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From the Internet browser, enter address: e reri 1o XL

e ———
www.azospb.gov/Downloads.asp -

OSPB emails its budget & planning contacts to let -
them know when a system is ready to download e
and use, some time at the end of the fiscal year.

Ingtaliation Ingtructions

The button captions will change from “Not SUDOIES 3TART To FRISH 3LIDES

Available” to “Now Available” as they become
ready for use. @ @

This Web page has the software & user guide downloads for the following systems:
e CLIFF — You may want to reference the link called Agencies Required to Complete CLIFF
e AZIPS
e BUDDIES

v'Download an install file

. . v'Make necessary settings to Access
The install program is the same steps for all three systems. v Install the system

An Install of BUDDIES will be illustrated below. The general v Download the system’s user guide
procedure to follow is: v'Add any additional users to the system

Download an Install File
1. Click (left-click) on one of the System buttons on the Web page. x|

Do you want to open or save this file?

2. A dialog will ask: Do you want to open or save this file? Do NOT Open.
Click the save button. (If you Open and try to install, the install won't work.) @_j Hame: budsxec.mdd »
Type: Microsaft Office Access Application, 3.96 MB

From: www.osph.state.az.us

3. A save As dialog will appear. For the Save in: drop-down select a

path like: Desktop/My Computer/Local Disk (C:)/Temp Open | [ Sae ] conce
Or, It may be eaSIer to JUSt save It to your deSktOp If you dol q wihile _filesfrom the Intermet caf be useful, this file type can
delete it from your desktop when you're done installing the Y s bt o AT R
system. [eommans— S
Click save at the bottom of the dialog. 2Ix]
_ ! 5 Tew ¥ dogcom
4. If you really need to re-install a system, a || e 3 My Recent Documents
. . budexec.r Desktop
Replace dialog will appear. Overwrite the e 2 My Documents
existing file. Re-installs are an exception to | cousa e
the instructions. Read more on this below. [ == Gmn
I [ Close JAudlu CD D)
__ﬁ Ospbdevl ?n ‘Bluas‘ky\é\\l Oiffices Shared' [H:]
5. A Download dialog will show the progress f:;ﬁ;fj:;h‘j;ij?{j]”
while saving. It will en_d with the message o PRl | ook O
Download Complete. Click Close on this dialog
if it doesn’t automatically close for you. (It !L
. Iy Computer
depends on your settings.) velopmen]
6. Repeat f[his process for each system you S [ | soe_|
Want to InSta” Save as type: IMicmsoflDﬂiceAccessApp\ication j Cancel /l
e

Make Necessary Settings to Access
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If you are installing on behalf of someone else, be logged in as the user so the shortcut that gets created will
appear on their desktop and the Microsoft Access settings are correct.

The OSPB systems will run on Microsoft Access versions 2000, 2002, 2003 & 2007. Some versions of Access
require changes in its settings before running an OSPB system.

To find out what version of Access you have:
1. Start MS Access. Click on the Windows start button. Pick Programs, Microsoft Access Or pick Programs,
Microsoft Office, Microsoft Access.
2. If a dialog pops up asking you to select a database, click Cancel.
3. From the menu, select Help, About Microsoft Access. The Year will be displayed. Click oK.

If you have Access 2000 or 2002, exit Access and begin the Install. Talk to your IT staff about upgrading to a
newer version of Access that can be better supported.

If you have Access 2003 follow these steps:
4. Pick Tools from the menu. Select Macro, Security....
5. Select Low when running OSPB systems. You should change the setting back to Medium or High before
opening other database files that may be a security issue. Click oK. Exit Access and begin your install.

Install the System

1. From your desktop, select the My Computer shortcut. —

Double-click on Local Disk (C:). You may need to click

File Edit Wiew Favaorites Tools Help
on the phrase Show the contents of this folder. Double- O~ © 7 3 D=t [ s |
click on the Temp folder to open it. Or, open whatever § ., ==
folder you saved the file to. Maybe this was to the e IR R
Ed E‘Zilcrz:éeE ice Access ic... Fd I;Icr?s(sc i
deSktop ﬁsﬁzpDocuments - ?’5?6 Kg e e ;612 th o
. . . = _é My Computer ertsExec
3. DOUb|e-C|ICk on one Of the InSta“ fl|eS = %:LocaFI'Disk(C:) E‘EI IfﬂicrtUsEUFt Office Access Applic,..
. & estin 4,212 KB
» AzipsExec.mdb AZIPS = e
* BudExec.mdb BUDDIES X
" C|IffEX60mdb CLIFF Do you want to open thiz file?
4. An Open File — Security Warning dialog may appear because OSPB is @ . S: lbjudixec‘md; -

an unknown publisher.

Type: Micrasaft Office Access Application
From: C:\Documents and Settingsrsietz|Deskiop

Be sure to remove the checkmark from the prompt Always ask before e | [

opening this file. Click Open to begin. \\A

¥ &lways ask before opening this file

5. A second security Warning dialog may appear, noting that programs et o o et o et
may harm your Computer Click Open to this generlc message @ patertially harm vour computer, If you do not tlusttéjepsnurce, do nat

open this software, What's the risk?

6. Access 2007 may display an additional warning. An Action Failed dialog may appear depending if Access
was set with a default Disabled Mode. If so, do the following:
= Click the X to close the dialog.
= Below the Access toolbar is a strip that's titled Security warning. Click Options...
= The Microsoft Office Security Options dialog appears. Click Open the Trust Center in the bottom left.
= A Trust Center dialog appears. Click Macro Settings on the left side and then select Enable all macros....
Click ok at the bottom of the dialog.
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7.

10.

11.

12. After reading about where to install parts of the system
and acknowledging the warning, press NEXT » to continue

Install the System (continued)

Wait a moment and a window will
appear to guide you through the rest of

the install. The Title will read:
OSPB System Install for ...

Maximize your Access window size for
easy reading. Notice the Install Progress
box in the upper right corner.

Start by reading the warning messages
to decide if you should begin the install.

The instructions to Add New User iS
covered later in this document.

After reading the warning messages,
click NEXT » to move to Step 1.

Pressing CANCEL will quit the install.

This is just a reminder to make sure you removed the
checkmark on the Security Warning dialog before you

opened the install file.

Click NEXT» to move to Step 2.

Select your Agency Name from the list and confirm it when

asked.

Click NEXT» to move to Step 3.

Microsoft Access - [Governor's Office of Strategic Planning and Budgeting]

== File Edit View Insert Format Records Tools Window Help Adobe PDF
== |
B 7 U | = - -
L =
-0 R T L&l BY Ak T o108

OSPB System Install for BUDDIES 2012 |

step 0. Begin Install

Install Progress

Please read both warning messages below. If either situation applies o1
to you, press the "CANCEL’ button below.

When you are ready to begin the install, press '"NEXT'".

» 00 Begin Install
Begin Install (continued)
02 Agency Registration

03 The DATA File

04 The DATA File (continued)
05 The PROGRAM File

06 Download The System

N

A system should only be installed once.
Subsequent installs will DELETE your data!

If you are trying to install for additional users,

SR Add New User

07 Uncompress & Link
08 PROGRAM & Support
09 Inform OSPB

10 Getting Started

11 Thank You

N

If you mistakenly started this install directly from
the WWeb site and didn't first save this install file

For technical 0SPB support:

ELE Joy Su
on your PC, please Cancel this install. (602) 542-6573
Follow the Install Instructions, a link at the top e
of the Web page.

CANCEL | ixBACK: | MEXT»

step 2. Agency Registration

Please select your agency from the list helow:

AFIS
Code

Agency Mame

State Board of Accountancy

ion Flegulatary Ag

=]
Govemar's Office for Equal Opportunity

BG4 Attomey General - Department of Law

AHA Arizona Department of Agriculture

ANA Acupuncture Board of Examiners

APA State Board of Appraisal

BS54 Arizona State University - Tempe

ATA Automobile Theft Authority

AlA Auditar General

AhwA, Arizana State University - West

ity Arizona State University - Polptechnic

BEA Board of Barber Examiners

BDA State Department nf Finaneial lnstibobioens

A o

BHA Boa

Eﬁ-‘? ?tﬁt ‘You've picked agency 'AD&', is this correct?

o ]_w

step 1. Begin Install (continued)

When you opened this install file, you likely saw a standard Microsoft
warning like the one below. If you didn’t remove the checkmark
before opening this install file, Cancel this install and reopen the file
again without the checkmark.

Open File - Security Warning

Do you want to open this file?

x|

Make sure you removed
the checkmark hefore
you clicked Open.

I_ia] j Mame: budexec,mdb
Fublisher: - Unknown Publisher Otherwise, this install
Type: Microsoft Office Access Applic] won't finish.
From: C:iDocuments and Sett SietzDeskkop

Open

| Cancel I

lwayz azk before opening thiz file

If you opened this install correctly, press 'NEXT".

‘wihile files from the Internet can be useful, this file type can
potentially harm your computer. IF pou do not tust the souce, do not
open this software, What's the risk?

%]
=

to step 4.

step 3. The DATA File

This system has two files to be installed:
1. DATA file
2. PROGRAM file

Each file can be installed in different locations/folders. In some cases
they may be installed in the same location.

Let’s first consider where to install the DATA file.

It is important to decide if the system is going to be shared by
multiple users in the office. In order to share the system the data file
MUST be located on the network so every user can access it.

Even if this system is not shared with other users, if you're connected
to a local area network, its rec led that you still locate the
data file on a network server.

M

In the next step you'll set the location for installing the DATA file.
Press 'NEXT" to continue.

The data file should be backed up regularly. The hest

way to do this is to install the DATA file on the network
and check with your IT department’s backup schedule.
The system can make copies of its data but that isn't a

replacement for backing up your work.

Page 3 0of 7




Install the System (continued)

12. Begin by clicking the button, Select An Existing Folder For The step 4, The DATA File (continued)
Data File. A dialog, shown below, will let you select a path.

For offices that have a network and will be using it, select a folder

Even |f the f0|del’ doesn't eXiSt yet, at Ieast Se|eCt a drive location for the DATA file below, that every user has full rights to.
Ietter or as mUCh Of the path that doeS eXiSt. The data file location can't be changed once it DGetinfo
® is installed, so if there is a chance that others in ‘:i“ how tlto
. the offi | to tl tem later, o a mufi-
The OSPB System install  pEEIEEES 7= install the data fle on the network n a uider | ~ agency
. insta
now automates the install S that everyone can access. | ol

(e Al ) o el oY e ) \ For offices that only have a single user, the DATA file can be installed
= [ Deskiop - on your PC.

(-} My Documents
‘é My Computer

for the few people who
need to do the budget/ plan
for more than one agency.
Choose the same locations
for each agency if you like.
The install creates

Click on the button to select an existing folder for the DATA file or

- 3% Flopoy (A:) N select as much of the path as you can and add a new folder to it
2 Local Disk () N

(&) Audio CD (D) N
=1-5# groups on bluesky' (I:) Select An Existing Folder For The DATA File |Appen(l New Folder
|Z) Accounting

N using the "Append New Folder” button.

The selected DATA file install location is:
L7 Boards and Commisions [(ho path selected yet)

) Constituent Services

subfolders & icons to keep

|5) Database_Files
147 Frnal Cinnaeb ik (=

DB 5y4-&nm Trcball Far RIIARTEC 014 |
=

oK | el | A\ File | For reference, the current file path is:

‘\ N " ~sblueskysgroups~All Offices Shared-0OSFEDEVL-Haster
\ Exec

each agency separate.

13. Optionally, click on Append
New Folder If yOU want to create a new Please enter a new folder name that you want to append to the
folder after the existing path jUSt The data file location c.| ©Xisting path stated above. Just create one folder at a time. a)
Selected ® is installed, so if there i

the office need access t New Folder Name: [F¥11 Budget Datal

install the data file on tl Append This Folder

location for the DATA file below

. . that everyone can acce
A dla|Og appeal’S, aSk|ng yOU to append You may enter another sub-folder and append it to the existing
H Fbr offices that only have a sing | path if you like. When you are done, press OK to return to the
one new fOIder name at a tlme tO the ot your PC. install step. CANCEL won't create and append the new folder{s) to ]

current path. the exisiting path.
p Chck on the button to select an f —ICA"CEL _’_luh

. . select as much of the path as you can and add a newy folder to it
Aftel‘ typlng anew fOIder name, CI|Ck using the "Append New Folder” button. fl For technical O05SPB support:
. H H e . Richard fietz
Append This Folder. F|na”y C||Ck OK to Sklect An Existing Folder For The DATA File |A|)|)en(l New Fol(lerl (602) 5495384

close the dialog and return to step 4. Tha salectad DATA file install Incation s relctz@pz.gov

\iblueskyigraupsial Offices Shared\OSPEDEYL\Master Exech

Notice that your new folder will be isudfazgov

created for you and appended to the previously selected LU AP L UL

|0cati0n. iSelect An Existing Felder For The DATA File |Appen/ New Fol(lerl
The selected DATA file install location is:

Click NEXT » when the Selected DATA file install location IS ke sl e S“a'Ed‘OSPBDE"L‘Ma“E'W

correct. If this path is not correct, please reselect a loaction.

Press 'NEXT" to continue.

14.Step 5 is like step 4. First Select a PROGRAM file location
and select as much of an existing path as possible, or ||step 5. The PROGRAM File

at |eaSt Choose a drlve |etter The DATA file location is set. Now set the PROGRAM file location.
Each user gets their own copy of the PROGRAM file. Unlike the DATA
Browse for Folder FlES file which must be shared, the PROGRAM file isn't shared.
What Folder vou want ta select? The PROGRAM file typically gets installed on your PC; you decide
(Click [+]/[-] to showhide subfolders) \ where. If you like, the file can be installed on the network drive but it
= @ Deskiop . must be saved in a personal folder that is different from the DATA file
: I— location.

(-1} My Documents (D Get info
j My Computer For offices that only have a single user, the PROGRAM on deing a
- 342 Floppy (A1) file can be installed in the same folder as the DATA file. multi-agency

e Local Disk (C1) .
For reference, the DATA file will be installed in: install
i ‘iblueskyigroupsiall Offices Shared\OSPEDEYLMaster ExeciFyl1 Budget DatalADA]

e Click on the button to select a folder for the PROGRAM file or select
[5) Boards and Commisions \ as much of the path as you can and add a new folder to it using the
) Constituent Services N ‘Append New Folder” button.

i) Database_Files E Select a PROGRAM file location Append New Folder
#1477 Franal Cnnoekonikbe
The selected PROGRAN file install location is:
oK Cancel |(Nn path selected yet)

‘Append New Folder” button.
Select a PROGRAM fil

A | The selected PROGRAM file il
|C=1_ADDS\

If this path is not correct, plea

Press 'NEXT" to continue.
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Install the System (continued)

15.If needed, click Append New Folder tO

16. Click Download The System From OSPB. Please wait while
the system is downloaded. The time to download
depends on your internet connection; usually less

17.

add a new folder to the existing
location where you want to put the
PROGRAM file.

Click NEXT » when the selected
PROGRAM file location is correct.

step 5. The PROGRAM Eil~

The DATA file location is set. No
Each user gets their own copy of
file which must be shared, the P

The PROGRAM file typically gets
where. If you like, the file can be
must be saved in a personal fold

C:~_Apps™

B Append New Folder

For reference, the current file path is:

Please enter a new folder name that you want to append to the
existing path stated above. Just create one folder at a time.

Bl Tuct-ll Demaenes

i
J

location.

For offices that only have a singl
file can be installed in the same

T O = s

For reference, the DATA file will

‘Append New Folder’ button.
iSelect a PROGRAM

ile location:

Click on the button to select a folder for the PROGRAM file or select
as much of the path as you can and add a new folder to it using the|

| Append New Folde

\iblueskyigroupstall Offices SharediOsp

the exisiting path.
Click on the button to select a fc

New Folder Name: [Budget Prograa|
Append This Folder |

You may enter another sub-folder and append it to the existing =
path if you like. When you are done, press OK to return to the
install step. CANCEL won't create and append the new folder(s) to

cancet | ok ||,

‘Append New Folder” button.

The selected PROGRAM file install location is:

Select a PROGRAM file location

as much of the path as you can smr—aroorrevwroroer .7..3.... e

|A|)|)e||(| New Fol(lgl,

ichard Sietz
{602) 542-5384
rsietz@az.gov

\

IC:l_ siBudget Program
If this path is not correct, please rese 7 ion.

The selected PROGRAM file install location is:

Joy Su

|C=1_ADDS\

Press 'NEXT" to continue.

T is not correct, please re-selectd loaction.

{602) 542-6573
Jsuiaz.gov

Press 'NEXT" to continue.

LCANCF] I wBACK I HEY

step 6. Download The System

the system can be dow

than 5 minutes.

Download The System From OSPB |

Press the button below to begin.

Now that you've defined where the system files can be installed to,
| from the OSPB Web site.

When it is done,

Download Progress:

—

Download The System From OSPB

—|

the form will
confirm it

BRRRRN RN RRR RN nnnnnnnnnnn L+

Downloaded File Size: I 8,196.1 KB

Download Progress:

completed this
step so you can
move to the next
step.

Press 'NEXT" to continue.

The file is downloaded in a compressed format.
The system will require mere disk space when it is installed.

The download of the system files from the Web is complete.

| (not started yet)

Downloaded File Size: I KB

Click uncompress Download & Link Files.
Please wait while the install does
these two tasks. Two dialogs will
appear as it does this. The time for
this step depends on speed of your
PC and network.

The form will confirm when it's
done so you can go to step 8.

step 7. Uncompress & Link

Install Progress

Uncompress & Link Progress:

* Uncompacted System Download
* Linked PROGRAM To DATA File

*

Now that you've downloaded the system, you're ready to start
installing files.
When you press the hutton below, two dialogs will appear:
* A dialog will appear for a moment while the system is
uncompressing the download.
* A second dialog will alse appear while it is linking files
in the system.

Please be patient. Each dialog will disappear when its task is done.

Uncompress Download & Link Files

Uncompress & Link Progress:

*Uncompacting System Download
(not started yet)

This install step is complete. Press 'NEXT" to conti

00 Begin Install

1 Begin Install (continued)
12 Agency Registration

3 The DATA File

#4 The DATA File (continued)
#5 The PROGRAM File

¥ Download The System
» 0T Uncompress & Link

#3 PROGRAM & Support

49 Inform OSPB

10 Getting Started

11 Thank You

EE

WinZip Self-Extractor - buddie.exe

Tounzip all files in buddie. exe to the specified
falder press the Unzip button.

Browse. )

¥ Dwenwrite files without prompting

_ Unzipping 11Budata mdb
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18.

19.

20.

21.

Install the System (continued)

Click the Install The PROGRAM & Collect Support Info button.
This step should run relatively quickly. The install will let
you know when
it's done.

Il The PROGRAM & Collect Sup

step 8. PROGRAM & Support

Now that you've uncompressed & linked the system, the PROGRAM
can be installed. We'll also collect some information about where
the system is being installed so we can hetter support you later.

Press the button below to begin.

Install The PROGRAM & Collect Support Info

Press NEXT » Install Progress:
. . * Installed PROGRAM In Its Folder
When thIS Step IS * Collected Support Information <

done.

This step of the install is complete. Press ‘'NEXT to continue.

Install Progress:
(not started yet)
(not started yet)

step 9. Inform OSPB

This step is just a matter of letting us know who
actually installed the system so we can better support
you. Fill in blanks & click save Your Information.

Click NEXT » to find out how to get started.

Click Getting
Started & Adding step 10. Getting Started

A New User A desktop shortcut has been created to run the system that will

look like one of the following:

I The 'aB4" in the shortut 1
A hardcopy WI” Wil.lehave y!:ur EFSISDEUCIUE ﬁf@:g.
automatically
print, Keep youl’ It is important to use the shortcut this install
f th ® created instead of opening the system directly
copy of the

AEBA AEBA ABA
Azipsil.bat Buddiell.bat  Affrmi1.bat

Please let us know who you are and how we can contact you if you
should have problems and need support.

After entering your information, press 'Save Your Information’.

Use your contact information as "the installer”,
instead of the user you may be installing for.

Name: |John Q. Adams

Phone: [(602) 542-1234

Email: |JA(I.1|119@‘-JZJJOV

"The hardest part is done™

The install of the system is complete. Press 'NEXT" to continue.

from the folder where you installed it.
13 H ”
gett|ng Started Our shortcut will check for updates to the
system. Please dont just create one yourself.
sheet. It has

custom OSPB System Install for AZIPS 2012
|nstruct|0ns on Please press the button to automatically print a reference sheet. —/_Ji«hrml::avu S 5“‘:1?‘;:”
I ALON

hOW tO add Getting Started & Adding A New User |'/‘
another user.

Please let us know how the install when for you and give us any

feedback. Then click send This Survey. A dialog like the one
shown above may appear. In the example of Outlook, click Yes
to send the email to OSPB.

If the email can’t be sent for some reason, don’t worry, it's not
critical to the install — you can still continue with the install.
Sending the email is very helpful and we’d like to know if this

step 11. Thank You for you.

Please let us know how this install went for you. We want to make
improvements where possible,

was a problem

Starting The System
Doubleclick an a deskiop s hortcut that will look Bke ane of the following:

o the yoar 11" in the caplion|

Take o moment now and note the fallowing key hem:

11 you hawvisn't alroady b contacted by your assigned DSPB Analyst, coll our alfice
{602) 425381, Your Analyst will belp you with amy questions about how Lo complele
the information requested by the system.

[ Your agency's submitial 1o O5PB must be recelved ne later than September 15t
Whaen the 1at falls on a weakend or holiday, submittak are due the next husiness day.

B Requests for extern kon to subimit you infarmation to O 5P must be received no loter
than August 15th, Extensions give your Anolyst kas time to review and prepare on
your behall,

\ agency propes support when thees aro

Adding A New User

Aes thie frst user has instabiod the systom, sach additionnl user hos & much quickes and
simpler moans of biing adidod.

1. Leg on 1o the computer on which you want to add ihe nes wser,

2. With Windaws Explorer {of any other computer novigational tool) locate the fik:
4 Apos Test AWATE STAV asipsMANT. mdb

How was your install ? | 4 I Microsoft Office Outlook

(Scale of 1-4:  1=Very Difficult, 2=Difficult, 3=Easy, 4=Very Easy) 2

behalf,

i 2?
Comments / Suggestions ? e st b <l

Let my Analyst know that I've installed BUDDIES.l

B Iv 0o refrue nocno

A program is trying ta automatically send e-mail on wour
halF,

If this is unexpecked, it may be a virus and you should
choose "Mo”,

Yes | Mo I Help allow the sending o Is email.

ﬂ click on the above named fike 1o see the Sys em Uiy form,

he button tiled “Add New User”. Designate the fobder where you went i
th PROGRAM fla for thit usar. This i the same at stap 5 of the ins tall,
you docidad whice your capy of tha PROG RAM fiks s hauld he instaled,

electing a PROGRAM location, click ‘i tall. & shortcut will be creoted an
kor's dos ktop.,

This install will attempt to email us when you "Send Thjg Survey’.

Your Email system may pop-up a dialog asking if ds email should be
allowed. Please allow the sending of this emai

Send This Survey |

¥Ou can now
> J M y@u, 'EXIT" this install.
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22.

23.

Install the System (continued)

Click Exit...you're done. If you are installing more than one system, go back to page 2, number 3 above and
select your next system.

Close the window where you started the install from; likely called ‘Temp’.

As you saw in the install, our names, phone & email is available for technical support during the install.
Once you begin using the system, your contact for questions/comments is your assigned OSPB Analyst.
You can find your Analyst by visiting the Web page www.OSPB.State.AZ.US, and clicking on the link
Contact Us.

User Guide
On OSPB’s Download Web page, click (left-click) on a User Guide button.

A dialog will ask: “Do you want to open or save this file?” Unlike the system button, click on the Open button.

After a moment, the document will open in Adobe Reader. From the toolbar you can save a copy to your
PC or print a hardcopy. Using the system will be easier if you can reference a hardcopy.

Your assigned OSPB Analyst is available should you have further questions. If your Analyst hasn't already
contacted you, call OSPB at (602) 542-5381.

Add New User

After the first user has installed the system, each additional user has a much quicker & simpler means of being
added. One of the steps during the install was to print a reference sheet. It includes the steps to add a new
user.

The instructions are modified depending on where the system was installed. If you need another copy of the
instructions:

1.

Or
2.

Re-run the install. On the first page is a warning that has a button, which displays the instructions. Print a
hardcopy using the printer icon on the top toolbar. Close the report and press CANCEL to quit the install.

Open the system on the PC where it was installed. From the menu select Utility. From that form select Add
New User and print a copy. Exit the system.

1:\All Offices Shared\OSPBDEVL\Website of OSPB\Install Instructions\\InstallInstructions.doc
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