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Getting into the system 

 

Access the Staff Resources Main Menu: https://staff.private.gdol/static/main-menu.htm, click 
on the “Sign On” link. Use your CICS user id and password to submit your sign on. Click on 
“Proceed to the Main Menu” link then select the “Admin” menu tab and click on Administrative. 
On the DOL Administrative Services Web Menu scroll down to “Section Web Menus” and click 
on Financial Services Web Menu. 
 
From the DOL Financial Services Web Menu, click on the “Budget Reporting” link to see the 
BG00 – Main Menu page. 
 
While anyone with access to the Financial Services Web Menu can view the BG00 – Main Menu 
page, you must have proper DOL access in order to use the links on the page. If the system does 
not permit you access, you need more access authority. Consult your manager to get the proper 
authority. The manager will need to submit DOL 988 forms for access to BG01 and BG02. Access 
to BG98 and BG99 is restricted. 
 

https://staff.private.gdol/static/main-menu.htm
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Displaying Individual Position Status 

 

From the Budget Reporting System Main Menu, click on BG01 – Position Funding Update. 
 
On the resulting page, fill in the desired Position Number or Employee ID and click “Select” 
 
Other Buttons 
Main Menu: Return to the BG00 Main Menu. 
Update: Restricted to Budget Officers. 
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Viewing Individual Position Status 

 

The first block of six lines contains data for the position. The second block of four lines contains 
data for the employee in that position. Projects and Percentages are the budget assignments for 
the position. 
 
Only Budget Officers are allowed to update Projects and Percentages. 
 
Click on the Cost Center number to view summary/position information for the Cost Center. 
 
To view another position, enter another Position Number and/or Employee Number and click 
“Select.” 
 
Other Buttons 
Main Menu – Return to the BG00 – Main Menu page 
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Viewing Cost Center Position Status 

 

To view a Cost Center Position summary, from the BG00 Main Menu click on BG02 – Cost Center 
Position Inquiry. 
 
Fill in the desired Cost Center number and click on “Select” 
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Viewing Cost Center Position Status (continued) 

 

The Cost Center Positions Inquiry page displays a summary of Total Positions, Total Funded 
Positions, and Total Filled Positions, as well as the Total Annual Salary, Total Annual Benefits, 
and Total Annual Cost for the Cost Center or Rollup. 
 
The page displays a table of all Positions for the Cost Center. Filled positions are displayed in 
normal text; unfilled Positions are displayed in Italics. Positions are displayed 25 per page; click 
on “Next” to view the next page of Positions for the Cost Center. To obtain access to Cost 
Centers other than your home Cost Center, submit a request to the Budget Office. 
 
Individual Position Numbers are clickable. Clicking takes you to BG01 – Budget Position Inquiry 
for the Position.  
 
Note: Salary amounts sometimes exist for unfilled Positions. These amounts are displayed but 
not included in Total Annual Salary, Total Annual Benefits, or Total Cost. 
 
Buttons 
Main Menu – Return to the BG00 – Main Menu page 
Previous / Next – Goes to the next page of Position entries for an individual Cost Center (Page 
displays 25 entries at a time.) 
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Previous CC / Next CC – Goes to the next or previous permitted Cost Center (in numeric order).  
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Displaying Fund Group Detail 

 

From the Budget Reporting Main Menu, click on SA20 – Fund Group Detail. 
 
On the resulting screen, fill in the desired Cost Center and click “Select.” If you want to view a 
different accounting period, select the desired month and fiscal year in the pull-down field. 
 
Clicking on “Select” without entering a Cost Center will display all the fund groups that the user 
has been given access to.  Most users will not have access to specific fund groups. 
 
Image shows a sample screen, with cost center 27500 (IT APPLICATIONS DEVE) and September 
of the previous year selected.   “Current Month” represents the month selected – in this case, 
September.  If the “Current” Accounting Period is selected, “Current Month” represents the 
current calendar month.  Data is as of the previous day. 
 

 The numbers in the “Fund Group” column are links to the Fund Ledger Detail screen, SA21. 
 
Other Buttons 
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Main Menu: Return to the BG00 Main Menu. 
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Viewing Fund Ledger Detail 

 

SA21, the Fund Ledger Detail screen, is available from the main menu and from links on the 
Fund Group Detail screen, SA20.  From the main menu, click on SA21 – Fund Ledger Detail.   Fill 
in the Cost Center, Fund Group, and Accounting Period and click on “Select.”  The screen will 
display a list of Fund Ledgers with a budget and/or expenses matching the specified criteria. 
 
The Fund - Year combinations are links to SA22, the Project Detail screen. 
 
If only the Fund Group is supplied, a list of Fund Ledgers within that Fund Group will be 
displayed, provided the user has access to that Fund Group. 
 
If only the Cost Center is supplied, a list of all Fund Ledgers with a budget and/or expenses for 
the selected Accounting Period will be displayed.  The list could be quite long. 
 
Other Buttons 
Main Menu – Return to the BG00 – Main Menu page 
Group Detail – Return to the SA20 screen for the selected criteria.  The word “Total” is also a link 
back to SA20. 
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Viewing Project Detail 

 

SA22, the Project Detail screen, is available from the main menu and from links on the Fund 
Ledger Detail screen, SA21.  From the main menu, click on SA22 – Project Detail.   Fill in the Cost 
Center, Fund Group, Fund Ledger, Fiscal Year, and Accounting Period and click on “Select.”  The 
screen will display a list of Projects with a budget and/or expenses matching the specified 
criteria.  The Project Codes are links to SA23, the Object Detail screen. 
 
If only the Fund Group is supplied, a list of all Projects within that Fund Group will be displayed, 
provided the user has access to that Fund Group.  The list could be quite long. 
 
If only the Cost Center is supplied, a list of all Projects with a budget and/or expenses for the 
selected Accounting Period will be displayed.  The list could be quite long. 
 
Other Buttons 
Main Menu – Return to the BG00 – Main Menu page 
Group Detail – Return to the SA20 screen for the selected criteria 
Fund Detail – Return to the SA21 screen for the selected criteria.  The word “Total” is also a link 
back to SA21. 
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Viewing Object Detail 

 
 

SA23, the Object Detail screen, is available from the main menu and from links on the Project 
Detail screen, SA22.  From the main menu, click on SA23 – Object Detail.   Fill in the desired 
criteria and click “Select.”  The screen will display all Objects with a budget and/or expenses 
matching those criteria.  The Object Codes are links to SA24, the Sub-Object Detail screen. 
 
If only the Fund Group is supplied, a list of all Objects within that Fund Group will be displayed, 
provided the user has access to that Fund Group.  The list could be quite long. 
 
If only the Cost Center is supplied, a list of all Objects with a budget and/or expenses for the 
selected Accounting Period will be displayed.  This list is similar to the SA-5204 report. 
 
Other Buttons 
Main Menu – Return to the BG00 – Main Menu page 
Group Detail – Return to the SA20 screen for the selected criteria 
Fund Detail – Return to the SA21 screen for the selected criteria.  
Project Detail – Return to SA22. The word “Total” is also a link back to SA22. 
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Viewing Sub-Object Detail 

 

SA24, the Sub-Object Detail screen, is available from the main menu and from links on the 
Object Detail screen, SA23.  From the main menu, click on SA24 – Sub-Object Detail.   Fill in the 
desired criteria and click “Select.”  The screen will display all Object/Sub-Objects matching those 
criteria.  The Codes are links to SA25, the Reference Detail screen. 
 
If only the Fund Group and Object are supplied, a list of all Object/Sub-Objects within that Fund 
Group and Object will be displayed, provided the user has access to that Fund Group.  
 
If only the Cost Center and Object supplied, a list of all Object/Sub-Objects with a budget and/or 
expenses for the selected Accounting Period will be displayed.  
 
Other Buttons 
Main Menu – Return to the BG00 – Main Menu page 
Group Detail – Return to the SA20 screen for the selected criteria 
Fund Detail – Return to the SA21 screen for the selected criteria.  
Project Detail – Return to the SA22 screen for the selected criteria. 
Object Detail – Return to SA23. The word “Total” is also a link back to SA23. 
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Viewing Reference Detail 

 

SA25, the Reference Detail screen, is available from the main menu and from links on the Sub- 
Object Detail screen, SA24.  From the main menu, click on SA25 – Reference Detail.   Fill in the 
desired criteria and click “Select.”  The screen will display all Reference Numbers matching those 
criteria, with amounts for Resources on Order, Expensed Amount, and Total Obligation. 
 
If only the Fund Group , Object  and Sub-Object are supplied, a list of all Reference Numbers 
within that Fund Group and Object will be displayed, if the user has access to that Fund Group.  
 
If only the Cost Center , Object and Sub-Object are supplied, a list of all Reference Numbers with 
obligations and/or expenses for the selected Accounting Period will be displayed.  
 
Other Buttons 
Main Menu – Return to the BG00 – Main Menu page 
Group Detail – Return to the SA20 screen for the selected criteria 
Fund Detail – Return to the SA21 screen for the selected criteria.  
Project Detail – Return to the SA22 screen for the selected criteria. 
Object Detail – Return to SA23.  Sub-Object Detail – Return to SA24. 
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