
Submitting Your Bureau Request 

1. Sign on and access your bureau and its appropriations 
a. Send an email to murrayrb@state.gov if you need a BFEM account 
b. All work is in the FY2014 Bureau Request set 

2. Add modifications to appropriations 
a. Add Program Changes 
b. Add “Absorption” modifications 

3. Check your totals 
4. Run a report to display appropriation totals and modifications added 

a. Run the Document Report – Unfunded Req by Mods 

5. Check your bureau to determine if it has exceeded the cap 
a. All bureaus are capped at last years Pres Bud Level 

6. Allocate your appropriations 
a. Allocate the appropriation Control Totals 
b. Most bureaus allocate by: 

1) Budget Object Class 
2) Organization Unit/Post 
3) Program Activity 
4) Strategic Priorities 

7. Upload bureau program description and justification narrative 
a. Every bureau starts with its FY2013 CBJ narrative 

8. Run a bureau report to display your section of the OMB and CBJ 
a. Run the Document Report – ‘bureau’ section 
b. All section reports are “reloadable”* 
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* The report output can be uploaded as a new version of the document, without having to change the template and upload it 
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Add a Modification 
4/13/12 

1.  From the FY 2014 Bureau 
Request set, select Budget then 

List Organizations 

2.  The bureau and its 
appropriations will be displayed.  
Select an appropriation to add a 

Mod 

3.  Select Budget Modifications 
(Click to Add) 
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4.  Note that the Current Service 
Mods have been added. 

Select Add 

Add a Modification (page 2) 

5.  Pick the Mod type from the pull-
down Mod Type list 
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6.  For Program Changes, enter a 
descriptive name and complete the 

short and long descriptions to 
justify the program then Save 

7.  For Absorption, use the 
Common Names pull-down and 

select one of the Current Services 
to be absorbed then complete the 

short and long descriptions to 
explain how the funds will be 

absorbed then Save 

7.  For Absorption, use the 
Common Names pull-down and 

select one of the Current Services 
to be absorbed then complete the 

short and long descriptions to 
explain how the funds will be 

absorbed then Save 



Add a Modification (page 3) 

8.  Expand the Generic Data 
Points area of the screen and pick 

a GDP 

9.  Change the Value and Save 
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10.  Repeat with other GDPs as 
needed 

4/13/12 



Check Your Totals 

1.  From this screen, select an 
appropriation 

3. The GDPs that end in “($000)” show the base 
amount for the year, i.e. the Pres Bud amount from 

last year.  Example: 
Funds Bureau Managed ($000) = 404,836. 

 
The GDPs that end in “Control Total” combine the 

base amount and the Mods.  Example: Funds 
Bureau Mngd ($000) Control Total = 424,854. 
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2. Expand the GDP part of the screen 
to see the appropriation’s GDPs, both 

funds and positions. 
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Display Appropriation Totals and Modifications Added 

1.  From the FY 2014 Bureau 
Request set, select Reports then 

Document Reports 
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2.  Select a Bureau, then report 
Unfunded Req by Mods 

3.  The report will be queued 
above.  Select Refresh until 

FINISHED, then View it 

2.  Select the bureau, then report 
Unfunded Req by Mods, then 

Generate Document 
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Display Appropriation Totals and Modifications Added (page 2) 

One bureau overview page 

One page for each 
modification 
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1.  From the FY 2014 Bureau 
Request set, select Budget then 

Worksheets then Edit GDP 
Values 

Check Bureau To Determine If It Has Exceeded The Cap 

3.  When bureau numbers are in 
red, the cap has been exceeded.  
A mouse-over shows that the cap 
is 533,020 and the number is now 

at 556,376 

2.  Appropriations in red indicate 
that they have been changed and 

need to be reallocated 

4.  Selecting an appropriation lists 
their Mods, shown below 

4.  Selecting an appropriation lists 
their Mods, shown below.  Note that 
you can change the absorption and 
program change Mods but not the 

current services 
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Allocate Appropriations 
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1.  In the FY 2014 Bureau Request set, from 
the GDP window, select a control total GDP.  
Note that he Invalid indicates that this GDP is 

not spread properly 

2.  The allocation choices appear.  
Select one 

3.  The allocation screen shows 
three years of allocations, 
allowing you to change the 

FY14 column 
(see next page) 
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Allocate Appropriations (page 2) 

4/13/12 

Allocations are listed 
here.  Selecting one 

expands it below 

This is Excel-like.  
Left click a cell to 
change its value.  
Right-click & pick 

Apply Balance to put 
the balance in that 

cell 

The Target Total is 
the amount that must 

be matched.  The 
Current Total is the 
current total of the 

column 

Auto Allocate 
(see next page) 

Save when all 
columns are balanced 
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Allocate Appropriations (page 3) 
Auto Allocate 

1.  Select both source 
and destination 
columns.  Auto 

allocation will spread 
the destination column 
in direct proportion to 

the source column 

2.  Select Apply, then 
Close.  This will close 
the window and move 
the results back to the 

previous screen 

3.  Further changes 
can be made back on 
the previous screen.  
When finished, Save 

the results. 
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Allocate Appropriations (page 4) 
Strategic Priorities 

The Strategic Priorities allocation 
requires special processing.  

Initially, the spread looks like this 

The Show All must be selected in 
order to see and spread the 2014 

priorities within each goal 
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Upload Bureau Program Description and Justification Narrative 

1.  From this screen, select the 
bureau, then expand the Required 
Documents and select the bureau 

section  (EUR section) 

1.  From this screen, select the 
bureau, then expand the 

Required Documents and select 
the bureau section (EUR section) 

2.  Select the top document 
(originally from the 2013 CBJ), 
and Edit*.  Make changes in 
Word and close it.  That will 

automatically upload changes 
made 
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Note, this is a 
reloadable 

document which 
means that you 
can run a report, 
make changes to 
the report output 
and upload that 
document on 
these screens 

*Edit only works with Internet Explorer 
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Display the Bureau Section of the OMB / CBJ 

1.  From the FY 2014 Bureau 
Request set, select Reports then 

Document Reports 

3.  The report will be queued 
above.  Select Refresh until 

FINISHED, then View it 

2.  Select your bureau, then report 
Unfunded Req by Mods 

2.  Select the Bureau, then report 
EUR section, then Generate 

Document 
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Display the Bureau Section of the OMB / CBJ (page 2) 
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. . . 

The entire section, including all 
generated tables will be produced. 

The text in yellow can be changed, the 
document would be saved locally, then 

uploaded as a new version. 
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