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Budget Processing 
The Budget Allocations are detailed spending plans based on the Initial Target and 
subsequent Allowance Advice adjustments throughout the Fiscal Year.  The Budgets are 
entered into MARS via the Budget Input Form and are entered for each organization, 
project, and task by object class and month.  Each plan relates to a corresponding item 
from the Line Office Allowance Advice, which are downloaded directly from CBS.  

Workflow Diagram 
 
 

 

- CBS Allotment 
  - Recorded in MARS Allowance Advice 
    - MARS Budget Plan Entered 
      - Reflected in Status and Budget Rpts 
 

Method 1 -Top Down 
 

2 - Bottom Up Method 
         - Reflected in Status and Budget Rpts 
             - MARS Budget Plan Updated 
          - Recorded in MARS Allowance Advice 
       - CBS BOP creates Allotment Adjustment 
     - Data is used to enter CBS BOP 
   -  MARS Budget Plan entered as MEMO 
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Getting Started 
 

The user must be assigned the Budget role to use this module.  Budget creation will be 
restricted to the Organizations assigned to each user in the MARS User Security Form. 
The user should be knowledgeable about the CBS BOP Worksheet.  Prior knowledge is 
crucial in understanding how the surcharges and labor are calculated on the Budget 
Form.  By completing the BOP Worksheet, the user will have the necessary information 
to enter Budget records.  The BOP Worksheet can be found on the CBS Webpage at: 
http://www.corporateservices.noaa.gov/~cbs/budgetinfo.htm#bopworksheet  

To access the Budget Data Input Form, select Budget from the MARS Menu.     
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Budget Input Form 
 
The information is entered in this form based on the information from the CBS BOP 
Worksheet.  Gray Key Fields cannot be modified.  These fields are either calculated, 
defaulted from other data entered, or system generated.   
 
The form consists of a Parent and Child record and buttons that are available to the user. 
The following illustrates the Budget Input Form. 
 

Field Definitions 

Parent Record – The top portion of the Budget Form is where the accounting and 
other identifying information is recorded.  It also displays the Record No. for the current 
transaction to assist in identifying and retrieving the record at a later time.   

 

Item Description 
Allowance Advice #  
 

This is a pre-defined alpha-numeric field that agrees with 
the Line Office Allowance Advice number.   Each time that 
an allotment is downloaded into the system, it is assigned a 
number which relates to the organization and the month that 
the funds were downloaded.  The field must be populated 

 

 
 
   
  
 
 
 
 
 
       
 

 
 
Parent Record 
 
 
 
 
 
 Child Record 
 
 
 
 
 
 
Buttons 
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Item Description 
with one of the items on the list.  There are also items in the 
list for transactions that occur before the funds become 
available on the Allowance Advice and are not subject to 
validation checks.  Following is a list of the approved 
suffixes  
 
 MEMO – An internal adjustment that will not create an 

allotment 
 INT – An internal transfer between offices that will not 

create an allotment 
 SM – Budgeting funds from the Senate Mark 
 HM – Budgeting funds from the House Mark 
 CM – Budgeting funds from the Conference Mark 
 PB – Budgeting funds from the President’s Budget 

Alternate AA#   
 

This field can be used to track the Budgets with your own 
numbers.  

Fund Code  
 

The Fund Code is a 4-digit code that identifies the different 
appropriations from the Conference Mark.  Each Fund Code 
has pre-defined relationships with program/project-task 
codes.  It defaults when the Project is entered or selected. 

Org   
 

Each office within NOAA is assigned an Organization Code 
using the National Finance Center (NFC) assigned structure, 
which contain 7 segments.   

Program Code  
 

The Program Code is composed of 4 segments which 
represent the Budget Activity, Sub-Activity, Line Item and 
Program Project and Activity (PPA) from the Conference 
Mark.  Programs may have multiple projects, fiscal years 
and fund codes.  This field defaults when Project is entered 
or selected from the list of values.  

Project  
 

Project Codes are unique within NOAA and relate to only 
one fund and program combination.  Project Codes and 
Tasks must be linked in the MARS Org/Project/Task Table 
before it can be used in MARS.   

Task  
 

Task Codes are further breakdowns within a specific 
project.  Project Codes and Tasks must be linked in the 
MARS Org/Project/Task Table before it can be used in 
MARS.   

BOPS Serial  
 

The Control Number (3 digit numeric field) located on the 
CBS Budget Operation Plan (BOP).  Allows a user to 
identify the BOP that corresponds to the current Budget 
record.  This is for Informational Purposes Only.  

Record Number  
 

This is a System Generated field that supplies a unique 
number used to track the Budget Record. 

Reason  
 

This is a required field to describe the purpose of the Budget 
allocation or Funds Transfer.  
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Item Description 
Corresponding 
Organization 
 

Enter the office or organization that the transfer was made 
"from" or "to" - Primary purpose is for tracking and 
identifying the CFMC (corresponding FMC). 

Reimbursable No  
 

Allows a user to enter in the Agreement Number of the 
Reimbursable project.  This is an optional field.  

Original LV Sur  
 

This is a system generated field.  It displays the rate of the 
Leave Surcharge for the FMC that is recorded in the 
Support Tables. 

Original EC Sur   
 

This is a system generated field.  It displays the rate of the 
Employee Contribution (Benefit) Surcharge for the FMC 
that is recorded in the Support Tables. 

Current LV Sur  
 

This is a system generated field.  It displays the new rate of 
the Leave Surcharge for the FMC, if it has been changed 
since the Budget record was created.  It is recorded in the 
Support. 

Current EC Sur  
 

This is a system generated field.  It displays the new rate of 
the Employee Contribution (Benefit) Surcharge for the 
FMC, if it has been changed since the Budget record was 
created.  It is recorded in the Support Tables. 

 
Status – This allows a user to mark the type of funds on the Budget to assist in 
determining different kinds of funds. 
 

 
 
Item Description 
Perm/Temp Radio 
Buttons  
 

Identifies the type of funds within the Line Office/FMC.  
Permanent funds remain available with the Line 
Office/FMC until the Appropriation expires.  Temporary 
funds will go back to the original owner after the Fiscal 
Year ends. 

Internal/External Radio 
Buttons Office P1 
Program Code is marked 
as External. 
 

Identifies whether the program identified in the Budget is 
funding from your Line Office Budget Activity (P1).  Any 
activity using a program that matches your Line Office P1 
Program Code is marked as Internal.  Any activity using a 
program that does not match your Line Office P1 Program 
Code is marked as External. 
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Radio Buttons – The following Radio Buttons marks the current Budget Record so that 
it will correspond to a BOP.  This will enable the MARS Budget and the CBS BOPs to be 
consistent. 

 

Item Description 
Include in INITIAL LO 
BOP Upload 

Designates this file to be included in Initial file to be 
uploaded to CBS BOPS system by LO Administrators 

Include in FMC BOP 
Upload 

Designates this file to be included in file to be uploaded to 
CBS BOPS system by FMC 

Initial Bop  
 

Allows a user to identify this record as a record that will be 
uploaded to the CBS BOPs on the initial. 

Adjustment BOP   
 

Allows a user to identify this record as a change to an 
existing Budget. 

Transfer BOP  
 

Allows a user to identify that this Budget is a transfer to 
another FMC (should be defined in the Corresponding 
Organization fields.) The Budget Total Amount must be 
negative. 

MARS Budget Load Displays the latest date of FMC BOP file creation and Batch 
No.  

Child Record - The bottom portion of the Form is used to establish the object classes, 
FTEs and amounts to be planned for each month on the Budget Record.  The section also 
includes buttons to query for Budget Records, display quarterly information for the 
current record and a button which allows a user to apply surcharges. 
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Item Description 
Object Class  
 

This field displays the hierarchical structure consisting of 
four levels that uniquely identify the category of a planned 
obligation by the items or services to be purchased within 
this Budget.  Use the List of Values to obtain a valid Object 
Class.  

Additional Line Under 
Object Class  
 

When a Labor object class (111x, 113x, or 11-71) has 
surcharge rates applied, the system will display 2 amounts 
for the Labor object class line.  It displays the total labor 
(Base Labor + Leave Surcharge) and on the line below, it 
displays just the Base Labor (Total Labor – Leave 
Surcharge). 

Total  Sums each Object Class and FTE line for the 12 months. 
Months 1 through 12   
 

This field displays the amount to be planned for each Object 
Class or FTE.  The Amount entered in the Object Class field 
is validated against Funds Control System, except for 
Target, INT and MEMO.  

Budget Total  
 

This is a calculated field which displays the total for all of 
the Object Class amounts for each month and a yearly total. 

FTE Total. 
 

This is a calculated field which displays the total for all of 
the FTE amounts for each month and a yearly total. 

System Surcharge  
 

If the box displays a checkmark, it informs the user if the 
surcharge lines were system generated.  If the box is not 
checked, it informs the user that the surcharge lines were 
manually entered. 

 
Buttons - These buttons are located at the bottom of the Form and provide specific 
commands, tools and functionality that is available to the user. 

 

  
 
Item Description 
List of Budget Records  
 

This option will allow the user to query existing Budget 
records.  The list displays pertinent information regarding 
each record matching the query and allows a user to easily 
scroll through the list to view current Budget Records to 
bring one up into the Budget Form.   When the user returns 
to the list, the list is preserved for the user to make another 
selection or until the form is closed. 
 

Duplicate with Detail This option will allow the user to duplicate and save 

 
 

 

Additional Query Options                   Applies Surcharges and 
Saves the Changes 
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Records existing Budget record including Parent and Child records.   
Quarterly Totals  
 

This button will display Object Class Totals by Quarter, and 
other important information about your Budget Record. 
 

Apply Surcharge  
 

Using this button will automatically add the appropriate 
surcharge object class lines when using Labor object 
classes.   

Users Guide Provides Link To the Budget Section of the MARS Users 
Guide 

Icons for the Budget Form 
The Icons are located at the top of the Form and provide specific commands, tools or 
functionality that is available to the user. 

Save 
Enter 
Query 

Execute 
Query 

Cancel 
Query Up Down Add Delete Duplicate 

List of 
Values Exit 

           

General Data Entry Rules and Guidelines: 
Add a Record: 
Users perform the following steps to add a record in the Budget Form: 
 
Step Action 

1 Select the proper Fiscal Year from the Main MARS Form.  If the user is 
responsible for more than one FMC, select the appropriate FMC. 

 
 

2 Select Budget/Budget from the MARS Main Menu.  
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Step Action 

 
3 The Budget Form will open in Add mode.  

 
4 

Click in AA# and enter in Allowance Advice Number or click  to see the List 
of Values.  This is a required field. 

If using additional numbering, enter data in Alternate AA#.  This field is 
optional. 

 
Allowance Advice numbers currently have the format of 
mail_code/dash/month_number/month, (example: CIO-04JAN).  The system 
allows Budgets to be entered with another reference as a place holder (i.e.,CIO-
MEMO). Using a common denominator will allow easier querying capabilities 
(i.e., %MEMO).   

Use Report # 120 “Funding by Allowance Advice” which is located under 
Reports/Funds Control and Budget section to verify if new funds have been 
downloaded into the Allowance Advice module.  It shows if funds are available 
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Step Action 
so that Budget records can be created. 

5 Tab to or click in Organization Code.  Enter in a valid Org Code or double click 
into each field and select from the LOV.  This is a required field. 

 
6 Tab to or click in Project Code.  Enter valid Project or double click in the field 

and select from the LOV.  Tab to Task.   

Enter in valid Task or double click in the Task and select from LOV.   

These are required fields. 

When Project-Task has been entered, the Fund Code and Program Code will be 
populated when the record is saved. 

 
7 Tab to or click in BOP Ser#.  Enter in Plan No. from the BOP.  This field is 

optional. 

 
8 Tab to or click on Reason.  Enter in a brief description of the purpose of the 

allocation.  This is field is required.   

 
9 Click in Corresponding Organization. Enter in a valid Org Code. 

 
10 Click to Status.  The system will automatically default the Radio buttons to 

Perm and Internal.  Make the necessary changes by clicking into the appropriate 
button. 
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Step Action 

 
11 Click into Reimbursable No.  This field should only be used for a Reimbursable 

Fund.  Enter in the Agreement Number of the Reimbursable.  This field is 
optional. 

 
12 Click one of the Radio Buttons to identify what type of Budget this record is, 

Initial, Adjustment or Transfer BOP. 

Check Include in INITIAL LO BOP Upload if this Record is to be included in 
the file transfer to CBS.    

Check Include in FMC BOP Upload if this Record is to be included in the 
Adjustment /Transfer file for CBS FMC upload.  

 
13 Click to Object Class.  Enter in valid object class or double click into each field 

and select from the LOV   This field is required. 
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Step Action 
14 Click to “Monthly” fields.  The Budget Form will only accept monthly entries.  

There are 12 months listed on the Form.  Enter in amounts. 

Use the scroll bar for months beyond the Form display. 

 
Enter actual amounts.  As the amounts are entered, the Total field will sum the 
detail line for the object class.   

• DO NOT use the symbol for dollars. 

• The system will calculate down to the penny. 

• Zeros following decimal places do not have to be entered.  Whole 
numbers will be converted by the systems to tenths or hundredths as 
applicable, with zeros automatically entered. 

• DO NOT enter commas.  Commas will automatically be entered. 

• When entering numerical data, use tab/enter keys to move between 
months.  If the mouse is used, "click" in the space and erase/clear the .00 
before entering the dollar amount. 

• When entering funds received or transferring funds, plan accordingly by 
months/quarters/ and object classes as to how the funds are projected to 
be obligated/BOPed.  This will avoid having to explain a variance.  

• Months with no funding must be filled with a zero. 

• Enter in FTE amounts on the FTE detail lines. FTE’s may only be 
entered under object classes: 11-1x, 11-3x , 11-60, 11-71, and 77-xx. 
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Step Action 
15 If there are Base Labor Object Classes (11-1x, or 113x) and you want the system 

to apply surcharges automatically, click Apply Surcharge Button 

• Apply Surcharge Button: The apply Surcharge button will automatically 
add 11-60, 77-87, 77-88, 77-88-19 or  77-89 records for the 111x, 113x, 
and 11-71 base labor object classes, based on your Project Code. This is 
to be used as a time saver. The Surcharge subtotal for the 111x, 113x, 
and 11-71 records will be listed on the line under the object class. The 
system will check the total amount of the record against the Allowance 
Advice System for the entire year or by quarter if your line office is set 
for Quarterly budget checking.  

• Any missing surcharge object class lines will be added by the system, 
and any existing surcharge object class lines will be updated. 

• Only one 11-12, 11-35, 11-60, 11-71, 12-00, 12-10, 77-87, 77-88, 77-88-
19 or 77-89 object class line is allowed per Budget Record. 

• If your budget record passes all validation, it will be saved and 
committed to the system. 

16 Check monthly totals for all object classes and FTEs. 

 
17  

To enter a new record place the cursor in the parent portion of the record and 
Press the Down  Arrow or press the Add Record   icon.  (Warning - you 
must commit after updating or adding each record).  The Duplicate function  
icon will duplicate only the top half of the Budget record.  To Close the form, 
click the Exit   icon.  
If you attempt to exit a form and the system has detected unsaved changes, the 
Form will prompt you to either go back and save or exit the Form without saving 
your changes. 

18 Use the Quarterly Totals Button to obtain a number of important calculations 
concerning the current Budget record. 

Functionality of the Additional Buttons  
 

 
List of Budget Records  
This option will allow the user to query existing Budget records.  The list displays 
pertinent information that allows a user to easily scroll through the list to view current 
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Budget Records.  No additions, corrections, or deletions can be made in the List of 
Budgets.  Click on the List of Budget Records button, enter a query selection then press 
the Enter Query button.  Double click on a row to select an allocation. Your selection 
criteria will not change until you execute another query. You also have the option to re-
order the output on the query form by pressing one of the column headers when the query 
is complete. 

 
 
 

 
 
Duplicate with Detail Records  
This button will allow the user to duplicate and save existing Budget record including 
Parent and Child records.  The user needs to Query Budget record to be duplicated if it is 
not already displayed. Click on the Duplicate with Detail Records button, and the system 
will create and display duplicate Budget record (Parent and Detail records).  The new 
record will be already saved into the MARS database as MEMO. Both check boxes, 
Include in INITIAL LO BOP Upload and Include in FMC BOP Upload will not be 
checked. The original Budget record number will be added to the end of the Reason filed. 

Quarterly Totals 
This button will display Object Class Totals by Quarter, and other important information 
about your Budget Record.  The AA Totals and Amount Left to Budget are only 
available when the Budget record has been assigned to an Allowance Advice Number. 

• Total This Record – Displays the current record's total dollar amount.   
• Total Other Budget Records – Displays the amount of all other matching 

Budget records (same FMC / AA_NUM / PROGRAM_CODE) 
• Total Amount Budgeted – Displays the total amount Budgeted on all Budget 

records with the same FMC and Program.   For Reimbursable, with the same 
FMC, Program and Project. 

• AA Totals - Displays the total Allowance Advices for the FMC/Program and 
Project, if a Reimbursable. 
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• Amount Left to Budget - Displays the amount left to Budget (AA Totals minus 
Total Amount Budgeted). 

 

 
Apply Surcharge  

Using this button will automatically detect your FUND CODE Type and then add the 
appropriate surcharge lines for 11-60,12-00, 12-10, 77-87, 77-88, 77-88-19 or 77-89 
when using base labor object classes 11-1x and 11-3x.  The Fund Code and Project Code 
type being used on the Budget record will determine which object classes are added.  All 
totals will be checked against the Funds Control System. 
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The Labor Amount entered for the Labor Object Classes 111x, 113x, or 11-71 equals the 
Base Amount plus the Leave Surcharge.  When the Apply Surcharge is clicked, the 
system will add a line below the 111x or 113x lines. For reimbursable project codes, the 
new line is the Base Amount.  The Base Amount is calculated by dividing the Labor 
Amount by (1 + the Current LV Sur). For direct project codes, the new line will be the 
same as the 111x, 113x, or 11-71 record line (no 1160 Object Class is added.) 

The system performs the following actions for reimbursable project codes when the 
Apply Surcharge button is used: 

Object Class Amount Action 
Labor Amount 
(111x, 113x, or 
11-71) 

100,000.00 User clicks Apply Surcharge.   Current LV Sur for 
this record is 24%. 
  

Base Amount 80,645.16 The system divides Labor Amount by 1 + Current LV 
Sur (100,000 divided by 1.24).  The system populates 
the amount on the line below the object class. 

Leave Surcharge 
(1160 or 1161) 

19,354.84 Base amount is multiplied by Current LV Sur 
(80,645.16 x .24 = 19,354.84 ) 

Employers’ 
Contribution 
(1210) 

33,000.00 Current EC Sur for this record is 33%. 
The system multiples the Labor Amount (Base Amount 
plus Leave Surcharge) by the Current EC Sur 
(100,000 x .33 - $33,000). 

Saving a Record  
 
Once all of the data has been entered, the record must be saved.  There are only two ways 
to save a Budget record.  The Apply Surcharge  button will automatically 
add 1160, 1210, and any additional surcharges, when a valid labor object class is used.  It 
will then validate, and save the record.  The   icon will save the record as it was 
entered, without applying any surcharges.  The   icon save button may be used at any 
time, and will automatically remove any reference to the fact that the Apply Surcharge 
button may have already been used. Conversely, Apply Surcharge  may 
also be used at any time, as long as there is a base labor object class present (11-1x or 11-
3x). Once the record is saved and committed to the database, the Record # is generated.  
 
If a record is entered that has been assigned to an AA# where the funding for the AA has 
already been planned, a warning message will pop up to notify the user that the “Record 
Cannot Be Saved.  Total Budget for the Year is More than Funds Control………”  If you 
add a line, and it exceeds the AA amount, you must either decrease the line amount so 
that it is less than the previous save amount; make it the total under the AA amount, or 
Exit the Form without saving the record.  This funds validation is necessary to enforce 
the AA funds control.   
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When attempting to exit a form with unsaved changes detected, the Form will prompt the 
user to either go back and complete a successful save operation or exit the Form without 
saving the changes.  This is necessary to enforce the AA checking and funds control.  

Query a Record 
 
A user is able to select records by entering Query Mode.   
 
Users perform the following steps to query a record in the Budget Form: 
 
Step Action 

1 Click on  to enter query mode.    
 
Note:  In the bottom left hand corner of the form, the system indicates that the 
system is in “Enter a Query” mode. 
 

 
2 Enter data in any field that is highlighted in “yellow” within a Parent Record.   

Within some of these fields, you can double click to select the data from the List 
of Values. 

3 Click on  to execute query.  
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Step Action 

4 Depending on the query, the results may return multiple Parent records.   
 

 
 
In this example there are 11 Parent records that have been retrieved.  Use the 

up and down arrow keys or the left upper slide bar to scroll through the query 
record set. 
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Step Action 

5 Click in the Child record.   Click on  to enter query mode.   
 
Note:  In the bottom left hand corner of the form, the system indicates that the 
system is in “Enter a Query” mode. 
 

 
 

6 Enter data in any field that is highlighted in “yellow” within a Parent Record.   
Within some of these fields, you can double click to select the data from the List 
of Values. 

7 Click on  to execute query.  
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Step Action 

8 Depending on the query, the results may return multiple Child records.   
 

 
In this example there are 5 Child records that have been retrieved.  Use the up 

and down arrow keys or the left lower slide bar to scroll through the query 
record set. 

Duplicate a Parent Record 
 
Users perform the following steps to duplicate a record in the Budget Form: 
 
Step Action 

1 Query record to be duplicated if not already displayed. 
2 Click on  to insert a row. 
3 Click on  to duplicate the selected row. 
4 Enter in the data.  Field edits will follow the same format as in the Add mode.  
5 Click on  to save and commit the changes. 

 
If you attempt to exit a form and the system has detected unsaved changes, the 
Form will prompt you to either go back and save or exit the Form without 
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Step Action 
saving your changes. 

 

 

Duplicate with Detail Records 
Users perform the following steps to duplicate the entire record in the Budget Form: 
 
Step Action 

1 Query Budget record to be duplicated if not already displayed. 
2 Click on the Duplicate with Detail Records button. 
3 The system will validate displayed Budget record.  
 If the record is validated, the system will create and display duplicate Budget 

record (Parent and Detail records).  The new record will be already saved into 
the MARS database as MEMO. Both check boxes, Include in INITIAL LO 
BOP Upload and Include in FMC BOP Upload will not be checked. The 
original Budget record number will be added to the end of the Reason filed. 

4 Modify the data as needed.  Field edits will follow the same format as in the 
Add mode. Click on  to save and commit the changes. 

Edit Guidelines 
Before you edit a record, take note of the surcharge amounts listed on the Form.  If the 
FMC LV or EC rate has changed since the original Budget record was created, the 
original and current surcharge amounts will differ.  If they are different, the system will 
not allow changes to be made to any financial information.  The system will display a 
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message “Your Original Surcharge Rate Has Changed.  The Financial Data on the 
Record Can Not Be Changed.  Please Save As ‘-MEMO’, or Create a New Record.”  To 
edit the financial information, change the data in the AA# field to MEMO or INT (Ex. 
FMC-MEMO).  When changing financial information, remember that each monthly 
calculation may be done using either the Original or Current LV and EC rate.  After 
editing is complete and the Budget Total has not changed, you can re-save the record to 
the original Allowance Advice Number.  Another option is to create a new Budget 
record.  When a new Budget record is created, the Original and Current rates on the 
Budget Form will display the new rates which will be the same.  The extension of 
MEMO or INT on the AA# does not have any effect on the Funds Control.   

Edit a Record 
Users perform the following steps to edit an allocation in the Budget Form: 
 
Step Action 

1 Click on the Enter Query  icon.   
 

2 Enter data in any field that is highlighted in “yellow”.   Within some of these 
fields, you can double click to select the data from the list of values. 

3 Click the Execute Query  icon.   
 
Field edits will follow the same format as in the Add mode.  To scroll through 
multiple Budget records, place your cursor in the top part of the Budget 
Form, use the up  and down  arrows or the scroll bars.  To scroll through 
multiple detail records use the up  and down  arrows or the scroll bars. 
 

4 Make the desired changes. 
 

5 Click on to save.  
 
If you attempt to exit a form and the system has detected unsaved changes, the 
Form will prompt you to either go back and save or exit the Form without 
saving your changes. 
 

Delete a Record 
 
In order to delete the parent record, all associated detail records must be deleted first. 
Users perform the following steps to delete a record in the Budget Form: 
 
Step Action 

1 Click on the Enter Query  icon.   
2 Enter data in any field that is highlighted in “yellow”.   Within some of these 
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Step Action 
fields, you can double click to select the data from the list of values  

3 Click the Execute Query  icon.   
 
To scroll through multiple Budget records, place your cursor in the top part of 
the Budget Form, use the up  and down  arrows or the scroll bars.  To 
scroll through multiple detail records use the up  and down  arrows or the 
scroll bars. 

4 Click on  to delete record. 
 
A CAUTION message will appear saying "Do you want to commit the 
changes you have made?"  Click N for (No) to return to the Form or click Y; 
for (Yes) to mark the record for deletion. 

5 Click on  to commit the deleted record(s).  
 
NOTE:  Once the record(s) has been saved, they are permanently deleted! 

System Funds Checking Safeguards 
 
If your Budget record is referencing an AA number, then the system automatically 
performs the following checks to ensure that the Budget plans are in alignment with the 
Allowance Advices. 
 

• Verifies that the Budgets do not exceed the Allowance Advice amount 
• If you are already over the AA amount when you first open the record, the 

system verifies that the current amount being saved is lower than the last 
saved amount for that record. A warning message will be issued in this case, 
stating that you are still over the AA amount, but have lowered your overall 
total.   

• Checks if the Original and Current LV and EC matches. 
• Verifies that the quarterly amounts on the Budget do not exceed the quarterly 

amounts in the Allowance Advice (Optional Line Office Setting). 
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BOP Upload Process into MARS 
 
The following is the process for uploading BOP to MARS to create Initial Budgets 
entries.  While the Fund Control LO Administrator is usually responsible for this 
function, MARS Budget entry users play a key role in producing successful MARS Initial 
Budgets.     

Getting Started 
 
Before executing the BOP Upload, file subdirectories must be established on the C:  drive 
and labeled C:/BOP/Log, C:/BOP/Error, C:/BOP/Archive, and C:/temp/upload to house 
executables and log files. Users perform the following steps to Upload BOP into MARS 
for initial Budgets creation: 
 
Step Action 
1  Enter the MARS BOP Upload Module by select Budget – MARS BOP Upload Data 

from file. 
 

 
 

2  The First time you enter the module, the following JInitiator Security Warning screen 
will display:  
 
Click Grant always. 
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Step Action 

 
 

3  The following screen will display:  
 
The Interface Type defaults to “BOP” and the File extension defaults to “csv”. 
 

 
 

4  Enter Data File name or browse to locate the file. 
Enter Log File name or browse to locate the file. 
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Step Action 
Click Execute. 

 

 
 

5  The file uploading process will begin. 
 
The following messages will be displayed during the process: 
 
• The file upload status:  

File C:\BOP\nws_files\NWS_2008_BOPS.csv has been uploaded successfully. 
• The number of BOP batches in the Excel file. 

 

 
• Notification for file archiving: 

Moving File C:\BOP\NWS_2008_BOPS.csv to the Archive directory  
C:\BOP\ARCHIVE\mars_NWS_2008_BOPS_01142008_1405.csv ... 
Note: The archive file name in format of Original_File_Name_DATE_TIME.csv 

 
• The file archiving status: 

File has been moved to the Archive directory successfully. 



 
Management Analysis and Report System (MARS) Users Guide 

Budget Processing – Version 2.6 30 of 61 5/12/2016 
  

Step Action 
 

• And Final message for the successful process completion: 
 

 
 

6  Click Show Log. 
The Notepad will display the log file, mars_upload.log, from C:/BOP/Log 
subdirectory.  
For  example: 

 

 
7  Click Error Report. 

The following messages will be displayed. 
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Step Action 
8  In case when the process run with error, the following messages will be displayed at 

the end of the process: 
• Error File copied to the error directory 

C:\BOP\ERROR\mars_NWS_2008_BOPS_01142008_1409.csv ... 
Note: The error file name in format of Original_File_Name_DATE_TIME.csv 

 
• And Final message for the unsuccessful process completion: 

 
9  Click Show Log. 

The Notepad will display the log file, mars_upload.log, from C:/BOP/Log 
subdirectory.  
For  example: 
 

 
10  Click Error Report. 

The Notepad will display the error log file, mars_bop_error_report.txt, from 
C:/BOP/ERROR subdirectory.  
For  example: 
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Step Action 

 
11  The Error File C:\BOP\ERROR\mars_NWS_2008_BOPS_01142008_1409.csv will 

include all batches that processed with error. 
12  Note:  Once file(s) uploaded to MARS they cannot be recreated and run again. If 

changes are necessary, you must access each record in the MARS Budget module 
directly. 

13  After file uploaded to MARS, the data is available for review in MARS Budget 
module. 
All budget records created with the following defaults: 
(1) The records upload with an assumption that Funds Control validation was 

performed before the file was generated.  
(2) AA# in format of “Mail Code-MEMO”. The Upload program gets Mail Code 

from the table based on the Organizational Codes in the header section of the 
batch. 

(3) Initial Bop flag is checked 
(4) The Reason defaults to “Initial Allocations” when batch does not have Notes 

line. 
(5) Bop Notes field defaults to text in format of “UPLOAD DATE – BATCH 

Number”, i.e.“26-FEB-08 - BATCH 35” 
(6) If file batch includes lines for Labor Object Classes 111x or 113x: 

The MARS Budget module requires DETAIL LINES for leave, benefits and 
overhead surcharges when labor cost is listed in object class (111x or 113x).  A 
restriction of one labor base line is allowed per budget record.  
  
In the case when the batch has both 111x or 113x detail lines, the upload process 
will separate 111x or 113x, batch and split 116x detail line before uploading to 
MARS Budget tables. 
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Step Action 
(7) FTE will be created from the file for Labor Object Classes 111x, 113x, 116x, 

and 77x. In the case when the batch has both 111x and 113x detail lines and FTE 
exists for 116x line, the FTE will be created for lines 111x, 113x. FTE for 116x 
will not be split and will be created only with 111x detail line under 116x. 

 
14  For example the file you upload includes the batch that looks like the following. 

 

 
 

15  Select the proper Fiscal Year and the appropriate FMC from the Main MARS Form.  
Select Budget/Budget  from the MARS Main Menu 
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Step Action 
16  A user is able to select records by entering Query Mode.  Follow the steps in the 

Error! Reference source not found. Section above to query a record in the MARS 
Budget module. 

17  Our Example batch has Labor Object Classes 111x and 113x, detail lines. The 
MARS Budget will have two records with same header information from the batch 
and different Budget details. 
 
One record will include lines with Object Class 111x and 1160, determined by ratio, 
and all other lines.  The second record will include lines with Object Class 1113 and 
1160, determined by ratio. 
 
Follow the logic described in the Apply Surcharge section above for the Labor 
Amount of the Labor Object Classes 111x or 113x. 
The following is example of first Budget Record. 
 

 
 
The Second record. 
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Step Action 
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File Generation Process for Initial LO BOP Upload into 
CBS 
 
The following is the process for uploading MARS Budgets to CBS to create Initial BOP 
entries. While the Fund Control Administrator is usually responsible for this function, 
MARS Budget entry users play a key role in producing successful CBS Initial BOPS.     

Getting Started 
 
Before executing the BOP LO Upload, file subdirectories must be established on the C:  
drive and labeled C:/BOP/Log, C:/BOP/Error, C:/BOP/Archive, and C:/temp/upload to 
house executables and log files. Users perform the following steps to Upload MARS 
Budgets into CBS for initial BOP creation: 
 
Step Action 

1 Check the Funds Control Initial Target vs. Budget By Allowance Advice/ FMC 
/Project (75) report to ensure that funding is available for uploads. Fund Control 
Administrators must mark “Include in Initial LO BOP Upload” on all Allowance 
Advice records that will be included in the Upload process.  
 
Ensures Allowance Advice entries are marked as “Include in Initial LO BOP 
Upload”. 
 

 
 



 
Management Analysis and Report System (MARS) Users Guide 

Budget Processing – Version 2.6 37 of 61 5/12/2016 
  

Step Action 
2 Enter MARS Budget plans by Org/Project/Task (OPT) with a registered AA# and 

the “Include in INITIAL LO BOP Upload” is checked. 

 
3 MARS Budget Entry user notifies the Funds Control Administrator when plans 

are completed and are ready for uploading.  This is normally done through e-mail 
or other written procedures established by each LO. 

4a Funds Control Administrator access MARS Reports /Funds Control / Funds 
Control / BOP Uploading File Generation process to begin the Upload process.   
 
Run report Funds Control Initial Target vs. Budget By Allowance Advice/ FMC 
/Project (75)  to reviews plans to ensure they agree with allotments.   
 

 
 

 The following Report 75 will display.  
 

https://marsfrsdev.rdc.noaa.gov/mars-ssi/mars_rpt75.shtml
https://marsfrsdev.rdc.noaa.gov/mars-ssi/mars_rpt75.shtml
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Step Action 

 
4b 

 
Report Quarterly Funds Control vs Budget By Allowance Advice /FMC 
/Program (75a) also can be run for verification. On the report 75a check “Show 
records checked for Initial LO BOP Upload, Funds Control vs. Budget” in the 
Budget Records Selection, and check “All” or “Initial” in the Budget Type 
Selection. 
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Step Action 

 

4c The following Report 75a will display.  
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Step Action 

 
5 After Reports are verified, return to the Initial LO BOP Upload, enter selection 

criteria, and click “Create File” button 
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Step Action 

 
5a The File Generation process starts. The File Download message appears. Click 

“Open”.  
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Step Action 
A Comma Delimited File is created in Microsoft Excel.  Use default naming 
convention to save the upload file or use your own: 
C:\BOP\BOP_Upload_FMCxx(Org1 and 
Org2)_FYyyyy_OrgLevelx_date(YYYYMMDD).csv    
Example:  C:\BOP\FY2013FMC3012.csv or C:\BOP\FY2013_3012.csv 
 
Note:  Do not use spaces or hyphens.  Underscores may be used. 
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Step Action 

6 Enter the CBS BOP Module and select FM - Funds Management/Batch 
Processing/BU101. 
 

7 The NOAA BOP Interface File Upload / Processing screen will display:  
 

Select Load Initial BOP’s from the Upload Type drop down. 
Select BOP from the Interface Type drop down. 
Make sure that File extension is set to “csv”. 
Enter Data File name or browse to locate the file. 
Enter Log File name or browse to locate the file. 
Click Execute. 

 
The window will display the number of BOP excel batches. 
 

8 An Upload file will begin. 
Upload Log Example: 
 
Uploading File C:\BOP\FY2007FMC3021.csv to the directory C:\BOP\ 
... 
 
File C:\BOP\FY2007FMC3021.csv has been uploaded successfully. 
Running additional process: NST_BOP_UPLOAD.process_data 
Process has been submitted successfully. 
Moving File C:\BOP\FY2007FMC3021.csv to the archive directory 
C:\BOP\archive\FY2007FMC3021.05152007103159.csv .. 
File has been moved to the archive directory successfully. 
 
Process has been completed successfully. 
 

9 The “File has been moved to the archive directory successfully” message will 
display when the Upload is complete. 
Note:  Once Initial files are uploaded to CBS they cannot be recreated and run 
again.  If changes are necessary, you must access each CBS BOP directly.   
 
Since your CBS BOPs must match your MARS Budgets, it is required that any 
adjustments to CBS BOPs after the Initial upload need to be made in MARS 
Budget Module and can be loaded to CBS using MARS’s “BOP File Generation 
Process (Adjustment/Transfers). 
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File Generation Process for FMC BOP Upload into CBS 
 
The following is the process for uploading MARS Adjustment and Transfer Budgets to CBS to 
create BOP entries. The user must be assigned the MARS Budget role to use this module.  FMC 
BOP file creation will be restricted to the FMC assigned to each user in the MARS User Security 
Form. 

Getting Started 
 
Before executing the FMC BOP Upload, file subdirectories must be established on the C:  drive 
and labeled C:/BOP, C:/BOP/Log, C:/BOP/Error,  C:/BOP/Archive , and C:/temp/upload to 
house executables and log files. Users perform the following steps to Upload MARS Adjustment 
and Transfer Budgets into CBS for BOP creation: 
 
Step Action 

1 Before file generation, ensure that funding is available for the upload. 
Note: no specific flag is needed on the Allowance Advice side. 
 

 
2 Enter MARS Budget plans by Org/Project/Task (OPT) with a registered AA# or 

MEMO. 
Follow these rules: 
• Absolute Value of the Budget selected for upload cannot exceed available 

Funding (Total Allotment).  
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Step Action 
• Validate by FY, FMC, Mail Code, Fund, and Program (by Project for the 

Reimbursable Funds). 
• Transfer Budget must have Corresponding FMC/Org Codes. 
• Total Transfer Budget amount must be negative. 
• New Budget Records will need to be created for each Transfer/Adjustment 

upload. 
• “Include in FMC BOP Upload” flag must be checked. 
• Define the BOP record type:  
 Initial BOP (new funding line, that is not currently in CBS BOP)  
 Adjustment BOP (change to an existing Budget line) 
 Transfer BOP (transfer to another FMC). 

 
3 Run report Quarterly Funds Control vs. Budget By Allowance Advice /FMC 

/Program (75a) to reviews plans to ensure they agree with allotments.  On the 
report 75a, check “Show records checked for FMC BOP Upload, Funds Control 
vs. Budget” in the Budget Records Selection, and specify the Budget Type 
Selection. 
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Step Action 
3a 

 

 
 

3b 
 

The following Report 75a will display.  
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Step Action 

 
 

4 After available funding is verified, the users with Budget access need to go to the 
MARS FMC BOP File Generation Module by selecting Budget – MARS BOP 
File Generation (Adjs/Transfers) to begin file generation process.  
 

 
 

4a The following screen will display. On the screen, enter selection criteria and 
define the following selection:  
 Check the appropriate BOP Upload Type 
 Specify Data Roll-up Options:  Project and Task, Project or Program. 

Note: The user will need to select the same roll-up for Initial and 
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Step Action 
Adjustments/Transfers upload to match the Initial plan in the CBS. 

 Specify Budget Record Roll-up Options:  By Single Budget Record or 
Group by Data Roll up Selected.  

Note: By Single Budget Record means that each MARS Budget Record will be 
created as separate Batch in the BOP cvs file. Group by Data Roll up Selected 
allows the users to combine multiple Budget Records into one Batch. 
For Group by Data Roll up Selected option, Notes field allows to override the 
Budget record’s Remarks. 
If Notes is entered, the system will use it for all Batches in your file and combine 
them based on the roll-up selection (like in the LO load). 
If user already entered the same Remarks for all of the MARS Budget records 
with the same roll-up criteria, they can leave this Notes parameter blank, and the 
system will keep their Budget records Remarks. 

Click “Create File” button. 
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Step Action 

 
 

4b The File Generation process starts.  
If funding validation is successful, the file will be generated, otherwise the 
notification message will appear. The message will specify Fund and Program 
(and Project for Reimbursable Funds) where Budget amount exceeds Allotment 
for the selected BOP Upload records.  
If file is generated, the Download message appears. Click “Open” or “Save” to 
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Step Action 
view the generated file.  

5 A Comma Delimited File is created in Microsoft Excel.  Use default naming 
convention to save the upload file or use your own: 
C:\BOP\BOP_FMC_load_FMCxx(Org1 and Org2)_FYyyyy_ 
date(YYYYMMDD).csv    
Example:  C:\BOP\FY2013FMC3012.csv or C:\BOP\FY2013_3012.csv 
Note:  Do not use spaces or hyphens.  Underscores may be used. 

 
Instructions for Uploading Initial or Uploading Adjust/Transfer BOPs in CBS 
 
The following is the process for uploading Adjustment and Transfer BOPs into CBS to create 
BOP entries. The user must be assigned the CFS BE BOP Interface role to use BU101 module.   
 
Step Action 

6 Enter the CBS Navigation Menu and select FM - Funds Management/Batch 
Processing/BU101 – BOP Upload Interface Initiation Screen. 
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Instructions for Uploading Initial BOPs 
 
The file must be in a comma delimited format [csv] and must only contain Initial BOPs.  
Adjust and Transfer BOPs cannot be uploaded with Initial BOPs. 
 
Step Action 

1 Double-Click in the Upload Type field to open the LOV. 
 

 
 
Select Load Initial BOP’s from the list. 
 

 
 

2 Accept/do not change the system defaults for the File Extension, “csv” and the 
Log File fields [C:\temp\upload.log]. 

3 Enter Data File name or browse to locate the file. 
 

Sample BOP from the csv Initial BOP Upload File 
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Step Action 
4 Once the file has been selected, click on the Execute Button at the bottom of the 

screen.  

 
 

5 An Upload file will begin. 
The following dialogue boxes will open as the BOPs are uploaded. 
 

 
 
This message will reference the BOP Upload file that was selected and used for 
the upload process. 

  
 
This message will indicate the number of BOPs that were uploaded and the 
number of records [the total of each data line with the BOP Upload file]. 

 

 
This message will indicate that the archive file has been created and where it was 
stored.  [It will be saved in the C:\BOP\Archive directory that was mentioned 
above.] 

6 The final message will indicate whether the process was successfully completed 
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Step Action 
or not. Once all of the messages have been received the BOP Upload process is 
complete.  

 
 
Click on the Show Log button and opened the log. 
 

 
 
Note:  Once the BOPs have been successfully uploaded, go into the CBS FM066 
BOP Screen to review and approve the BOPs. 
 
Should any errors occur that cannot be resolved, contact Client Services 301-444-
3400 for assistance. 

Instructions for Uploading Adjust/Transfer BOPs 
 
The file must be in a comma delimited format [csv] and must only contain Adjust OR 
Transfer BOPs. Adjust and Transfer BOPs cannot be uploaded with Initial BOPs. 
The file format for Transfer and Adjustment BOP’s is different from the Initial BOP Upload file 
format.  The Change Code and the Corresponding Org fields have been added.   
 
Step Action 

1 Double-Click in the Upload Type field to open the LOV. 
 

 
 
Select Transfer or Adjustments BOP’s from the list 
 

 
 

2 Accept/do not change the system defaults for the File Extension, “csv” and the 
Log File fields [C:\temp\upload.log]. 
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Step Action 
3 Enter Data File name or browse to locate the file that is to be uploaded. 

 

  
 
Sample BOP from the csv Adjust/Transfer BOP Upload File 

 
 

4 Once the file has been selected, click on the Execute Button at the bottom of the 
screen.  

 
 

5 An Upload file will begin. 
The following dialogue boxes will open as the BOPs are uploaded. 
 

 
 
This message will reference the BOP Upload file that was selected and used for 
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Step Action 
the upload process. 

  
 
This message will indicate the number of BOPs that were uploaded and the 
number of records [the total of each data line with the BOP Upload file]. 

 

 
This message will indicate that the archive file has been created and where it was 
stored.  [It will be saved in the C:\BOP\Archive directory that was mentioned 
above.] 

6 The final message will indicate whether the process was successfully completed 
or not. Once all of the messages have been received the BOP Upload process is 
complete.  
 

 
 
Note:  Once the BOPs have been successfully uploaded, go into the CBS FM066 
BOP Screen to review and approve the BOPs. 
 
Should any errors occur that cannot be resolved, contact Client Services 301-444-
3400 for assistance. 

 
Instructions for reviewing the uploaded BOPs on CBS FM066 BOP Screen 
 
Adjustment BOP 
The following example is for an ADJUST BOP that was uploaded.  The screen shot shows that 
the BOP matched the data that was included in the csv file and that the Plan Number followed in 
sequence.  In this example, the Plan Number is 4-4 which indicates that the upload took into 
account that there were other BOPs in the system that included the same P4/Org2 ACCS and the 
correct plan number was selected for the upload. 
 
The Batch 7 in the csv file includes all of the data used to populate BOP Trans#104408 on CBS 
FM066 BOP Screen. 
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The Budget Detail Tab displays the data that matches the data in the csv file and the correct 
allotment was selected during BOP Upload.   
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Two allotments were available but the system did select the allotment for Org. 30-30. 
 

 
 

Transfer BOP 
The next example is for a TRNSFR BOP that was uploaded.  The screen shot shows that the 
BOP matched the data that was included in the csv file and as with the TRNSFR BOP, the Plan 
Number followed in sequence.  The Corresponding Organization Code is included in the csv file 
(not in this example).   
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The Batch 1 of the csv file includes all of the data used to populate BOP Trans#104402 on CBS 
FM066 BOP Screen. 
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The Budget Detail Tab displays the data that matches the data in the csv file and the 
correct allotment was selected during BOP Upload.   
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The following example of QR007 BE Operating Plans Report displays the Status of 
BOPs before the Upload 

 

 



 
Management Analysis and Report System (MARS) Users Guide 

Budget Processing – Version 2.6 61 of 61 5/12/2016 
  

Screen shot of the QR007 BE Operating Plans Report displays the Status of BOPs after the 
Upload showing the sequencing was updated correctly. 
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