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2. Introduction

OBMS contains a user role, “Business Manager” (BM). This role is required to perform all tasks
described in this manual.

The BM is responsible for configuring all users and contacts for the assigned budget entity (District,
Local, or State Charter).

3. OBMS User Role Definitions

These are the definitions of the roles in OBMS and the access and limitations they provide for Reports,
Actuals, Budgets, Budget Adjustment Requests (BARs), and Requests for Reimbursements (RfRs) as user
maintenance.

3.1. Business Manager — BM

The Business Manager role has access to View all Reports. They also have access to upload Actuals and
Budgets as well as Create or Edit BARs and RfRs. This is the only role with permission to Submit BARs,
RfRs, Actuals or Budget in OBMS. The Business Manager also has access to Create, Edit or De-activate
users. They can also create contacts for BARs and RfRs. Generally, this role is assigned to the District or
Charter School Business Manager. The Business Manager role is the ONLY role with access to the
OBMS User Maintenance functions.

3.2. Superintendent — S

The Superintendent role can View all Reports. They also have access to upload Actuals and Budgets as
well as Create or Edit BARs and RfRs. They do not have access to submit a BAR, RfR, Actuals, or
Budget. They can only prepare a BAR or RfR for submission to the Business Manager. Generally, this
role is assigned to the District Superintendent or Charter School Head Administrator / Representative.

3.3. School District — SD

The School District role can View all Reports. They also have access to upload Actuals and Budgets as
well as Create or Edit BARs and RfRs. They do not have access to Submit a BAR, RfR, Actuals, or
Budget. They can only prepare a BAR or RfR for submission to the Business Manager. Generally, this
role is assigned to bookkeepers and office clerks within the District’s Business Office.

3.4. Charter School = CS

The Charter School role can View all Reports. They also have access to upload Actuals and Budgets as
well as Create or Edit BARs and RfRs. They do not have access to submit a BAR, RfR, Actuals or
Budget. They can only prepare a BAR or RfR for submission to the Business Manager. Generally, this
role is assigned to bookkeepers and office clerks within the Charter’s Business Office.



3.5. District Program Manager — DPM

The District Program Manager role only applies to Districts with LOCAL Charter Schools. This role
gives access to Approve or Disapprove RfRs submitted by the District’s Dependent Charter(s). This role
must approve RfRs before the District Fiscal Manager. Generally this role is assigned to the District’s
Program Manager but can be assigned to the Business Manager if the District does not have a Program
Manager.

3.6. District Fiscal Manager — DFM

The District Fiscal Manager role only applies to Districts with LOCAL Charter Schools. This role
gives access to Approve or Disapprove RfRs submitted by the District’s Dependent Charter(s). This role
cannot approve RfRs before the District Program Manager. Generally this role is assigned to the District’s
Fiscal Manager or the Business Manager if the District does not have a Fiscal Manager.

3.7.View Only =V

The View Only role has access to View Actuals, Budget, BAR and RfR Reports. Generally this role is
assigned to Auditors and PED staff. This role does not give access to Create, Edit, Approve or Submit a
BAR, RfR, Actuals or Budget.



4. Create a New User
Log in as BM to OBMS. Click on Maintenance.

NEW MEXICO

 Public Education Department

Budget | BAR | Cash | Actuals | RfR | Reports | Hainlenance

Home | Logout | Feedback

To avoid duplication of users, verify if the user to be entered already exists. Enter the “Last Name” and
check the “Sounds Like” box, and click “Search”.

NEW MEXICO

Publi__c;f@dggatiop Deparl:men_t

| Sedrch Person
Last Hame | | @
First Name | | & [C'sounds Like (First or Last Name search only)
Middle Name | | w
Login ID [ | &
[ User Active [ Mot Usar [ Contact Active ! Not Contact
Person Search Results e
First Mame Middle Last Name | Tithe | Login ID | i
]
& ?ageElafD [ -- Noremrdstauiewi
| EditPerson |




NEW MEXICO

Public Education Department

Search Person

Last Name <
First Name I:l o Sounds Like (First or Last Name search only)
Middle Name [ W
N —
[ user Active [ Mot User [ Comact Active [ Mot Contact
Person Search Results [-]
First Name 'I Middle Last Name Titia Login ID i
Rainer | Martens. Diractor reinermantzns. 505 500
Reinar | Martzns CFO tnane) 505827
Dalton | | Martin | Student Services Directar galtanmartin 5052852
Josy B | Martin |Business Managsr tnane! 505.008.
Joey F | Martin | Program Manager joeyfmartin 505-827-
Kitty | Martin | Federal Pragrams Directer Kittymartin 375-653
Logan | | Martin | Business Manager laganmartin 505.982.
Marvin |t | Martin ‘Supsrintandant marvinimartin 575652
nancy | | marsineaionza | Asst. Secratary nancymartineslonze | 505-827:
sally | | Martinet | Accounzant sallymartingt 505-467
1 3
< Page[l |af10 s s [T0W] View 1 - 10 of 100
NEW MEXICO

Public__E__(_iucati()_n D_epgrinerlt ;

| Search Person i

Add Person:
First Name Test First ] Users that report to this user:
Middename [ o .
Last Neme o
Title o
Phone 5050008377 o
Cell Phone 5058880077 bl
Email fist last@test edu o -
Create User: Create Date:
Modify User: Modify Date:
Duplicate User:

ST

Home | Logout | Feedback

Now, OBMS searches for the last name
and generates a list of all Users with the
same last name. Either update a current
user or create a new User by clicking
“Add Person”. (To update a current user,
click on the user and click on “Edit
Person”. In case you see a duplicate,
verify which user shall be kept and
deactivate the other one. See more
below.)

To add a new user or contact, enter the
person’s data and click “Save”



NEW MEXICO i

Public Education De__pa;t_ment |

Now click on “Add Login”.

Person | Home

Search Person

Edit Person: Test First 1 Test Last 1

First Name Y Users that report to this user:
Middle Name e
Last Name ”
Title o
Phone @
Cell Phione v
Email @

Create User: Reiner Dr. Martens Create Date: 12/26/2023
Modify User: Reiner Dr. Martzns Modify Date: 12/26/2023
Duplicate User:
[ Delere || Save |[ Cancel |

I Add Login: Test First | Test Last 1 I

Add Contacts: Test First | Test Last 1

Home | Logout | Feedback

) NEW MEXICO |

Publip Education De_part_ment ‘

Person | Home|

Search Person

Edit Person: Test First 1 Test Last 1

First Name

L Users that report to this user
Middle Name [ @

Last Name
Title
Phone
Cell Phone
Email

|fist.last@test edu w

Create User:
Modify User:
Duplicate User,

Reiner Dr. Martens
Reiner Dr. Martzns

Create Date:
Modify Date:

12/26/2023
12/26/2023

|

User Login testfirst] testiast]

Activate Date ]

De-Activate Date \:_M;d,-'ww;

Receive Messages
Receive Email

Batch Email
Hide in Reports

Signature Date  [<M/B/yvyv= ]
Create User Reiner Dr. Martens Create Date 12/26/2023
Modify User Reiner Dr. Martens Modify Date

12/28

[ I Add Roles: Test First ] Test Last 1 I

| Add Contacts: Test First | Test Last |

Home | Logout | Feedback

Now click on “Save Login”.

Now click on “Edit Roles”



) NEW MEXICO

Public Education Department

To assign a role to the user,
use the appropriate “Edit”
and provide the “Activate”
Date and click “Save Role”.
Click on the “Edit” Entities
to assign the correct budget

Search Person

Edit Person; Test First 1 Test Last 1

entity to this user and click
| on “Save Assignments”. In

Edit Login: Test First 1 Test Last 1

case of the User roles

Edit Roles: Test First 1 Test Last 1

“District Fiscal Manager”
and “District Program

Roie

Businass Manager

i Activane | Deactivate ,

{03/06/2020|

|Charter Schaal

| District Fiscal Mahager

ogram Manag|

| Scheol District

| Superintendent

Ertities |

Funds |

Beports To

inde I Rep:: i

Manager” not only the entity

‘ needs to be assigned but also
5 the funds. In this case, pay
careful attention to which
ull uniform chart of account the

user shall have access. If the

»
user shall have access for
Add Contacts: Test First 1 Test Last 1 multiple ﬁscal years) each
Hone: | Lowost i eedbeck fiscal year fund combination
must be configured. And always click on “Save Assignments”.
User role Edit Entity Edit Fund Edit
Z' T 1l " OBMS Person Maintenance - Edit Entites- Business Manager imms - B s .
Di RoleName z — = Fund Tide
i Reports To hesiges | 4 [72500 rumt gt
B caeacivaed  [omemem @ EENR U ) [ P =y ey
Date Inactivated  [ZWUaiyyyve =] L |

Created By
Date Created
Last Modified By

0BMs Administration
12/26/2023

Reiner Dr. Martens
Date Last Modified 12/26/2023

Wl

SEEct Al Clear All

>

124107 - Diseresionary IDEAE [
E— — N

Clear &1l Save Assignments Cancel

Special configuration for District Fiscal Manager and District Program Manager

| Edit Contacts: Test First 1 Test Last 1

Select Entity

Entity Name

[ 152 Choice Enrichman: Programs
(215t Century Public Academy

| A2Q Charter Academy

| ARUNDANT LIFE SCHOOL

Lacanstee wonTzsa

Active Contact Assignments

Select Contact Type
— |[ Twe | Acivason | DeActwaion | |
— |
|Baz |12/26/2023 I
|rr2 |12/26/2023 | |
|
Save Canczl

For both roles it must be defined if they can act on
BARs and RfRs.

Select an Entity.

Select a date

for BAR and/or RfR activation.

For deactivation, enter a data.

Click “Save”

to update OBMS.




5. Edit an existing user

Search for an existing user by e.g. entering
the last name and check “Sounds Like” and

NEW MEXICO

Public Education Department

_w”' —— == click on “Search”.

- Search Persan

Last Name |
Firsthame [ |f LI Sounds Like (First or Last Name search onl

Micdie Name )
Login ID |

[ user Active [ Mot User [ Contact Active ) Mot Comact
[[__Search ||
Person Search Results -]
First Name. Migdle Last Name ‘ Title | Login I | Fal
« Fage[l [of0 wx w Mo recards to view

_ EditPerson |

Click “Edit Person” and update the data as
learned in “Create a New User”.

Last Name o
FirstName [ @ B Sounds Like (First or Last Name search only)
Middle Name [ @
S —

[ user Active [ Not User [0 Contact Active (2 Not Contact

Person Search Results. -]

First Name. Middle Last Name Title Login ID Phy
P00 Test portest 505-242
Test Contact Fil Test Contact Last (none} 505555€
TEST Contact Fi TEST Contact Last tnane) 505827
Test First Test Last School Board President 505 555
Test First 1 Test Last 1 Test Title testfirstltestlast! 505939
test] tast2 test tiel test] test2 505

1 4

e« Paga[i Jof} s » iew 1~ 60f 6

[ s




6. Adding and Removing a Contact in OBMS

The following requires an OBMS user role, “Business Manager”.

A user, who does not need a Login ID or Password for OBMS access, may be created and configured as a
Contact for an entity. This bypasses the need to configure roles or funds for a user. The main reason for
this role is to enable Districts to provide all (PED) required contacts, like Title I director, Special Ed

Director, or Federal Program Director, etc..

&;,_, -

| Messaces
| DasHBoARD

NEW MEXICO

Public Education Department @

Budget | BAR | Cash | Actuals | RfR | Reports | Maintenance

| Chance Passworn

Home | Logout | Feedback

Person | Home

Search Person

B —
First Name | @ [ Sounds Like (First or Last Name search only)
Middle Name [ ]
Login ID |
O user Active O Noruser O contact Active O ot contact
Search
| Person Search Results (-] |
First Name |  Middle Last Name Title Login ID | Phe

- Pagamnfﬂ ol 10w

No records to view |

Edit Person ‘I Add Person I

A user may be created and
configured as a Contact in
for an entity who does not
need a Login ID or
Password for OBMS
access. This bypasses the
need to configure roles or
funds for a user.

From the home page, click
Maintenance, then Person,
on the top right corner.

Click Add Person



Person | Home

Search Person

| Add Person
IFirsl Name Jason I\:,
Middle Name @
ILasl Name Garcia v
Title | Contact Example | L
| Phone |5051234567 |
Cell Phone ‘ <
I Email ‘lason,Garcia@Example,cm v

Create User:
Modify User:
Duplicate User:

Users that report to this user:

Create Date:
Modify Date:

Cancel

I Save I

Person | Home

Search Person

Edit Person: Jason Garcia

First Name
Middle Name
Last Name
Title

Phone

Cell Phone
Email

Create User:
Modify User:
Duplicate User:

ason L

|

W
"
[ComacErampie ] ¢
a0

L

|

Jason_ Carcia@Example col| &

Users that report to this user:

Business Manager Create Date 11/07/2023
Business Manager Modify Date: 11/07/2023
| Delete || Save H Cancel

Add Login: Jason Garcia

Add Contacts: Jason Garcia

10

Enter the 4 mandatory
fields: First Name, Last
Name, Phone, and Email,
then click Save.

Enter a Title which
explains to PED the
fuiictioin of this coiitact,
e.g. Federai Frogram
Director, Special Ed
Director, Title I director,
Program Manager Family
Income Index, State
Program Director, School
Board President, NOVA
Coordinator, etc..

Click “Save”

Click on “Add Contacts” at
the bottom of the screen to
expand it.



Select Entity

Entity Name
.AEbuqueruue Institute for Math and Science
.Coral Community Charter
.Midd\e College High School
|NM School for the Blind and Visually Impaired
.ﬁobert F Kennady Charter

Ruidoso Municipal Schoals

Active Contact Assignments

Edit Contacts: Jason Carcia

Select Contact Type

Type I Activation
BAR
IEntit\d staff 111/7/2023 I
RfR
Save

DeActivation

Cancel

Edit Contacts: Test First | Test Last 1

Select Entity

E1:iq; Name
15t Choice Enrichmant Programs
.2‘. st Century Public Academy
RSQ Charter Acadamy
.R&'J\'DANT LIFE SCHOOL

Academia de Lengua y Cultura

..'lcadem',' .f:;r Tech& C SHCS

ACATIEMY MOMTERSARL

Active Contact Assignments

Select Contact Type

Type I Acsivation DeActvatian
A ”3#? |
. |Entity Staff, |12,/26/2023 W12/26/2023 | |
ar |
v
[ Save [ Cancel |

11

Select the entity you wish
to assign, then enter an
activation date for Entity
Staff, then click save.
Note: Business Managers
can only create a contact
for entities the BM has
assigned to their role.
Once saved, the Entity and
Contact Type will display
under “Entity Staft”,
Activation.

To remove someone as a
contact, search for the
person like you learned
before, select the person,
and click on “Add
Contract.” Enter a date in
the DeActivation box and
save.



‘Add Contacts: Test First 1 Teat Last | The Contact is removed
from the entity.
Select Entity Select Contact Type
Entity Name Type Activation DeActivation

15t Choice Enrichment Programs - ||BAR
21t Century Public Academy . Entity Staff  |12/26/2023 12/26/2023
AZD Charter Acadanty RFR
ASUNDANT LIFE SCHOOL
Arcademia de Lengua y Culturs
Academy for Tech & Classics =
ACADEM MONTTISANL
Active Contact Assignments

N

-

- e

12



7. Personnel Reports

OBMS has several “Personnel Reports™ allowing users to verify personnel OBMS data.

NEW M? Xico . i
Public Education Department |

Budget | BAR | Cash | Actuals | Rfi | | Reports | Maintenance]

Home | Logout | Feedback

NEW MEXICO

FUbiGC Echeniion Diparment |

|t

BAT | Budg | Cash | Actuals | RfR | Home|
|

7.1. User Role by Entity Report

NEW M?X Ico i
Public Education Department

BAT | Budget | BAR | Cash | Actuals | RfR | Home

Click on Reports

Within the Personnel Reports several
reports exist.

Select the report.
Choose the entity.

Download the data to EXCEL or PDF to see all
data immediately.

| e J (e This report provides all users configured for the

——

4 < h_Jez D O © | [ox v =)
User Roles By Entity

Email

1st Choice Enrichment Programs

: (none)
Sean Turner 505 7/21/2023
Project Manager sean.tumer@respec.com

7/21/2023

Supervisor: (none)
Benjamin Martinez 505-883-2727 Ext3406 8/5/2018 8/5/2018
Auditor PEDDemoNDﬁfy@r:ﬁpeLcnm
Jonathan Mckee 505-833-2727 ext3429 8f5/2018 8/5/2018
Auditor PEDDemoNotify@respec.com
Abigail Tellez 505-883-2727 ext3801 8/5/2019 8/5/2018

Muditor PEDDemoNotify@respec.com

Supervisor: (none)
Jonathan Mckee 505-833-2727 ext3429 8/5/2018 8/5/2018
Auditor PEDDemonify@r:ﬁpef_cnm
Abigail Tellez 505-883-2727 ext3801 852019 8/5/2018
Auditor PEDDemoNotify@respec.com
Benjamin Martinez 505-883-2727 Ext3406 B/5/2019 8/5/2019
Buditor PEDDemoNotify @respec.com

Supervisor: (none)
Milagros Bernardo 505-309-2363 3/26/2021 2/18/2022
Financial Coor:ﬁnator_ PEDDemon:fy@rgspec.cnm

13

entity. It is recommended that you verify this
report at least once a year to ensure that the
User Marme: Phone : Role users of your entity are configured properly.



7.2. Entity Contact List Report

_ Select the report.
Public Education Department

Choose the entity.

Reports | BAT | Stat Book Reports | Budget | BAR | Cash | Actuals | RfR | Home

Download the data to
EXCEL or PDF to see

P —— - | (o] 1 data ; diatel

g < 0 af2 > il O ® 100% v m =] Find | Next a ata 1mmediate Y‘

Entity Contact List

ity Lmttme FistHame. Miide: | T e e The report shows all of
Name Activated Inpate  InName
ABQ Charter Acad Abrah: E Auditor (214) 290~ PEDDemoNlotif 8§/17/2015 View Onh j Jbrah: h - f d
arter Academy raham ames - [ y@re:pmw e Only jamesabraham t e entlty conf1 gure

ABQ Charter Academy Acosta Amanda Capital Accountant 505-842-4625 PEDDemoNotif  12/18/2018 District Fiscal 7/13/2023 amandaacosts
y@respec.com Manager d

ABQ Charter Academy Alison Bryan Capital Accountant 505-842-4607 PEDDemolotif  12/18/2018 District Fiscal 7/13/2023 bryanaliison USEers an ContaCtS-
y@respec.com Manager

7.3. Fund Contact List Report

The fund contact list identifies the PED personnel able to help about specific fund questions.

Select within the
Personnel Reports,
NEW MEXICO

Public Education Department ¥ o ‘I;USZf,S in Roles by
T e BT und”.

Reports | BAT | Stat Book Reports | Budget | BAR | Cash | Actuals | RfR | Home Pick the UCOA FY

— — - n
| Personnel Reports. ;&Users In Roles by Fund v!
s Pick the Fund.
" PED Uniform 2023-2024 VI Fu | 24106-Entitlement IDEA-B wvi || View Report
Accounisg |
K< b Jev > ™ 0|8 x| By & Finc | text Click on “View Report”.

Users in Roles by Fund
PED Uniform 2023-2024 Look for the PED

| |Role User Name | Titte Phone Email

it Eaiemment| YA ] employee you want to
Fund Supenrjsor \Grace Garcia Depuhjr Dlrectc-ar. 505-827-3848 PEDDemoNou.ﬁr@respec.com COl’ltaCt. Let lt be an RfR
Fund Supervisor  §Raguel Teets Financial Specialist 505-827-6608 PEDDemolotify@respec.com
Fund Supervisor  valerie M. Padilla Director Fiscal Grants  505-827-7353 PEDDemoNotify@respec.com questions (Fund Analyst’
Share Clerk {Gabriella Flores Finandial Specialist '505-827-3893 PEDDemoNotify@respec.com
Share Clerk losephine Quintana  Finandial Spec AQ-A 505-827-7344 PEDDemoNotify@respec.com Share Clerk, Fund
Share Clerk ‘alerie M. Padilla Director Fiscal Grants 505-827-7353  PEDDemoNotifyErespec.com . .
Fund Anakyst bosephine Quintana  Financial Spec A0-A 505-827-7344  PEDDemaNotifyBrespec.com SupCerSOI', F lscal Clerk)
Fund Analyst ‘zlerie M. Padilla Director Fiscal Grants 505-827-7353 PEDDemoNotify@respec.com T
Fiscal Clerk Flor Sandoval Finandial Spedalist 505-827-4637 PEDDemolotify@respec.com Or a programmatlc
Fiscal Clerk iCabriella Flores Financial Specialist 505-837-3893 PEDDemaNotify@respec.com questions hke allowable
Fiscal Clerk [Faquel Teets Financial Specialist '505-827-6608 PEDDemoNotify@respec.com .
Fiscal Clerk alerie M, Padilla Director Fiscal Grants | 505-827-7353  PEDDemoNotify@respec.com expendltures (Program
' Program Manager W§Clarissa Perea Financial Coordinator {505 827- PEDDemoNotify@respec.com
3599 Manager).
Program Manager WKaylock Sellers Business Operations 505-827-1459 PEDDemoNotify@respec.com
Specialist
Program Manager W§Sandra Riggs Fiscal Supervisor 505-690-9323 PEDDemolotify@respec.com
' Program Manager QTim Crum Deputy Director 505-470-8573 PEDDemoNotifyErespec.com
Distnct Program  Alma Martinez Secretary 575-234-3300 PEDDemoNotify@respec.com
Manager




