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USING WEB.ICASS TO CREATE YOUR ICASS BUDGET

REF: STATE 191848 - SEPTEMBER 7, 2004

1. Summary: This cable is the first in a series of ICASS FY

2005 budget guidance cables.  It provides important

information on dates and deadlines with regard to budget

preparation and provides guidance to posts on what to do

when creating their FY 2005 Initial ICASS budget.  It is

expected that post will use this cable in conjunction with

the Web.ICASS user manual, which explains the software

mechanics for the procedures listed in this cable in

greater detail.

2. The instructions are similar to guidance provided in the

past, however this guidance includes new features and

policy related to the software modules.  A section at the

end of this cable summarizes the new features and policies.

End summary.

3. By now Post should have received and installed their

copy of Web.ICASS version 2.0.  If post did not receive

this software, please check the PASS intranet website at

http://pass.irm.state.gov/webPASS_Deployment_List_ICASS.cfm

to determine the status of your pouch.  The software can be

downloaded if needed via the ICASS intranet website at

icass.state.gov (Click on 'Software' and then 'Web.ICASS

version 2.0').  See reftel A or the Web.ICASS User Manual

for guidance on initial setup and the importation of ICASS

plans.

4. The ICASS Service Center plans to release the

preliminary FY 2005 ICASS targets by the last week of

September 2004.  Revised targets based on October 1, 2004

exchange rates will be issued to posts mid-October.  Posts'

submissions of the FY 2005 initial ICASS budgets are due on

December 3, 2004.  A one-percent penalty will be assessed

for late budget submissions.  If your post is one of the

few posts where USAID is an alternate service provider

details on budget due dates will be provided in an upcoming

telegram titled "ICASS Budget and Billing Process for

Alternate Service Providers."

5. Posts should complete their "initial requirements"

(formerly known as the "original budget") and "initial

budgets" (formerly known as the "target budget") in advance

of the October workshops.  The ICASS portion of the October

budget workshops is for learning ICASS policy and

procedures and discussing new policies that affect the

budget, billing and service processes in FY 2005.  Time is

allotted to meet with ICASS budget and software experts to

discuss post-specific ICASS budget questions and budget

review.

-------------------------------------

6.      Creating an FY 2005 ICASS Budget

-------------------------------------

The following steps are for posts that have imported their

FY 2004 final budget into Web.ICASS.

A. Open Web.ICASS and click on Plan Maintenance under the

Budget Plans folder.

B. Highlight the name of the budget plan that you imported

from ICASS 10.5.

C. Click the "Next Year's Plan" button located above the

top of the Web.ICASS screen.

D. Choose a new name for the plan. If you would like the FY

2005 plan's projected workload to be based on FY 2004's

projected workload, select "Use projected workload".  If

you gathered the 2004 4th quarter cumulative workload,

entered it into the 2004 plan and would like to us it for

the projected workload in the FY 2005 plan, select "Use 4th

quarter workload". When you have made your selection, click

OK.

E. Verify that all workload counts, positions, leases, cost

center allocation percentages, and all other non-financial

data have carried over into your FY 2005 plan.

---------------------------------------------------------

7.      Entering Data: Post Profile / Miscellaneous folder

---------------------------------------------------------

A. Activate Agencies: Highlight the Activate Agencies

folder. Update the agencies that are active at post and

deactivate agencies as needed.  Click on the Activate

button at the top of the Web.ICASS screen to see a list of

agencies from which to choose. To deactivate an agency,

highlight the agency name in the viewer and click the

Deactivate button.  If an agency that you need to activate

does not appear on the list, contact Mattie Harms of the

ICASS Service Center Reimbursement team to get the agency

name, code and contact information activated in the

Web.ICASS system.

B. Edit Locations: Modify/create locations and sub-cost

centers if needed (this should be done before baselining

the ICASS and Non-ICASS budgets.)

C. Post Profile Module (General): Update the exchange rate

and effective date to reflect the exchange rate as of

10/01/04. Enter the quarterly fund allocation and post

differential. As of last year, the percent of budget in

local currency does not need to be entered.  Consequently,

it has been removed from this module.  Also, please update

the name and agency of the ICASS Council and Working Group

Chairs.

Two new features: 1) the working group and council chair

section includes boxes for e-mail addresses.  Please

remember to add this information so that the ICASS Service

Center can forward ICASS meeting minutes and other relevant

reports to keep your chairs up-to-date on ICASS events and

policy changes.  2) Posts with location based-differentials

can now enter this information on a location basis.  From

the Edit Locations module, select the location you wish to

change the differential for and click on the "edit" button.

When you are done click ok.

D. Post Profile Module (Target Data): From the target

cables issued to post by the ISC, enter the targets for the

Regional (Traditional) Bureau, Non-Residential Local Guard,

and OBO programs.

NEW in FY 2005: An OBO target is now issued for the Initial

Budget.

E. Post Profile Module (Next FY Projections):  Leave this

worksheet blank.  It is not to be filled in until the final

budget is prepared.  The information provided will assist

your bureau in formulating the FY 2006 regional bureau

target.

F. Post Profile (Contact Info): Update contact data for the

positions listed.

G. Post Profile (Post Population Count): Enter, for each

agency, the number of DH Americans, family members, FSNs

etc. at post as of May 1, 2004 into this table.

Instructions on how to count the number of people for each

category appear at the bottom of the screen.  Activate the

descriptions by clicking a field under the category in

which you are interested. Also enter the percent of FSN

wage increase implemented for the three preceding years

into the spaces available at the bottom of the screen.

Important: The regional and other functional bureaus want

us to stress the importance of completing this worksheet.

This data helps the ISC and DOS in the analysis of ICASS

cost data and budget projections.  Although the data does

not affect your ICASS budget in the software, it can affect

your post in other ways.  Several functional bureaus have

identified the ICASS Global Database as an easy to use and

reliable resource for post population information. For

example, this year the office of Medical Services used the

data to determine the amount of CIPRO to dispense per

agency per post.

H. Overseas Schools Module: Update the Overseas Schools

data. It is essential that these counts for K-12 dependents

at each school be reviewed and approved by customer agency

personnel at post before entering them into Web.ICASS.

Counts should be entered on the Non-DOD schools worksheet

for each agency at each school.  If the school is not

currently listed it can be added by pressing the add

button.  Entering and deleting data does not affect the

ICASS budget plan that post will create.

Overseas Schools data is the basis for calculating each

agency's share of the cost of funding the overseas schools

program.  The numbers of USG-employee dependents for each

agency at each school are used as workload counts for

centrally billed overseas schools costs, so it is very

important that your counts for each agency are accurate.

This year several customer agencies raised disputes about

the accuracy of counts submitted by some posts.  After

review by the ISC, it was determined that these numbers

were in some cases inaccurate, and agencies may have been

incorrectly charged.  There will be updated policy guidance

this year that will add a report for overseas schools

counts to the list of key reports for submission.  Note

that at this time, the report is not functioning properly

and will be fixed in an October patch to the software.

I. Compensation Plans: Create or update existing

Compensation Plans. Note that this is an optional feature

and you are not required to use it.

J. Distribution: When creating the FY 2005 plan, you either

selected the 2004 projected workload or the 2004 fourth

quarter cumulative workload to populate this module.

Review the data and enter any necessary updates and Council

approved workload modifications. Post should already have

gathered the FY 2005 workload in May and received approval

by the ICASS Council in July.

Ensure that the workload counts for new agencies are

incorporated into the budget and that workload counts for

any deleted agency are properly cross-walked to the

appropriate agency.

Ensure that the workload counts for supporting

surveillance detection personnel are entered under agency

code 1942.0 DS-State and that RSO workload is entered

under agency code 1900.0.

New: In Web.ICASS you can choose to simultaneously display

all of the workload counts for one agency by choosing

"Display by Agency" before modifying the distribution

worksheet.

----------------------------------------------------------

8.  Entering Data: Budget Worksheets - Initial Requirements

----------------------------------------------------------

A. Post starts the initial ICASS budget by entering FY 2005

funding requirements into the LES Personnel, DH American,

LGP Positions and Budget Items, Other Budget Item, Leases,

and Depreciation worksheets, all located under the Budget

folder.  The Budget Summary Worksheet is the worksheet that

summarizes the data contained in all seven of these

worksheets.

B. LES Positions, US Citizen Direct Hire, and LGP

Positions: Update each positions worksheet. Add and remove

positions, as required. To open each worksheet, highlight

the worksheet name and then click the Modify button at the

top of the screen.

If you created the FY 2005 plan in Web.ICASS, you will need

to activate the relevant sub-objects in local currency and

dollars.  Each has its own button at the bottom of the

worksheet.  When you click on the sub-object button, a list

of sub-objects appears.  Highlight one or several relevant

sub-objects at once to activate them on the position or

budget worksheet.

Note:  Ensure that no FSN investigators are entered on the

LGP positions worksheet.  These positions must be entered

on the LES positions worksheet.

C. Other Budget Items and LGP Budget Items: The Other

Budget Item (OBI) worksheet is where all non-personnel

costs are entered.  Collect FY 2005 budget requirements

from the major administrative support sections in the

Embassy and Consulates (e.g., GSO, HR, IMO, etc.) in

advance. This allows post to update the "Other Budget

Items" worksheet before year-end. Post should enter these

costs on an operational, functional, or programmatic basis.

For example, if post owns and/or maintains a chancery, the

chancery is identified on the OBI worksheet.  Enter all

non-personnel costs associated with the operation for this

line item.  The OBI is also the worksheet in which you may

take advantage of the non-personnel cost pools: motor pool,

warehouse, telephone, BOE supplies and administrative

supplies. Use of these cost pools is optional but assist

posts in obligating funds.  Finally, post should be sure to

activate the "Exclude" feature if there are rents, utility

or furniture/appliance pool costs identified with the line

item.  The software determines which sub-objects are

`excludable.' Entering both excluded and non-excluded costs

on the same row is permitted.

Non-residential local guard costs that are non-personnel

must be entered on the LGP OBI cost worksheets.

New: In Web.ICASS, the DTSPO IVG line worksheet has been

eliminated. DTSPO IVG line costs are now automatically

entered as a line item in the Other Budget Items worksheet

based on the post you have activated.  If your IVG line

costs are incorrect please contact Carlus Breland in the

DTSPO office at brelandcw@state.gov. If the DTSPO office

agrees that the cost is incorrect, it contacts the ICASS

Service Center which makes the correction centrally.  If

your Web.ICASS program is on the State Department network,

this update will appear in your budget as soon as the

following business day.  If your post is not on the State

Department network, you must contact the ICASS Service

Center Technical Support desk.  The Technical Support staff

will send you a reference table update file that you will

import into the ICASS software upon receipt.  Instructions

on how to do this will accompany the file.

D. Leases and Depreciation: Update the ICASS leases,

respective funding request amount, occupant and quarterly

funds allocation.

Update ICASS vehicle, ICASS asset, and ICASS LGP vehicle

information in the Depreciation worksheets. LGP vehicles

purchased with ICASS funds (fiscal data) must be listed on

the ICASS LGP Vehicle depreciation inventory schedule.

Proceeds from the sale of these vehicles are processed

with proceeds being returned to ICASS. Vehicles purchased

with DS funds (through advice of allotment) or shipped by

DS must be listed on the non-ICASS LGP/SD Depreciation

Inventory Schedule.  Proceeds from the sale of these

vehicles are returned to DS.

To complete the Leases and Depreciation worksheets you

must save data and click the "Apply to Budget" button at

the bottom of each worksheet (leases, by location, ICASS

vehicles, and ICASS other assets) to ensure that the new

costs are carried over to the other budget items

worksheet.

Data from the depreciation worksheet is summed at the

object level and appears as a line item in the "Other

Budget Items" worksheet (OBI worksheet.)  The lease data

is divided into two types - ICASS service provider

residences and non-residential properties.  When applying

leases the first type appear on the DH American worksheet

for each American listed.  These lease costs are linked to

each American by position cost pool.  The non-residential

leases are, each in turn, listed on the OBI worksheet.  If

you entered a lease or depreciable item directly in the

other budget items worksheet, please delete it and add it

to the appropriate worksheet.

New:  Web.ICASS allows the user to list leases by

location.  If you have leases that you want to move from

the embassy worksheet to another location worksheet,

deactivate the lease on the leases worksheet, change the

location at the top of the leases worksheet, press the

activate button, check the box next to the lease you wish

to activate, and click reactivate.

When applying the leases to the OBI worksheet, you must do

so for each location.  Once applied, the leases will

appear on the OBI location worksheets.

E. All cost data entered onto the personnel and OBI

worksheets are summarized on a sub-object basis and appear

as such on the Budget Summary Worksheet under the "Initial

Requirements" column. These costs will not appear, unless

they are allocated to one or more cost centers.  The

allocation across cost centers must total 100 percent.

9. Allocating Costs to Cost Centers

-------------------------------------

A.  After the post has entered all of the ICASS costs into

the cost worksheets, it must allocate and/or update the

personnel and operational costs to specific cost centers.

This step is an important part of determining the costs of

the ICASS services.

B.  Each person that provides an ICASS service or services

must identify the percent time spent providing the service

or services.  Likewise, costs of an operation or function

on the OBI worksheet must be identified to one or more

service (cost center.)

C.  The percent allocations are entered onto the Cost

Allocation Worksheets.  These worksheets are accessed

directly from each cost worksheet by clicking the "Edit

Cost Center" button at the bottom of each worksheet.

D.  Special Considerations When Allocating Costs:

i. What Not To Do: No position costs should be allocated

to the DTSPO IVG-line cost center because it is strictly

limited to the cost of the shared leased lines.  Also,

USDH or LES (other than guard) time should not be

allocated to 5826 (Non-Residential Local Guard Program) as

this service is composed of the cost of the guards and

their equipment only.  Any support performed by USDH or

other LES staff for guard services should be captured as

work performed for the guards.  For example, if the GSO

spends time procuring a contract for the local guard, this

is not time spent performing guard service; it is time

spent performing procurement services for the RSO.  Time

is allocated to "procurement services" and the workload

for the procurement action is attributed to State, 1900.0,

as a procurement service for the RSO.

ii. Overhead:  Justify position costs that have been

allocated to Overhead.  Overhead costs are defined as

small costs, such as postage, gratuities and awards for

the ICASS staff that cannot be easily attributed to

specific cost centers.

iii. FSN Investigators: Ensure FSNI time is allocated to

cost center 5880 Security Services in ICASS Standard

budgets and 6445 Personnel Services in ICASS Lite budgets.

iv. Confirm that all lease and depreciation costs on the

other budget items worksheet are fully allocated (100%) to

appropriate cost centers.  If you do not do this, the

costs in your budget summary worksheet will not match the

costs in your lease worksheet.

---------------------------------------------------

10.  Budget Summary Worksheet - Available Funds

---------------------------------------------------

Update the available funds worksheet.  Available funds are

defined as prior year unobligated balances brought forward

to this fiscal year, proceeds of sale and other collections

reported last fiscal year but not yet allotted to post, and

estimated proceeds of sale for FY 2004.

New this year, when recording the carryover justifications

in the comments column you should indicate how much of each

available fund category was portioned between Regional,

OBO, and LGP carryover.  It is important that you revise

and update these justifications for carryover, or post runs

the risk of not getting an increase in its target for the

next fiscal year.  If you need guidance on how to provide a

good justification, contact your regional bureau.

--------------------------------

11.  Pre-baseline Verification

--------------------------------

After post has completed the steps above and before

baselining the budget, run the verify procedure, a button

located on the Plan Maintenance screen, to ensure that:

A. No items less than $25,000 are listed in the ICASS Other

Assets Depreciation worksheet.  The exception is for

forklifts.  If a forklift is entered on this worksheet,

ignore this verification message.

B. All budgeted costs have been allocated 100 percent to

ICASS cost centers (Cost Center Allocation worksheets);

C. All cost centers' costs have been distributed among

agencies. Costs are distributed based on agency workload

counts (Distribution worksheet);

D. The Non-ICASS leases and costs do not appear in the

ICASS lease database. Exceptions are: leases for tandem

couples and leases that transfer from ICASS to Program, or

vice versa, within the fiscal year;

E.  No targets derived in the budget are less than or

greater than the targets issued.  This step can be skipped

since this is a pre-baseline verification.  Once baselined,

and adjustments are made on the budget summary worksheet,

this step is relevant.

Most of the verification procedures are self-explanatory.

However, there is often confusion over the purpose of the

duplicate lease procedure.  The detection of duplicate

leases is used as way to avoid double-counting lease costs

or charging the same lease costs to both ICASS and Program.

If errors have been detected, reports can be run for each

finding.  The reports identify the location of the error.

Once errors are identified and corrected, return to the

Budget Summary Worksheet and baseline the budget.

-----------------------------------------------------------

12. Baselining the Budget, Meeting Targets, and Applying

Available Funds to the Financial Plan

-----------------------------------------------------------

A. Baselining: The purpose of baselining a plan is to

create a record of initial requirements before adjustments

are made to meet initial targets. Once post has baselined

the Initial Requirements, there should be no need to revert

(reverting is like unlocking in the 10.5 software.) If post

finds there is a need to revert the budget, contact the ISC

staff prior to doing so. Reverting the budget results in

the loss of any cost adjustments made to meet the initial

targets and, in many cases, post may be able to make the

corrections that are needed without reverting.

B. New: Instead of reverting, a user can open any of the

position or other budget item worksheets and select the

initial requirements worksheet from a drop-down box located

at the top of the worksheet.  Changes can be made and the

results are carried through to the initial budget and the

Budget Summary Worksheet.

C. Meeting Targets: Post cannot exceed the target levels

issued by Washington but it may build a budget that is less

than the approved funding level if the total funding level

is not required.  After baselining the plan, post can make

either specific or general adjustments to meet targets.

When making adjustments there is no need to revert the

budget.

A specific adjustment is the process of opening a budget

worksheet and manually adjusting costs in that worksheet.

Once completed, the adjustments are reflected in the

specific adjustment column.

A general adjustment is the process of making an

adjustment to a cost associated with a sub-object on the

Budget Summary Worksheet in the general adjustment column.

Typing an adjustment in that column causes the software to

spread the adjustment to all occurrences of the sub-object

in all relevant worksheets.  Once the procedure is

complete, click "Save."  The general adjustment

automatically appears in the specific adjustment column.

Why does this happen?  It happens because the computer

made the specific adjustment automatically in each

worksheet.  To confirm the adjustment, open a worksheet

and see the changed cost.  Do not revert your budget to

view the worksheets.

Note:  Post cannot make general adjustments on the Budget

Summary Worksheet for sub-objects used in compensation

plans.  Post can make specific adjustments to the

compensation plan itself, which would affect all employees

associated with that plan, or can make specific adjustments

to specific employees by either adjusting the hours or

months worked.  Post can view and make changes to

worksheets without unlocking the budget. To make

adjustments to individual positions, try changing the

compensation plan assigned to a position to "none".

D. Applying Available Funds: Apply the available funds to

sub-objects in the Budget Summary Worksheet in the

`Available Funds Adjustment' column to demonstrate how post

plans to manage its ICASS carryover funds in order to

minimize the risk of target reductions.  The sum of the

data in the Final Target column and Available Funds column

is the Financial Plan.

-----------------------------------------------------------

13. Final Steps - Justification, Narrative Summary, and

Final Verification

-----------------------------------------------------------

A. Post must provide detailed justifications for funding

requests. Step one in doing this is to provide detailed

comments in the "Comment" column of the Budget Summary

Worksheet.  (Note that if you copy text from Word you can

paste it in the comment box by pressing ctrl-V.)  These

comments are written specifically to the sub-object level

of the budget.

B. Next fill out the "Narrative Summary" tab of the Budget

Summary Worksheet.  It is important that post identify the

top three unfunded ICASS priorities in this section.

Rather than identifying needs at the sub-object level,

posts are now able to do so at a higher level.  When the

Washington Interagency Working Group budget committee

reviews each post's budget and stated needs, it takes into

account the information conveyed in this narrative.  Please

identify post-level cost saving initiatives and enter them

into the field labeled "cost saving initiatives".

C. Look for data errors or missing data.  Run the

verification procedure one last time.  Look for any

discrepancies between key report number 3 and the Budget

Summary Worksheet totals and resolve the discrepancies.

14. If you have technical questions regarding the software

please contact ICASS Technical Support@state.gov.  For

questions about constructing your budget please contact

Michelle Frederick or Dan Winthrop of the ICASS Service

Center's systems development team.

15. Summary of New Items:

A. Post Profile Module (General): Working group and council

chair section includes boxes for e-mail addresses.

B. Post Profile Module (General): Posts with location-based

differentials can now enter this information on a location

basis.

C. Post Profile Module (Target Data): An OBO target is now

issued for the Initial Budget.

D. Distribution: Simultaneously display all of the workload

counts for one agency.

E. Other Budget Items and LGP Budget Items: DTSPO IVG line

worksheet has been eliminated, and DTSPO IVG line costs are

now automatically entered as a line item in the Other

Budget Items worksheet.

F. Leases: Leases can be applied to the OBI worksheet by

location.

G. Baselining: Instead of reverting (unlocking) a budget a

user can open any of the position or other budget item

worksheets and select the phase in which they would like to

make a change.

16. Minimize Considered

POWELL

