrl-Page Up
Delete Backward Backspace or Delete Previous Field/ltem il 1
pace or Shift-Ctrl-Tab
Delete Character Backspace or Delete Previous Record Shift-Up Arrow 1 | 4 |
Delete Record Shift-F6 |T Previous Set of Record ﬂ
Display Error Shift-F1 Print Shift-F8 |E
Down Ctrl+l or Down Arrow | Refresh
Duplicate Field/ltem F3 Return Enter
Duplicate Record/Line Above F4 Right Right Arrow —
Edit Lo dOUb.le (.:"Ck on Scroll Down Page Down
alphanumeric fields
Enter Query F7 %l Scroll Up Page Up
Execute Query F8 |%| Show Keys Ctrl-F1 Help->Keys
Exit Ctrl-Q EI Up Up Arrow 1
First Line Ctrl-Home Scroll Bar
FY2021 -V 1.0 4
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Control Data
‘Surcharges Enter to your FMC. Rates can be
Leave Surcharge )
‘Confripution %% 1o Labor:
NOAA Rate %%
Line Office Rate 15.00 %
FMC Rate 10.00 %
GSA Rent (Reimbursatie]
NOAA Link %3 when
£ (Beginning October 1, 2020)
£ (Beginning October 1, 2020)
%
Labor
F/T Permanant = Enar employes
All Othar = Enter ‘par ploy
= FIT PERMANENT - LEAVE SURCHARGE
= ALL OTHER - LEAVE SURCHARGE
Funding
Total: BOP Amount 733,745.00 = Entr amount of total funding for the selectad program or projed
= ALLOTMENT - TOTAL EOP PLAN = remainder of funds availabie that could be plannec
QTR 1 QTR &
Class ocT HOV JuL AUG SEP
0000 Tranfer O Class -
1Mix FiT Permanent Labor) - 4531550 45,915.50 43,915.50 48,915.50 43,91550 4B,915.50|

FY2021 -V 1.0



Budget Execution BOP Training Exercises Handouts

BOP Workshest
Control Data Ex4B
Surcharges Enter o your FMC. Rates can be ointained from the NOWA Budget Ofice
Laave %
Empioyers. 5 Labor
NOAA Rate %
Une OfMce Rate 1500 %
FMC 10.00 %
35A, Rent (Reimbursable) %
MNOAA Link %3 when
% (Begning Cetobier 1, 2020,
5 (Beginning October 1, 2020 Mote: FFS = Fae for Senice
%
Labor
FiT Pemmanent = Entertotal
Al Cither = Enter total amount of annual salares for parnt-ime empioyes:
= FIT PERMAMENT - LEAVE
= ALL OTHER - LEAVE
Funding
Totl: BOP Amount 550,311.00 = Enber amount of toial funding for the seleciad program of projes
| e o5 - A OTHENT - ToTL B0 2 ornrs
[FLLE] QTR 2 QTR 3 QTR 4
Clazs ‘Annual Plan ocT HOY DEC JAN FEB MAR APR MayY JUN WJUL BUG SEP
000 =
11 FiT Pemmanant (Base Labor) 40241.00 - 4831600 43391600 43,515.00( 4891550 4301550 43,515.50( £E.015.50 4301550 £E.915. 50|
11717374 NOAA Coprs (B3se Labor) oo -
1 Al (Base 0o -
115 Other 00l -
1TTTE NOAA Conps Other Comp oo -
e oot _oomll
727576 NOAA COm cne 0 0w -
oo
oo
0o
oo
0.0

|29 Prtng&Repoducton o owsl 0

2500011 NDAALINK Contractal Senvices L

FTES Full Time Pemmanent
Total FTEs

i
RER

FY2021 -V 1.0 6
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BOP Workshest
Control Data Ex4C
Surchargas Enter to your FMC. Rates can be uget Office
Leave Surcharge =
% 1o Labor ject dasse
NOAA Rate k]
Uine Office Rate 15.00 %
FMC Rate 10.00 %
‘GSA Rent
NOAA Link %3 when
= (Beginning Octooer 1, 2020)
= (Beginning Octooer 1, 2020) Mota: FFS = Fee for Senice
%
Labor
FIT Permanant = Enter empioyes
All Othar = Ener ‘par oy
= FIT PERMANENT - LEAVE SURCHARGE
= ALL OTHER - LEAVE SURCHARGE
Funding
Tota: BOP Amount 366,875.00 = Enter amount of total funding for the selected program or projed
= ALLOTMENT - TOTAL BOP PLAN = remainger of funds availabie that could be.
QTR 1 QtR2 QTR 3 QTR 4
Object Class Annual Plan ocT HOV DEC JAN FEB MAR APR may JUN JuL AUG SEP
0000 Tranfer 0o Class oo -
1Mix FiT Permanent (Base Labor) 25345600 = 48,916.00 45,916.00 48,516.00 4E.916.00 43,916.00 4B,916.00|
11717374  NOAA Coprs (Base Labor) 0ol -
113K All Other {Ease Labor) 0o -
‘Other 0o -
000 -
Coa
0.00

FY2021 -V 1.0 7
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BOP Workshest
Control Data Ex5
‘Surcharges Enter to your FMC. Rates can be uiget Office:
Leave Surcharge )
% 1o Labar ject ciasse
NOAA Rate %%
Line Office Rate %%
FMC Rate %
GSA Rent (Relmbursable] £
NOAA Link 300 %3 when
£ (Beginning Octooer 1, 2020)
£ (Beginning Octooer 1, 2020 Mota: FFS = Fee for Senvice
%
Labor
= Enter employes
= Enter par TRy
FIT PERMANENT - LEAVE SURCHARGE
= ALL OTHER - LEAVE SURCHARGE
Funding
Total: BOP Amount 750,000.00 = Entaramount of ot funding for the Selectad program or projed
= ALLOTMENT - TOTAL EOP PLAN = remainder of funds avallabie that could b
QTR 1 QTR2 QTR 3 QTR 4
Class Annual Plan ocT HOV DEC FEB MAR APR. may JuL AUG SEP

Totsl FTEs

FIES Full Time Permanent
All Other

L
:
;
k|
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BOP Workshest

q
gk
PPy sd

Ex&

u

Note: FFS = Fee for Senvice

Labar
FIT Pemanent = Enter
All Othar = Enter ‘par
= FIT PERMANENT - LEAVE SURCHARGE
= ALL OTHER - LEAVE SURCHARGE
Funding
Tota: BOP Amount 1,000,000.00 = Enieramount of total funding for the selectad program or project
= ALLOTMENT - TOTAL BOP PLAN = remaindsr of funds avallabis that could be.
GTR 1 aTRZ TR 3 aTRE
Tiass Ennual Plan oCT WOV DEC FEB MER PR MEAY JOC DG SEP

FY2021 -V 1.0
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BOP Workeheat
Control Data Ex7
‘Surcharges Enter to your FMC. Rates can be uiget Office:
Leave Surcharge )
‘Confripution %% 1o Labor fect ciasse
NOAA Rate %%
Line Office Rate %%
FMC Rate %
GSA Rent {Reimbursable] £
NOAA Link %3 when
£ (Beginning October 1, 2020)
£ (Beginning October 1, 2020) Mots: FFS = Fee for Senvice
300 %
Labor
FIT Permanent - Enter employes:
All Other = Enter ‘par iy
= FIT PERMANENT - LEAVE SURCHARGE
= ALL OTHER - LEAVE SURCHARGE
Funding
Total: BOP Amount 750,000.00 = Entaramount of fotal funding for the Selectad program or projec!
= ALLOTMENT - TOTAL BOP PLAN = remainder of funds avallabée that could be
QTR 1 QTR2 QTR 3 QTR 4
Object Class Annual Plan ocT NOV DEC JAN FEB MAR APR. may JUN JuL AUG SEP
0000 Tranfer Obj Class 0o -
1Mix FiT Pesmanent (Base Labor) 0o -
11717374  NOAA Coprs (Base Labor) 0o -
113K All Dther {Base Labor) 0o -
‘Other 0o -
000 =
ooa
0.00

FIES Full Time Permanent
All Other
Total FTEs

L
:
;
k|
5
5
:
5
k|
:
;
k|
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BOP Workshest
Control Data Ex3
Surchargas Enter to your FMC. Rates can be uiget Office:
Leave Surchange )
‘Conirioution %% 1o Labor: fect ciasse
NOAA Rate %%
LUine Office Rate 15.00 %
FMC Rate 10.00 %
GSA Rent (Relmbursable]
NOAA Link %3 when
200 % (Beginning Octooer 1, 2020)
700 % (Beginning Octooer 1, 2020) Mote: FFS = Fee for Senice
%
Labor
FIT Permanant - Enter empioyes
All Othar = Enter ‘par ploy)
= FT SURCHARGE
= ALL OTHER - LEAVE SURCHARGE
Funding

ALLOTMENT - TOTAL BOP PLAN = remaindsr of funds avallabie that coul be plannet
Lkl AR L] aTRE
Ohject Clags ARnual Plan [ WOV DEC AR FEB AR PR MAY J0R JOC G SEP
0000 Tranfer Obj Ciass 0ol -
Mix FIT Permanant (Ease Labar] 37654900 = 62,758.00 62,756.00 62758.00 62,756.00 62,756.00 62,758.00
11717374 NOAA Coprs (Ease Labor) oo -
M3 All Other (Ease Labar) ool -
Other ool -

00l -

.00

0.00

FIES Full Time Permanent 150 150 10| 150 150 ]
All Other
Total FTEs 0.00 0.00 0.00 0.00 150 150 1.50] 150 150 150

FY2021 -V 1.0
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BOP Workshest
Control Data Exis
to your FMC. Rates can be uiget Office:
1o Labar ject ciasse
(Beginning Octoer 1, 2020)
(Beginning Octoer 1, 2020) Mota: FFS = Fee for Senice
employes
par TRy
LEAVE SURCHARGE
‘SURCHARGE
Tota: BOP Amount 165,010.00 = Enteramount of total funding for the selected program or projed
= ALLOTMENT - TOTAL EOP PLAN = remainder of funds availabie that could be plannec
QTR 1 QTR2 QTR 3 QTR 4
Object Class Annual Plan ocT HOV DEC JAN FEB MAR APR. may JUN JuL AUG SEP
0000 Tranfer O Class 0o -
1Mix FiT Permanent (Base Labor) 45,000.00 = 5,000.00 5,000.00 5,000.00) 5,000.00 5,000.00 5,000.00 5,000.00 5,000.00 5,000.00|
11717374 NOAA Coprs (Ease Labor) 0o -
113K All Other {Ease Labor) 0o -
‘Other 0o -

000 =

ooa

0.00

FY2021 -V 1.0
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BOP Workshest
Control Data Ex1E
Surcharges Enter to your FMC. Rates can be udget OMce:
Leave Surcharge 2000 %
Empioyer's Confrioution 24.00 % These rates wil be applied 1o Labor and calculatad In the approprate object ciasse
NOAA Rate 1500 %
Line Office Rate 15.00 %
FMC Rate 10.00 %
‘GSA Rent (Reimbursable] 10.00 %
NOAA Link 300 % 3 when
£ (Beginning Octoder 1, 2020)
700 % (Beginning Detober 1, 2020 Motz: FFS = Fee for Sendce
%
Labor
FiT Pesmanent 6,000.00 = Eniertotal amount of annual salaries for permanant empioyee:
= Enter total amount of annual saianes for part-time employes
= FIT PERMANENT - LEAVE SURCHARGE
= ALL OTHER - LEAVE SURCHARGE
Funding
Total: BOP Amount 53,760.00 = Enteramount of otal funding for the selectad program or projed
= ALLOTMENT - TOTAL BOP PLAN = remainder of funds avallabie that could be
QTR 1 QTR2 QTR 3 QTR 4
Class Annuzl Plan ocT NOW DEC JAN FEB MAR APR. MAY JUN JuL AU SEP
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