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SABRS Coordinators Meeting with SFMS

Chief Financial Office: Statewide Audit & Budget Reporting Section (SABRS)
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Presenter Notes
Presentation Notes
.  



 SABRS Introduction
 SFMS Program Structure Overview
 SABRS Program Structure Overview
 Appropriation Setups
 Encumbrance Indicator Change
 R*STARS 25 Profile
 Allotments
 New and Current Resources
 Closing
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PRESENTATION OVERVIEW



Program 
Structure Review
Liz Schultz

971-900-7616

Elizabeth.schultz@das.Oregon.gov
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Program Structure Process

4) SFMS 
conducts 
review of 
updated 

accounting 
structure

3) Make 
updates in 

ORBITS & in 
R*STARS to 
reflect new 
structure 

2) SABRS 
reviews & 
approves 
updated 
agency 

structure

1) Agency 
develops 
structure for 
upcoming 
biennium

  Best practice for agency budget & accounting to coordinate when updating program structure.

  When you submit your updated alignment spreadsheet to SABRS, keep everyone in the loop.

Presenter Notes
Presentation Notes
Copy your agency’s budget & accounting groups and your agency’s SFMS analyst when sending out the updated alignment spreadsheet

In R*STARS, SABRS makes updates to D04 and 20 profiles. Agency makes all other updates to PCAs and other accounting profiles. SFMS establishes new D23 fund profiles upon agency request.



Program Structure Reviews

R*STARS Program Structure.

Responsibilities & Timelines.

Recommended practices.

Tips to avoid common pitfalls.



R*STARS Program Structure

Oregon Budget Information 
Tracking System

Central repository of budgeting 
information for the state

Relational Statewide 
Accounting & Reporting 

System

Central repository of accounting 
information for the state

ORBITS & R*STARS share certain common data elements to allow agency 
accounting & budgetary structures to be aligned between the two systems.



Structure Alignment 
Spreadsheet
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Alignment Spreadsheet - 
ORBITS

1 2 3
Reporting Level Type

B = Summary Cross Reference (SCR) Level
A = Detail Cross Reference (DCR) Level 

         Reporting Level Number
     ORBITS Budget Level Number

        ORBITS Cross Reference Number (X Ref #)
Digits 1–5 (Level 1) = Agy number followed by 00
Digits 6–8 (Level 2) = Reporting Level B 
Digits 9–10 (Level 3) = Reporting Level A 
Digits 11–17 (Lower Levels) = Agency defined

1

2
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Alignment Spreadsheet - 
R*STARS

4 R*STARS Program Level (D04 Profile)
Up to nine levels available to define the agency 
budgetary structure for reporting purposes.  

Level 0 = System required default - “0000” 
Level 1 = Agency level - typically “0001” 
Level 2 = Agency level - optional budget placeholder 
Level 3 = Appropriation level – typically SCR level *
Level 4 = Appropriation level – typically DCR level *
Level 5 – 9 = Lower Levels – Agency defined *

* Program structures will vary based on 
agency needs.

Agencies must maintain a one-to-one relationship 
between R*STARS D04 Profile and ORBITS X-Ref # 
down to Detail Cross Reference (DCR) Level. 9
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How does this look in 
R*STARS?

How does 
this look in 
R*STARS?
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R*STARS D04 Screen
The D04 profile is 
centrally maintained by 
SABRS

The ORBITS XREF field 
aligns R*STARS to 
ORBITS

Program hierarchy is 
displayed on this screen

Program code level of  5 
in this example

SABRS/SFMS SPRING TRAINING 11



R*STARS 26 Screen 
D04 program code is 
included on 26 PCA 
profile maintained by 
agency

PCA identifies program 
code to use to summarize 
accounting activity

Agy Bud Prg Level Ind 
should match program 
code level on D04 screen



Responsibilities & Timelines
Agencies

March – April 2025
• Identify changes needed 

to your agency program 
structure for AY27.

• Notify SABRS and your 
SFMS analyst of 
changes to D04 
program structure.

• Submit required 
documentation to 
SABRS and copy your 
SFMS analyst.

SABRS
April – May 2025

• Review agency 
changes for alignment 
with ORBITS.

• Coordinate with 
agency on D04s to 
delete. Agency must 
delete related AY27 
PCAs first. 

• Input changes into 
RSTARS D04 profile 
for AY27.

Agencies
May – June 2025

• Delete AY27 PCAs 
before SABRS deletes 
the related D04 profiles.

• Review changes to D04 
profiles made by 
SABRS.

• Set up AY27 PCAs for 
new or updated D04 
profiles.

• Notify your SFMS 
analyst that AY27 
profiles are ready for 
review.

SFMS
June 2025

• Review updated 
D04 and 26 profiles 
to ensure program 
structure is setup 
properly.

• Provide any review 
results to agency to 
help ensure 
successful posting 
of agency’s AY27 
transactions.

FEBRUARY 7, 2023 SFMS USER GROUP 13

2/
7/
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Presenter Notes
Presentation Notes
DAFM 355 Profile Roll scheduled  - April 09, 2025

SFMS reviews agencies with program structure changes.  May do no review, a partial review or a full review depending on the extent of the changes.




Recommended Practices (1 of 4)
1.  Keep program codes in a logical numbering sequence. 

All program codes associated 
with the agency’s Rain 
Program begin with a ‘2’. 

All program codes related to 
Rain Capture begin with a 
‘22’.

Presenter Notes
Presentation Notes
These recommended practices are optional.  Not all agency program structures may follow all of these recommended practices based on their business needs.





Recommended Practices (2 of 4)
2.  SABRS recommends separate PCAs that point to a Level 2 program code for 
legislatively approved budget appropriation & allotment entries.

Set up a PCA that references 
program code 0100. Include 
‘Budget Only’ in the PCA title.

Only use this PCA to post 
appropriation & allotment 
entries. 

Budget is recorded at Program 
Level 2. Actuals are recorded 
using the lowest program level.

Presenter Notes
Presentation Notes





Recommended Practices (3 of 4)
3. SFMS recommends all other PCAs use lowest level program code in 
hierarchy.

For consistency, consider inserting program 
levels so all PCAs use same program code level.

In this example, the lowest level program code 
for all agency program codes is program level 5.

If you have PCAs using program codes or 
agency budget indicators at different levels, this 
will impact how your agency data is summarized 
and displayed in DAFR reports, Datamart queries 
& the 61 Agency Budget Financial Inquiry screen.
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Presenter Notes
Presentation Notes

Again, note that not all agency program structures may follow all of these recommended practices based on their business needs.




Recommended Practices (4 of 4)

4. Make sure the Agency Budget Program Level Indicator on the 26 PCA 
screen matches the program code level shown on the D04 screen.
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Presentation Notes





Tips to Avoid Common Pitfalls 
#1

The tips below are to help you avoid some common 
pitfalls. These can result in a loss of accounting integrity 
and often require a lot of work to correct! 

#1 - Inactivate or delete related PCAs prior to inactivating 
or deleting the program code. If these PCAs remain 
active, R*STARS will not prevent transactions from 
continuing to post.  

Only delete profiles if they had no transaction activity in that AY.

Presenter Notes
Presentation Notes
When transactions are entered, the PCA does not verify that the Program Code is still active, or even whether it exists.  The program code is only verified when F10 is pressed on the 26 profile.

These may result in transactions being associated with non-existent program codes and/or problems on the 62 Appropriation Financial Inquiry screen for your agency.






Tips to Avoid Common Pitfalls 
#2

The tips below are to help you avoid some common 
pitfalls. These can result in a loss of accounting integrity 
and often require a lot of work to correct! 

#2 - Do NOT make changes to existing program codes 
or PCAs if they already have transactions posted to them 
during that AY.

Program codes and PCA can be changed for the new biennium 
prior to having any transactions post to these profiles.

Presenter Notes
Presentation Notes
Making changes to these profiles mid-biennium does not update how transactions entered prior to the change posted in R*STARS. If the setup was incorrect and transactions have already posted, contact your SFMS analyst for guidance on the appropriate next steps before proceeding. Transactions may need to be reversed and new profiles may need to be established. 






Tips to Avoid Common Pitfalls #3

The tips below are to help you avoid some common 
pitfalls. These can result in a loss of accounting integrity 
and often require a lot of work to correct! 

#3 - When requesting SABRS update higher-level 
program codes, make sure all D04 program code profiles 
that roll up to that program code were resaved (F10) to 
reflect the new program hierarchy. 

Presenter Notes
Presentation Notes
Verify the program hierarchy appearing on your D04 profiles look as expected. If changes were made to a Level 3 program code. All Level 4 and higher program codes that refer to that Level 3 program code must be resaved in R*STARS to correctly update the new program hierarchy.  Contact SABRS if you identify any issues with how the program hierarchy appears on the D04 screen. 




Tips to Avoid Common Pitfalls 
#4

The tips below are to help you avoid some common 
pitfalls. These can result in a loss of accounting integrity 
and often require a lot of work to correct! 

#4 – Do not delay on finalizing your AY27 program 
structure. Many of these common pitfalls can be avoided 
if you program structure is completed and reviewed by 
SFMS prior to July 1. 
Some delays may be outside of your control if legislation for a new program is 
not finalized before the start of the new biennium.

Presenter Notes
Presentation Notes
SFMS completes program structure reviews to help agencies identify these and other structure problems, but  be aware if structure for the new AY is used to record transactions by the agency before SFMS has completed our structure review and that structure was not set up correctly, you may encounter a variety of issues within R*STARs.




AY 27 Program Structure Reviews
• SFMS conducts full or partial reviews of agency 

structure changes depending on the extent of the 
changes.  If there are no program structure changes 
from the prior AY, a review will not be conducted.

• During these reviews, we review the following:
 D04 screens match to agency approved spreadsheet.
 Program code hierarchy is correctly established within 

R*STARS.
 PCAs have been established and inactivated as appropriate.

• Please let your SFMS agency support analyst know if 
you have any questions or need assistance with this 
process.

Presenter Notes
Presentation Notes
Questions?




Program Structures, Appropriations 
Overview, and Allotments

Shawn Miller

Chief Financial Office: Statewide Audit & Budget Reporting Section (SABRS)
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SABRS D04 PROGRAM CODE OVERVIEW

What actions require program code changes?
 ORBITS Structures have changed due to the following, but are not limited to:
 Policy Decisions
 Legislative Changes
 Agency restructure

 Additional D04 programs are necessary to meet accounting needs.
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Presenter Notes
Presentation Notes
Policy Decisions
Changes from the Governors budget or Legislative Changes that have occurred
Agency driven like an agency restructuring
Or Program code changes and additions that are needed to meet agency accounting needs




SABRS D04 PROGRAM CODE OVERVIEW

Things to Review
 In general, agencies should begin review of D04 Program Codes in January of odd 

numbered years.
 Submit changes on the ORBITS to RSTARS Alignment Spreadsheet.
 CFO and LFO require one to one alignment with ORBITS.
 Align one to one with ORBITS Summary and Detail Cross References.
 Lower level D04 Programs are set up for agency accounting needs.
 Refer to the ORBITS to SFMA Structure Alignment guidelines for more details.
 Program Alignment Process

 Please make sure your Agency’s Program Alignment Spreadsheet:
 Does not have references to old biennia and includes all D04s that are in 

RSTARS that are listed on the Alignment spreadsheet. SABRS and SFMS review 
the full ORBITS structure and RSTARS D04 structures, not just proposed changes.

 Ensuring that your Program Alignment Spreadsheet is up to date and referencing 
all new proposed changes will help reviewers save time on questions, ensuring we 
are not reviewing old data that is no longer relevant in the spreadsheet, and to 
help expedite your review.
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Presenter Notes
Presentation Notes
In general, agencies should start reviewing D04 Program Code needs in January of odd years.
When your agency needs changes to Program Codes, submit changes on the ORBITS to R*Stars Alignment Spreadsheet
SABRS will review it for alignment with ORBITS and to see if the Program level aligns within R*Stars as well
Lower Level Program codes are setup for agency account needs, but will still need to roll-up within proper alignment
More information is available on the SABRS website on the Program Alignment Process

https://www.oregon.gov/das/Financial/Documents/RSTARS%20Program%20Structure%20-%20Process%20for%20D04%20Changes.pdf


SABRS D04 PROGRAM CODE OVERVIEW

Things to Review
 ORBITS to R*Stars Alignment spreadsheet
 Update spreadsheet as necessary.  
 Include all current 2025-27 ORBITS Cross Reference structures and proposed 

2025-27 R*Stars D04 Programs.
 Highlight the requested changes. For the most part these can be additions, title 

changes, or deletions. 
 If program codes are not going to be used they need to be deleted, not 

inactivated. Inactivate program codes should only happen if the program code has 
been used in the biennium, but is no longer needed (only exception). 

 Note:  Deletions are only allowed at the change of a biennium.  This requires that 
the agency update all existing PCA’s associated with the D04 to be deleted and 
the D04 can not have any activity in the 2025-27 biennium.   

 Use the Comments field to explain what needs to be done.
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Presenter Notes
Presentation Notes
SABRS requires an ORBITS To R*Stars Alignment spreadsheet
SABRS keeps a Master copy of major changes to Program Alignments. If you need a copy, please email SABRS and we can send you a copy of what we have on file
If program codes are not needed they need to be deleted, not inactivated. Inactivate program codes should only happen if the program code has been used in the biennium, but is no longer needed. All program codes that are not needed in the new biennium and have not been used needed to be deleted.	
The Alignment Spreadsheet should having all 21-23 ORBITS Cross references and proposed 21-23 Program Code changes
Highlight any changes to your structure and make comments as needed. This will help to ensure SABRS captures all of the requested changes




SABRS D04 PROGRAM CODE OVERVIEW

Program Structure Helpful Hints Guide
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https://www.oregon.gov/das/Financial/SiteAssets/Pages/Presentations/Program%20Structure%20Alignment%20Audit%20Helpful%20Hints%20Final%2023-25.pdf


SABRS D04 PROGRAM CODE OVERVIEW
28

Level 2 Program Code set to 
Agencywide level only

Level 3 Program Codes setup at the 
SCR level

Presenter Notes
Presentation Notes
--Here you can easily see the SCR (Report Level B) with a one-to-one relationship and the DCR (Reporting level A) with a one-to-one relationship with the lower level DCRs.
SABRS highly recommends that agencies set up their level 2 program at the agencywide level and not at the SCR level.  
The reason for this is it allows much more flexibility on posting transactions across programs using the same appropriation number.  
There are many cases where the appropriations are not cleanly appropriated by program and when they set up level 2 at the SCR level it causes posting issues on SFMA, which is not eliminated by simply setting up a budget only pca. 
So in this case level 2 would is at the agencywide level, with level 3 being SCR and level 4 at DCR level. 




SABRS D04 PROGRAM CODE OVERVIEW
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1. References to all current 2025-27 ORBITS Cross Reference structures and proposed 2025-27 R*Stars D04 Programs.

2. Uses the comments field to explain what needs to be done. Highlighted the requested changes. 

3. Shows D04 that is only being requested as “inactive” because it was already used. If not used, it should be deleted.
4. Deletions are only allowed at the change of a biennium. This requires that the agency update all existing PCA’s 

associated with the D04 to be deleted and the D04 can not have any activity. 



SABRS D04 PROGRAM CODE OVERVIEW

Roles and Responsibilities
 After the Profile Roll is done, SABRS will begin entry of D04 Program Code changes based on 

approved alignment spreadsheet submitted.
 D04 changes need to be entered by SABRS prior to the start of the biennium.
 These changes may require updates to other SFMA profiles.
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Agencies
• Notify SABRS and SFMS 

Analysts of pending D04 
Program Structure changes.

• Provide required documentation 
to SABRS via 
orbits.help@das.oregon.gov 
and CC SFMS Analyst. 

• Review changes made by 
SABRS.

• Work with SFMS Staff on 
additional R*Stars structure 
changes as necessary.

SABRS
• Review requested changes for 

alignment with ORBITS.

• After the SFMS Profile Copy is 
performed (April 9th) and once 
the structure is finalized; input 
changes into the R*Stars D04 
profile.

Presenter Notes
Presentation Notes
-

mailto:ORBITS.Help@oregon.gov


APPROPRIATION SETUP OVERVIEW

 Appropriation Numbers/Profiles
 SABRS will provide current Appropriation numbers for agency review.
 List will be sent out Mid-May and due back Mid-June.

 Agencies will provide feedback:
 Action to be taken: keep, inactivate, delete.
 Introduced Bill No, Section and Subsection for each appropriation.
 PCA associated with each appropriation number; used for loading of appropriations.
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Presenter Notes
Presentation Notes
- SABRS will provide a list of current appropriations numbers for agency review which will be sent out sometime around
MID-MAY
Agency will need to review it for which appropriations to keep, inactivate, delete, etc.
Introduced Bill No, section, and subsection for legal reference
PCA associated with each appropriation for loading
Feedback from agencies should be in by Mid-June



APPROPRIATION SETUP OVERVIEW
32

 New Appropriations due to Legislative 
Changes
 Submit the Appropriation 

Profile form to SABRS.  
 Number, title, appropriated 

fund and legal reference (Bill 
No, Section, Subsection).

 New appropriation numbers  
need to start with the 
associated appropriated fund 
type (i.e. GF 8XXXX, OF 
3XXXX, FF 6XXXX, and LF 
4XXXX)

Presenter Notes
Presentation Notes
New appropriations due to legislative changes can also be sent in with the Appropriation Profile Form located on our SABRS website
This will include, number, title, appropriated fund, and legal reference
New appropriation numbers should start with the same high level appropriated fund type. 
For example, General Fund appropriations need to start with eight thousand and Lottery Fund appropriations need to start with four thousand.

https://www.oregon.gov/das/Financial/Documents/Appnprofile.xlsx
https://www.oregon.gov/das/Financial/Documents/Appnprofile.xlsx


APPROPRIATION SETUP OVERVIEW: Encumbrance Indicator Change

 Encumbrance Indicator Change: May 15, 2025
 20 Appropriation Profile, Encumbrance Indicator 
 Encumbrance Indicator changes from a ‘2’ Warning to a ‘1’ Fatal.

• Mid May prior to the end of the biennium.
 Excludes Appropriations for Capital Construction and Non-Budgeted.

 Why the change?
 Will prevent posting of encumbrances that would exceed the available appropriation amount.  
 Helps ensure that the State of Oregon does not over obligate appropriations for the current biennium. 

 What needs to be done?
 Prior to change:

• Prior to the indicator change on May 15th, agencies need to review their appropriations to 
determine if the remaining allotted and appropriation balances will be positive. Please contact your 
assigned SFMS Analyst if any balances will be negative and determine the best resolution for 
clearing this condition.

• After the indicator change there may be situations where transactions do not post due to lack of 
allotment or appropriation.  Agencies should monitor their balances closely to ensure that existing 
encumbrances do not hinder posting of transactions. 
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Presenter Notes
Presentation Notes
SABRS will be changing the Encumbrance Indicator on the 62 screen in R*Stars Mid May 
SABRS runs a query to identify all appropriations and change the indicator, excluding Cap Construction appropriations. 
Changing the indicator will prevent encumbrances exceeding available appropriations and prevent over obligating appropriations for the current biennium 
Agencies should review appropriations to see if the remaining allotments and appropriations will be positive after the changes by checking the 62 screen
And monitor the indicator to ensure encumbrances do not cause posting issues with transactions




APPROPRIATION SETUP OVERVIEW
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Presenter Notes
Presentation Notes
- On the 62 screen agencies need to change the Encumbrance Basis Budget
Check to see if the amount highlighted is positive, and if it’s negative you will need to work with your SFMS Analyst to resolve 
If it’s positive it’s all good!     
	





APPROPRIATION SETUP OVERVIEW: R*STARS 25 Profile

 R*Stars 25 Agency Control Profile
 Agencies will need to create the new 25 Agency Control Profile on R*Stars in June prior to the start of the biennium.
 Required before SABRS may start entering agency appropriation and allotment entries.  

 Type over the current Fiscal Year with the first fiscal year of the biennium.  (i.e.:  for AY25 you will enter Fiscal Year  26).
 Tab to the Last Month Closed field and enter 00.
 Press F10 to save.
 Repeat for the next Fiscal Year (Fiscal Year 27)
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Presenter Notes
Presentation Notes
Agencies will need to create new 25 Agency Control Profiles
This are require before SABRS can start entering agency appropriation and allotment entries
New profiles will be needed for Fiscal Years 26 and 27

	



Allotment Process Overview

 Quarterly Allotments  *Allotment Process will likely change for 2025-27
 Using the Allotment Plan form from the SABRS Website, create or update quarterly allotments for 

each of your agency’s appropriations.
 SABRS will allot 15% of each  main budget appropriation for the first quarter.  
 When reporting your actual expenditures enter .01 in the Actuals field if your total expenditure 

value for a quarter is zero. This allows the spreadsheet calculations to work properly.
 Round up to the nearest dollar and do not use formulas. Key in estimates and actuals. 
 Any variance for a quarter should be moved to a future quarter to keep the allotment in balance.
 Please do not report negative estimate values. If a variance is negative, correct a future quarter by 

reducing the estimate.  Revise the amount in a different category if necessary.
 In R*Stars enter the ‘Amount to Allot’ value for each appropriation for the batch.

 Prepare the Allotment Plan cover letter and acquire an authorized signature.  
 Allotment Process Training

36

Presenter Notes
Presentation Notes
This is just a quick review of the Allotment Process for those SABRS Coordinators that are new
New Allotment plan forms are available on the SABRS Website
Please enter .01 in the Actuals field if your total expenditures for reporting actuals for a quarter is zero. Without the .01, the formulas do not calculate properly and will cause errors in the spreadsheet that will have to be fixed at some point because the spreadsheet will eventually NOT balance
Budget only uses whole dollars, so do not use any cents in reporting or formulas. This will cause out of balances. 
Always round up to the nearest dollar. Do not round down for Budget.
Again, SABRS will allot the 1st qtr. main appropriations @15%
More detailed training for allotments is on the SABRS Website


https://www.oregon.gov/das/Financial/Documents/Allotment%20Training%20Presentation.pdf


Allotment Process Overview

 Main Appropriation Bills
 Once signed by the Governor, SABRS will enter an appropriation transaction on 

R*Stars and an initial allotment of 15% of the appropriation amount.
 Substantive Bills
 Once signed by the Governor, SABRS will enter an appropriation transaction on 

R*Stars.  These will not include a 15% allotment.  
 If additional allotment is needed as a result of substantive bills, please submit a 1st 

quarter allotment plan.  
 If the 15% allotment is not enough to start the biennium then a 1st quarter plan is 

required.
 Appropriation Budget Process Overview
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Presenter Notes
Presentation Notes
-  Once signed by the Governor, SABRS will load agencies Main Budget Appropriation Bills and allot the initial 15% of the appropriation 
Any substantive Bills, will have there appropriations loaded once signed by the Governor. These do not get the initial 15 percent and will need an allotment request by the agency.
If 15% of the main appropriations will not be enough for the 1st qtr. then agencies will need to submit a revised allotment plan for the additional amount.
More information is posted on the SABRS website for the Appropriation Process


https://www.oregon.gov/das/Financial/Documents/Appropriation%20Budget%20Process%20Overview.pdf


Allotment Process Overview
38

ADJ BUD: + Balance types 01,02, 04, 06
- Balance types 05 , 07, 08

The “Allot to Date” field on the Allotment Form 
equals the Balance Type 23 Allotment.

The “Biennial Total” on the Allotment 
Form equals Balance Type 01 Original 
Appropriation plus Balance Type 02 
Revisions.

Presenter Notes
Presentation Notes
Biennial Total needs to equal the total of Balance Type 01 and 02 from the R*Stars 62 Screen.
Allotted to Date total needs to equal the total of Balance Type 23 from the R*Stars 62 screen.
When reporting your actual expenditures enter .01 in the Actuals field if your total expenditure value for a quarter is zero. This allows the spreadsheet calculations to work properly.
Any variance for a quarter should be moved to a future quarter to keep the allotment in balance.
Please do not report negative Estimate values. If a variance is negative, correct a future quarter by reducing the estimate.  If necessary revise the amount in a different Category.
In R*Stars enter the ‘Amount to Allot’ value for each appropriation for the batch



Allotment Process Overview

 Submitting your Allotment Plan
 15 Days prior to the start of each 

quarter, submit the allotment plan and 
cover letter to the following:
 Michael Graham LFO
 CFO/LFO Analysts
 orbits.help@das.oregon.gov

 SABRS will process the allotment plan 
and forward to your CFO Analyst for 
approval.

 Once approvals are received SABRS will 
release your R*Stars allotment batch for 
processing.

 Follow the same process when submitting 
revised allotment plans to SABRS.

39

Agency submits 
Allotment Plan to 

SABRS

CFO 
Analyst 

Approved?

SABRS releases 
Allotment batch on 

R*Stars After Payroll 
Run 1

CFO communication 
with agency.

No Yes

SABRS processes 
Allotment Plan & 
Forwards to CFO 

Analyst

Agency prepares 
allotment plan for 

each appropriation

Agency enters 
Allotment batch 

on R*Stars

Presenter Notes
Presentation Notes
Submit Plans to the contact listed
Once received, SABRS conducts a technical review of the allotment plan and batch.
It is then forward to your CFO Analyst for Budget Policy review and final approval.
Once approved, SABRS will release the batch for process.
The same process goes for Revised Allotments, the Allotment Training on the SABRS website has been updated with more information on Revised Allotments for those that are interested.

mailto:orbits.help@das.oregon.gov


Allotment Process Overview
40

Quarter Expenditure Timeframe Allotment Form Submission Guide
1st July-Sept (odd years) n/a –DAS administers 1st Qtr
2nd Oct-Dec Not later than September 16th
3rd Jan-Mar Not later than December 13th
4th Apr-Jun Not later than March 16th
5th July-Sept (even years) Not later than June 16th
6th Oct-Dec Not later than September 16th
7th Jan-Mar Not later than December 13th
8th Apr-Jun Not later than March 16th

 General Allotment Schedule
 SABRS will send out a listserv with specifics each qtr., this schedule is only for a general 

reference, but actual deadlines will be +/- a few days from the schedule listed.

Presenter Notes
Presentation Notes
This is a general allotment schedule for agencies when allotments are due.
SABRS will send out a listserv with more detail and deadlines for each quarter.



QUESTIONS & RESOURCES
41

What do you need? Resource: How you access this resource:

Change D04 Program 
codes for 2025-27

ORBITS to RSTARS Alignment 
Spreadsheet

Agency Budget or Account shops should have a copy. If not, 
email orbits.help@das.oregon.gov and SABRS  has a copy of the last 
Program Alignment Spreadsheet received from the agency

Help on my D04 review Program Structure Alignment Audit 
Helpful Hints

Program Structure Alignment Audit Helpful Hints (oregon.gov)

Appropriation Process 
Setup

Appropriation Budget Process 
Overview

Appropriation Budget Process Overview

Create New 
Appropriations due to 
Legislation

Appropriation Profile Form Appropriation Profile Form

Overview of Allotment 
Process

Allotment Training Presentation Allotment Training Presentation
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CONCLUSION
 Program Structure Deadline: May 1st

 Encumbrance Change: May 15th 
 The SABRS team can be reached at orbits.help@das.oregon.gov or by Microsoft 

Teams;
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Thank you for your time!
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