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1. COIN MAIN MENU
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MAIM=-A COIM MAIN MEMNU 1271972006 08:40

EY V.12052006 LOC: 013 OFF: 320 ARLINGTOMN COUNTY

1 SYSETEM MAINTEMNANCE
2 BUDGET REQUEST PROCESSIHNG
3 REIMBURSEMENT PROCESSING

4 PERSONNEL PROCESSING

5 REFPORTS

3 INQUIRY

7 TTF BUDGET REQUEST

8. UPDATE LOCALITYQFFICE INFORMATION

QFTION:

BEROADCAST MESSAGES:

123172004

WELCOME TO THE COIN FPRODUCTION REGIOHN.

F1l=HELF F12=LOGOFF

FIII W .00.1 14-10

Canected to host dtmed.state. va.us [165.176.127.4) (CIPO0GIC)

W CADeats

o Select Option #2 “Budget Request Processing”
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2. Main Menu - Option #2, Budget Request (OLB) Menu

Purpose:

The Budget Request menu is accessed from the COIN main menu. All Budget Request functionality will
be accessed through this menu. A user may choose to view the Permanent Personnel data sorted by Last
Name, or Position Number. The user may also select a starting value whereby the Permanent Personnel
screen will display the record requested or the next record in the sort sequence if the requested record was
not found.

Navigational Path

e Coin Main Menu — Select Option #2, COIN Budget Request

| COMMONWEALTH ATTORNEY's

BT

Db e T O] [ e oy 8 e 4O K e i o )

MCE O COIN BUDGET REQUEST Z2006-12-19 08:40
v 11072006 FY 2008 Loc 013 OFF 320 ARL INGTON COUNTY
QOFFICE COMMONWEALTH ATTORNEY o TRODDEN
BUDGET REQU ¥ MEMU
1 PERMANENT PERSONNEL SORTED BY
LAST MHNAME OR STARTING LAST HAME
P N HUMBER OR ETARTING POSITION HUMBER @ _ _
EMTER FOR SORT ORDER ONLY
ADDITIONAL 2 REQUEST
3. TEMPORARY
4. FULL OR PARTIALLY FUNDED PERSONNEL
OFFICE EXFPENS FUNDING
EQUIFPMENT [EXCLUDING CLERKS)
r RECORD WORKLOAD INFORMATION
UPDATE LOCALITY INFORMATION
9. SPECIAL PR M CERTIFICATION
10 CERTIFY BLDC T REQUEST
11 COMMENTS
(5]
a8 | opTrON __
Sl
gﬁ F1=HELF F3eMENU F4=TOTALS Fla=MAIN
| )

Helpful Hints:

e COIN Budget Request Menu provides access to other related screens
e Locality and office code will be displayed by COIN when you log into the COIN system
e ‘FY’ - The upcoming fiscal year will be pre-filled on your COIN Budget Request Menu
v If you wish to view a prior fiscal years Budget Request, type over the supplied fiscal year

o If the required fields have not been completed, the system will not allow you to certify your Budget [ Deleted: 12/2/2008

Request

' [ Deleted: 421 PM
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Budget Request Menu- continued
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MCEO COIN BUDGET REQ T 2006-12-19 08:40
v 1107 106 FY 2008 Loc 013 OFF 20 ARL INGTON COUNTY

OFFICE COMMONWEALTH ATTORMEY o

TRODDEMN

BUDGET REQUEST MENU

1 PERMANENT PERSONHNEL SORTED BY
LAST MAME ORF STARTING LA

T HAME

PO IOM MUMBER OR STARTING POSITION MUMBER

EMNTER "X" FOR SORT ORDER ONLY

ADDITIOMNAL EMPFLOYEE REQUEST

3 TEMPORARY FERSONMNEL
4 FULL ©OR PARTIALLY FUNDED PERSONNEL

OFFICE EXPEEP FUMDING

EQUIPMENT [(EXCLUDING CLERKS)
7 RECORD WORKLOAD INFORMATION
UPDATE LOCALITY INFOEMATION

9 SPECIAL PROG

M CERTIFICATION

10 CERTIFY BUDGET REQUEST
11 COMMEMNTS
OFTIOHN
Fl=HELFPF F3mMENU F4=TOTALS FlasMAIN

Helpful Hints (Continued):

The “Last Name’ sort is the default sort option if no sort option is selected or no partial entry is found

v' The user may enter an ‘X’ in the ‘Last Name’ sort field to start at the 1% name listed alphabetically
for your office, or

v Tab to the “Starting Last Name’ field and input the Last Name of the employee you choose to start
the sort

v' If a starting point or partial initial selection is selected but not found, the Permanent Personnel
screen will be displayed starting at the next closest record

v Only one sort order option or full/partial starting key may be chosen

Screen selections #2 through #11 are accessed by entering the choice into the “Option” field in the

lower left hand corner of the screen

v Invalid option will result in an error message.

Procedures:

Select an ‘Option” __

v' If Option #1, Permanent Personnel, input *X’ next to the sort order you want to view
‘F’ Function Hot Keys allow back and forth movement between commonly used screens
Press ‘F3’ or ‘F12’ to exit the screen to the COIN Main Menu

[ Deleted: 12212008

' [ Deleted: 421 PM
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3. Option #1, Permanent Personnel

Purpose:

The Permanent Personnel Request Screen is accessed from the COIN Budget Request menu. This screen
allows the user to review and update the Permanent Personnel for the Budget Request. The user may
update the Local Salary, Salary Amount Requested and Class Change. The Compensation Board (CB) may
update Annual Salary, Salary Amount Requested and Class fields. Totals for various fields may be
accessed from this screen.

Navigational Path:

e COIN Main Menu - Select Option #2, COIN Budget Request
e COIN Budget Request Menu — Select Option #1, Permanent Personnel

| COMMONWEALTH ATTORNEY's
5 SHip - EXTRAL X treme [Er=]5e
L DA DSk 00 6] [l % R 06 s ]
MCE1 COIN BUDGET REQUEST 2006-12-15 13:00
T;'" V.11292006 FY: 2008 LOC: %30 OFF: 320 BUENA VISTA CITY
FERMANENT PERSONMEL SORTED BY LAST HNAME
CHG POS SSN LAST MWAME FIRST NAME
ANNUAL LOCAL SALARY AMT REQ SALARY CLASS CLASS
APPROVED SALARY SUBPL ABOVE AMT RED CHAMNGE
ppope  wEem= 2333 HAMM AUSTIN
28447 _ 2958s8 1139 0 28447 AAT
c ooopl  meeEs 1222 WADDELL JEREMY
109385 109385 0 0 109385 ATTY o ___
A
= TOTAL
| ™ 0002
"
 Eictel BOTTOM OF DATA
s
Es F1=HELP F3=MENU F4=TOTALS FS=FIRST FE=LAST F7=PREV F&=HXT Fl2=MAIN
of’m
oEa | 7 :00.4 1125
Canectad to host dtmed. stata, va.us [165.176.127.4) (CIPO0GT0) ays: IDMAS Saved: OO0 MUM AIPM

[ Deleted: 12212008
/
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Option #1, Permanent Personnel

[Sewmwee . imii zaete ___________________________________________________________________________________________ N
N R R e e |
CoOINM BUDGRT RECUEST Z006-1%-318 13:00

L zooE Lo =30 o 120 BURMA YISTA CITY

FPERMAMENT PERSONMNEL SORTED DY LAST HAME

FIRST HMAME

BRELD

FlmHMELE Fa=MERLU Fd=TOTALS FE=FIRST FE=LAST F7=PREV F BT Fila=MAIHN

Helpful Hints:

e  Option #1, Permanent Personnel screens display salaries for all CB funded employees

e  This screen displays each position record for your office
v" If needed, multiple screens will be displayed to view all position records for your office

e If salary adjustments are made to the ‘Salary Amount Requested’, COIN will calculate the difference from the CB
annual salary approved and place the difference in the amount requested above field

e  Personnel changes (CB10s) processed during the time period that the online budget system is available to your
office will automatically update personnel and salary data in COIN
v" The processing of a CB10 could eliminate any salary increase and/or change requests previously entered on

this screen for the affected position if the officer has not yet signed off on the completed budget request

e  The following codes may be listed in the ‘CHG’ data field
v" Blank Space = No CB10 action taken
v’ ‘C’=CB10 Change

o Ifthe type of request entered for the affected position prior to the personnel change is still desired after the
personnel change, the request must be re-entered on the Permanent Personnel screen in Budget Request prior to

sign off by the officer

PROCEDURES:

Annual Approved: Supplied by CB (Can be changed by CB)

Local Salary: Enter the total salary for each position including locality supplement if applicable. If no
local supplement funded press Enter and CB Annual Approved Salary will be used.

Salary Suppl: Calculated for you = Total Locality amount minus the Compensation Board Approved
Salary gives you the salary Supplement

Amt Req Above: Calculated for you = Salary Amount Requested — Annual Salary gives you amount
requested above

Sal Amt Req: Entered by Officer or Compensation Board

Class: Supplied by system

Class Change: Enter the class you are requesting for a salary alignment for the employee currently in this
position.

(Do Not Enter A CB10 For This Request)

e  After all requested data has been entered, press “Enter” to update
e  Press ‘F8’ to proceed to the next screen

e  Press ‘F3’ to exit the screen to the Budget Request Menu [ Deleted: 12/2/2008

e  Press ‘F4’ to display “Totals” for your office

Compensation Board 5
COIN Reimbursement Process User Guide
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4. Option #2, Additional Personnel Request

Purpose:

The Additional Personnel Request Screen is accessed from the COIN Budget Request menu. This screen
will allow the User to Request Additional Personnel. The User may request additional personnel by Class
type.

Navigational Path:

e  Coin Main Menu - Select Option #2, COIN Budget Request
e COIN Budget Request Menu - Select Option #2, Additional Personnel Request

e e o |
F MCE2 COIN BUDGET REQUEST 2006-12-19 O0&8:41
"".‘") V.12142006 FY 2008 LOoc 013 OFF 320 ARLINGTON COUNTY
ADDITIGOMNAL PERSONNEL FEQUEST
CLASS ENTRY HuUM OF TOTAL AMT
LEV SAI FOSITIONS REQ
ATT 1 1
F A z
PEC
ECA 1140
Clin TAL
.l 0004
s BOTTOM OF DATA
s,
= Fl=HELF E MENU F4=TOTALS e *RET Fe A E REWV E TE T E MENU
| —

T e 8 A PO A,

Helpful Hints:

e Complete this section to request additional full-time CB funded positions of a predefined class, or

o  Complete this section to request additional full-time CB funded positions other than a predefined class

e Blank data fields (Class, Entry Level Salary and Number of positions) are provided to enter request for
Additional Personnel other than pre-listed CB classes and/or salaries

e COIN calculates the total amount for each class based on the number of positions requested

o ‘Number of Positions’ fields are required, you must enter a ‘0’ or the number of additional full-time
CB funded positions requested

e Any new positions approved by the General Assembly or any reallocated positions will be allocated by
the Compensation Board in FY09, as they were in FY08, based upon the request and in accordance
with the Compensation Board‘s staffing standards

e Avalid CB Class must be entered; the salary request must be between minimum and maximum of pay [ Deleted: 12/2/2008

band of class requested [D leted: 4:21 PM
/ eleted: 4.
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Option #2 Additional Personnel Request

ADDITIONAL PERSEOMMNEL REQUEST
LEV SAL POSITIONS REQ
-:jF TAL
Bt BOTTOM OF DATA
.ﬂ.ﬁ F1 HELF E ME®NU Fa TOTALS FS FRET F& LAST F7 REV E M E T F1 HMERU
Procedures:

Class: Supplied by CB. If the supplied class is not the class you wish
to add, tab to the blank field under the class column and input
the class code you wish to request. Valid CB Class must be
entered, if unknown, see salary scales in the Appendix.

Entry Level Supplied by CB. If the supplied salary is not the salary you

Number of Positions:
Blank Fields (Other)

Press “F8”to proceed to the next screen

Compensation Board
COIN Reimbursement Process User Guide

| LastUpdated: 12/4/2008,@7:36 AN,

wish to request, tab to the blank field under the ‘Entry Level’
column and enter the salary you wish to request

Enter the number of positions you are requesting

Enter Class, Salary and number of positions requested

Press the “Enter” key after completing the information requested

Press ‘F3=Exit’ to exit the screen to the Budget Request Menu
Press ‘F4’ to display “Totals” for your office

[ Deleted: 12212008

[ Deleted: 4:21pPm
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5. Option #3, Temporary Personnel Fund Request

Purpose:

The Temporary Personnel Request Screen is accessed from the COIN Budget Request menu. The
Temporary Personnel Request Screen allows the user to review or update the total dollar amount requested
for the Temporary Personnel funding in the Budget request.

Navigational Path:

e COIN Main Menu — Select Option #2, COIN Budget Request
e COIN Budget Request Menu — Select Option #3, Temporary Personnel Request

| COMMONWEALTH ATTORNEY's

N L e | _
e CoiN BUDGET FECUEST ZTo08-13-13 08 4%

Mg v r:1az00e rv. 20060 ree: a1y ore 120 ARLINGTON COURTY

TEMPFORARY FERSOHNNEL REQUEST

BASE AMOUNT TOTAL AMOUNT REQUESTED
APPROVED REQUESTED ABOVE BELOW

Helpful Hints:

e  The budgeted amount for the prior fiscal year for Temporary Employee funding is displayed in ‘Base
Amount Approved’ column
e The ‘Total Requested’ data field should reflect your total request needed for Temporary Personnel
funding
v If no additional funds are needed above the ‘Base Amount Approved’, enter the ‘Base Amount
Approved’ as your total request for Temporary Personnel
v If additional or reduced funding is reflected in the ‘Total Request’ data field, the ‘Amount
Requested Above/Below’ will be recalculated
e Check the Base Amt Approved to your Original July 1 Approved Budget to make sure that fund
transfers approved during the current year are not included in this figure, unless the approved

Compensation Board minutes state that this is a Base Budget Adjustment | Deleted: 12/2/2008

| Deleted: 4:21PM
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Option #3, Temporary Personnel Fund Request

F e W W 4—..:1‘:9&' “dlj-«--.:t £ % LA 0 (X [ Al i o

F MCB 3 COIN BUDGET REQUEST o0 1 1 3:4
!’lf"j v.12142006 FY: 2008 LOC: 013 QFF: 320 ARLINGTON COUNTY

TEMPORARY PERSOHNEL REQUEST

BASE AMOUNT TOTAL AMOUNT REQUESTED
APPROVED REQUESTED ABOVE BELOW
a o

=MENU F4=TOTALS Fa=FUNDING F

1 Fi=HELP Fa F1
me. S— S

Procedures:
Base Amt Approved: Supplied by COIN
Total Req: Enter your ‘Total Request” for temporary funding

Amt Req Above/Below: This field will be calculated for you

e Press the “Enter” key after completing the information requested
e Press ‘F3’ to exit the screen to the Budget Request Menu
e  Press ‘F4’ to display “Totals” for your office

[ Deleted: 12212008
/

' [ Deleted: 4:21PMm
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6. Option #4, Fully Or Partially Funded Personnel

Purpose:

The Fully or Partially Funded Personnel screen is accessed from the Budget Request Screen or Temporary
Personnel Screen. Total Funds, Hourly Rate, Class, First Name, Last Name, Fund Source, and Annual
Hours are displayed for a locality.

Navigational Path:

e COIN Main Menu — Select Option #2, COIN Budget Request
e COIN Budget Request Menu — Select Option #4, Fully or Partially Funded Positions

COMMONWEALTH ATTORNEY's

3 SHIP - EXTRA! X treme
Db [ Mew ook Zesson pbons ik

P030.8 dviho B [@les oot s a1 oS gk

MCED COIN BUDGET REQUEST T1/28-2007 14:28
5.
'3 V.01312007 F¥: 2009 LOC: 165 OFF: 772 ROCKINGHAM COUNTY
FULLY OR PARTIALLY FUNDED PERSONNEL PAGE 001 OF 001
(DOES NOT INCLUDE COMF BOARD PERMANENT PERSONHEL )
DEL LAST WNAME FIRST HAME CLAES HOQURLY ANHNL TOTAL -FUND SOURCE -
RATE HOURS FUNDS CB LOC FED OTH
Os TOTAL FUNDS 0
o
Eicel
El
W| F1=HELP F3=EXIT F4=TOTALS F5=FIRST  F&=LST F7=PREV F8=NEXT FlZ=MAIN
o™ E 7001 0903
[ -

[ Deleted: 12212008
/

Cenficted to host dimvez.state. i, us [165, 176027, 4] (CIPOL0G0Y

4 start 180 wrkc - Mcrosct Ouk... | B Commorwrsalth Metor... | M3 D EXTRAY b | G DPAPCA FYOR COIN ..

/[ Deleted: 4:21pPm
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Option #4, Fully Or Partially Funded Positions

5 SHip - EXTRAL X treme [Er=]5e
fpe [t WYew ook Sesson Ophons bk

P030.8 dviho B [@les oot s a1 oS gk

MCED COIN BUDGET REQUEST 11282007 14:28
5
'3 V.01312007 FY: 2009 LOC: 165 OFF: 772 ROCKINGHAM COUNTY
FULLY OR PARTIALLY FUNDED PERSONNEL PAGE 001 OF 001
(DOES NOT INCLUDE COMFP BOARD PERMANENT PERSONKNEL)
DEL LAST WAME FIRST MAME CLASS HOURLY ANNL TOTAL -FUND SOQURCE-
RATE HOURS FUNDS CBE LOC FED OTH
Os TOTAL FUNDS 0
P
Eile
L : . 3 . -
= F1l=HELF F3=EXIT F4=TOTALS F5=FIRST F&=LST F7=PREV FE&=NEXT Fli=MAIN
o™ E 7001 03.-03
[
Confctad to host dRrive2. stats.v.us (165, 176.127.4] (CIPO10G0) ays: ULIT SweediOD00 MM | |

) wr | EER Oraft CA PV COIN ..

Helpful Hints:

e This screen should be used to enter salary information of positions fully or partially funded by the
Compensation Board, the Locality or other sources

e This does not include positions identified as current permanent employees under Option #1, which
may be supplemented by another source

e Upon entry of the required fields, the system will calculate the fund amount for each person and the
total funds for your office

e For each temporary employee for whom reimbursement will be requested from CB approved
temporary personnel funding, last name, first name, class, hourly rate, planned number of hours to be
reimbursed for the fiscal year and the source(s) of funding for the personnel must be provided
v If employee is unknown, key ‘Vacant’ in the ‘Last Name’ data field
v Annual hours cannot exceed 2,080 per individual
v Enter “X” in at least one fund source field
v' ‘X’ may be entered in as many of the Fund Source fields as are applicable for that record

[ Deleted: 12212008

/[ Deleted: 4:21pPm
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Option #4, Fully Or Partially Funded Positions

s Shar - X TRAI X treme

T T —
LD S a0 0 [ [ ey (8 S D[4 0 E 2 d o

F MCBD COIN BUDGET REQUEST 11-28-2007 14:28
| v.o1312007 EBY 2003 LOC 16% OFF: 772 ROCKINGHAM COUNTY

ED |
FULLY OR FPARTIALLY FUNDED PERSONMNEL PAGE 001 OF 001
(DOES MNOT INCLUDE COMP BOARD FPERMANENT PERSOMNEL)
DEL LAST MHNAME FIRST MAME CLASS HOURLY AMNHNL TOTAL -FUND SOURCE -
RATE HOURS FUNDS CB LOC FED OTH

F3I=EXIT F4=TOTALS F5=FIRET FE=LSET F7=PREV FE=NEXT Fl12=MAIN

B Cvaft ca P COIN

Procedures:

Del: Enter ‘D’ to delete entry

Last Name: Enter the employee’s last name; if Vacant, type “Vacant”

First Name: Enter the employee’s first name if known; if “Vacant’ this data
field may be left blank because the system will look for
‘Vacant’ in the ‘Last Name’ data field

Class: Enter the employee’s class (Does not have to be a CB
classification)

Hourly Rate: Enter the employee’s hourly wage rate

Annl Hours: Enter the total number of hours worked annually

Tot Funds: This field will be calculated for you

CB: Enter “X”, if employee is partially or fully funded by the CB
from temporary personnel funds

Loc: Enter “X”, if employee is partially or fully funded by the
Locality

Fed: Enter “X”, if employee is partially or fully federally funded

Other: Enter “X”, if employee is partially or fully funded by other
sources

e  Press the “Enter” key after completing the information requested

e  Press ‘F8’ for next blank page when applicable

e Press ‘F3’ to exit the screen to the Budget Request Menu [ Deleted: 12/2/2008

[ Deleted: 4:21pPm
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7. Option #5, Office Expense Funding Request

Purpose:

The Office Expense Funding Request screen is accessed from the COIN Budget Request menu. The Office
Expense screen allows the user to review or update the total dollar amount requested for the Office Expense
Budget request.

Navigational Path:

e COIN Main Menu — Select Option #2, COIN Budget Request
e COIN Budget Request Menu — Select Option #5, Office Expense Funding Request

COMMONWEALTH ATTORNEY's

" s 1cTRA) X1 rmee

N e T T ey |
MHCBS coliM BUDGET REQUEST 12 19 FI on 43

RB| v 13143006 F¥ 2008 Loc 013 QFF 120 ARLINGTON COUMTY
OFFICE EXFPEMNSE FUNDIMNG REQUEST

[ FORMS AND LETTERS)

HONE {( TAX EXCLUDED)

ITURE AMD EQUIPMEMNT

INCLUDING ASSOCIATION DUES

Helpful Hints:

e The total office expenses for the prior year will be displayed as your ‘Base Amount Approved’

e This screen allows you to request an increase or decrease to your office expense funding or retain the
same amount in the “Total Request” field

e  COIN will recalculate the ‘Amount Requested Above/Below’ based on the ‘Total Request’ entered

o Participation of the Compensation Board in Office Expenses is limited to certain items as provided by
the Code of Virginia (1950), as amended
v Any additions or transfers made during the current fiscal year may be included in the supplied

figures
v Check the supplied amount to the original Compensation Board approved Budget, or approved
minutes for changes affecting the base budget. [ Deleted: 12/2/2008
| Deleted: 4:21PM
Compensation Board 13 '
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Option #5, Office Expense Funding

r o K] [l ey 8 A e 0 GF 2t i w ]}

COiN BUDGET REQUEST 12-12-2006 OB :43
2142006 FY: 2008 LOC: 013 GQFF S e R
QOFFICE EXFPEHNSE FUNDING REQUEST
ETATIONERY OFFICE SUFPFPLIES FEIMNTING (FORMS AND LETTERS
FPOETAGE~-BOX RENTAL TELEFHONE {TAX EXCLUDED)
REFAIRE TO OFFICE FURMNITURE AMD EQUIPMENT
OTHER HMECEESEESARY EXFENSES INCLUDING ASSOCIATION DUES
BASE AMT TOTAL AMT REQ
AFPPROV REQ ABOVE
BELOW
OFFICER AMTS 11 ez o 11823
el CB AMTS
M E, Fi=HELF *a EXIT Fa=TOTALS Fla=MAIN

Procedures:

e Pressthe “TAB” key to go to the next field of entry

Base Amt Approved: Supplied by COIN
Total Request: Enter your ‘Total Request’ for office expense funding
Amt Req Above/Below: This field will be calculated for you

e Press the “Enter” key after completing the information requested
e Press ‘F3’ to exit the screen to the Budget Request Menu
e Press ‘F4’ to display “Totals” for your office

[ Deleted: 12212008
/

[ Deleted: 4:21pPm

/
/
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8. Option #6, Equipment

Purpose

The Equipment Request Screen is accessed from the COIN Budget Request menu. Requests for Equipment
are made by Category and costs are calculated by quantity.

Navigational Path:

e COIN Main Menu — Select Option #2, COIN Budget Request

s st

COIN Budget Request Menu — Select Option #6, Equipment

EXTIAL X treme

(AN NRM= Al

b A AL [ 0 L. W= I Z A | W'

F MCE 4 COIN BUDGET REQUEST 12-19-2006 08:43
?f% V.10262006 EY: 2008 LOC: 013 OFF: 320 ARLINGTON COUNTY
EQUIPMENT REQUEST
SEL CATEGORY A INFO TECHNOLOGY
NEW NEW NEW RPL RPL RFL TOT TOTAL STRESSED
UNIT COST @TY TOT COST UNIT COST QTY TOT COST oTY cosT cCOsT
DESC —
DESC:  ____________________
DESC
o [
| = *
B
et
E=E
i Fl=HLE F3=EXIT F4=TOT Fé=LST Fé=MXT F10=ITEM F12=MAIN
FII 0o 11-09

i 1B9143 Savnd: GODD UM BIGAM

Helpful Hints:

e  The system will calculate the total amount for each equipment item requested and the total amount for
all items for your office

e  These screens allow the user to request Information Technology (IT) equipment items along with the
unit cost and quantity

e NOTE: The Compensation Board may require justification for these items upon review of your budget
request.

[ Deleted: 12212008
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Option #6 Equipment

"1 SHIP - EXTRAI X-treme

DS LS e 00 il [l o oy 8 % 4 O GE £ u?l

F MCE 4 COIN BUDGET REQUEST 12192006 06:43
e
L'%I V.1l0262006 FY¥: 2008 LOC: 013 OFF: 320 ARLINGTON COUNTY
EQUIPMENT REQUEST
SEL CATEGORY A INFO TECHNOLOGY
HEW NEW NEW RPL RPL RPL TOT TOTAL
UNIT COST @TY TOT COST UNIT COST @TY TOT COST oTY cosT cosT
DESC —
DESC:  ____________________
DESC
] 5
B
et
“u F1l=HLP F3=EXIT F4=TOT FE=LST Fe=sMNXT F10=ITEM Fl2=MAIN
o ¥ 00 .7 11-09
e
v

7 b Cvafe 3.2 P07 M.

Procedures:

e  User will select and input the equipment category they wish to request
v Category ‘A’, IT Equipment
v Category ‘B’, Office Equipment
v Category ‘C’, Furniture
e To proceed to your next equipment category, enter in your next ‘SEL CATEGORY”

Desc: List requested equipment or utilize the ‘F1” help function
New Unit Cost:  Enter unit cost of the new equipment requested
New Qty: Enter the quantity here, if this is New equipment not presently owned

New Total Cost:  Calculated

RPL Unit Cost:  Enter unit cost of the replacement equipment requested

RPL Qty: Enter the quantity here, if this is Replacement equipment for existing
equipment being replaced

RPL Total Cost: Calculated

Total Qty: Calculated (New + Replacement)

Total Cost: Calculated (New + Replacement)

Stressed Cost: Calculated (See Operating Manual)

e  Press the “Enter” key after all information has been entered

e Press ‘F8= Next’ key to proceed to the next screen if additional screens are needed for your equipment
request

e Press ‘F3 = Exit’ to exit the screen to the Budget Request Menu

e Press ‘F4’ to display “Totals” for your office [Deleted, 121212008
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Option #6, Equipment

COMMONWEALTH ATTORNEY's

Category A — Information Technology (It) Equipment

. N T e I T
e e ST e oE=T T3 3
Ey | IR ¥ L 13 ars BL INGTON b
EQUIPMENT RECUEST
ET rEGe o] INFO TECHNOL
o MW MW - F L P RPI aT TOTAL TR ¥
UMIT cosT Of ToT 1 BT r oot roT o 1 T
DEsC ==
o
o
ol
i
=
. . e FImEXIT Fd=TOT v v INT FlO=ITEM F1awMAIN
A—

Help Pop-Up Screens - Within Alpha Data Fields (Resgportal Only)

e Utilize ‘F1= Help’ in any blank data field if you need help with a COIN data field
Utilize ‘F3 =EXxit’ to close the help window

e Utilize ‘F7 = Previous’ to move to the previous screen
e Utilize ‘F8= Next’ to move to other listed equipment categories
e Ultilize ‘F17 = Substitute Value’ (‘Shift + F5”), to replace a blank field with a selected value within

the help screen. Using your arrow keys, place the curser under the 1% position of your selection and
press F17.

s im0 Nl [le e o C8 S lde ot o ke i o v )
COIN BUDGET RBEOUEST 13- 152006 OB 4

Py a2ooe Loc Bta oFyF 120 ARL INGTON COUNTY
EQUIPFMENT REQUEST
SEL CATEQORY A INFO TECHHOLOGY
MW [EFEIN) W FL RPI BT TaT TOTAL TRI !
UMIT =T OTY TOT COST UMIT Ot T T TOT ST oT T T

ColN HELP

EQUIPMENT ITEM

[ Deleted: 12212008
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Option #6, Equipment
COMMONWEALTH ATTORNEY's

Category B — Office Equipment

i o 0 2 o] [ e oy 8 M DR O SF £2 ot o
M 4 COIN BUDGET REQU

1271922006 a8 4%
V., 10262006 FY 2008 LOC: 013 OFF 320 ARLINGTON COUNTY
EQUIFPMENT REQUEST
EEL CATEGORY B OFFICE EQUIPMNT
HEW HEW HEW EPL RPL EFL TOT TOTAL STRESSED
UNIT COST @TY TOT COST UNIT COST @TY TOT COST QTY COST COST
DE=SC iy S st o ST
DESC: _____
DESEE i R e e
fet|
Fl=HLP F3I=EXIT F4=TOT F5=FRST F6é=LST F7=PRV F8=NXT Fl0=ITEM Fl2=MAIN
[ ™ 100 4 11-09

MCB4 COIN BUDGET REQUEST 121322006 a8 4%
Vv.10262006 FY 2008 LOC: 013 OFF: 320 ARLINGTON COUNTY
EQUIFPMENT REQUEST
SEL CATEGORY (= FURNITURE
MEW MEW HEW RFPL RFL RFL TOT TOTAL ETRESSED

UMIT COST QTY TOT COST UNIT COST OTY TOT COST oTY COST COST

DESC ————————————

DESC ! oo

DESC -

Fl1=HLF FIi=EXIT F4=TOT FH=FRST FE6=LST F7=PRV Fa8=NXT F10=ITEM Fi2z z
ZEN ) o001 09

[ Deleted: 12212008
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9. Option #7, Record Workload Information

Purpose:

The Record Workload Information menu is accessed from the Budget Request menu.

Navigational Path:

e COIN Main Menu- Select Option #2, COIN Budget Request
e COIN Budget Request Menu- Select Option #7, Record Workload Information

| COMMONWEALTH ATTORNEY's
3 SHIP - EXTRAL X treme [N
L DOk 0 et s iR o s e is e )
MCEH =] COIN BUDGET REQUEST 12/19/2006 08:45
e 5e,

3-' V.10042006 FY: 2007 LOC: 013 OFF: 320 ARLINGTON COUNTY

RECORD WORKLOAD INFORMATION - ANNHNUALLY
FISCAL YEAR 2002 2003 2004 AVG
FELONY DEFENDANTS o o 1] a
SENTENCING EVENTS [i] [v] 1] 0

I HAVE REVIEWED THE SENTENCING EVENTS AND FELON DEFENDANT DATA LISTED HEREIN,
WHICH IS USED AS THE BASIS TO DETERMINE COMPENEATION BOARD STAFFING DUE IMN MY
JFFICE . I CERTIFY TO THE BEST OF MY KHNOWLEDGE AND BELIEF THAT THIS DATA
IWCCURATELY REFLECTS THE NUMBEER OF SENTENCING EVENTS AND FELON DEFENDANTS FOR MY
LFFICE FOR THE TIME FERIODS DISPLAYED. IF I DO WMOT CERTIFY THAT THIS DATA
IWCCURATELY REFLECTS THE NUMBEFR OF SENTENCING EVENTS OR FELON DEFENDANTS FOR MY

PDFFICE. I HAVE OR WILL DETERMINE THE CAUSE OF THE INCORRECT DATA AND TAKE

L > K
] APPROPRIATE STEPS TO CORRECT IT.
| ™ (YES OR HO)
Eicel
El
F1=HELP F3=MENU F8=NXT Flz=MATH

1 CADrafts T et 3 capy

Enter “YES” or “NO” in response to the correctness of workload data

[ Deleted: 12212008
/
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Option #7 Record Workload Information

Staffing Standards

In determining the allocation of additional positions, the Compensation Board considers the
following criteria:

1.

1.

The position (or positions) must be requested by the Commonwealth’s Attorney as part of the
Compensation Board’s annual budget request process.

The basis of the request must be only the statutorily prescribed duty of the prosecution of
felonies.

Funds and positions must be appropriated by the General Assembly.

The Compensation Board will use the staffing methodology and weighted three-year average
workload criteria, developed by VACA to determine the appropriate level of Compensation
Board-funded assistant Commonwealth’s Attorneys for each office requesting additional
positions.

The Compensation Board shall determine the number of additional positions to be allocated
to any one office based upon criteria 1-4, inclusive, and additional positions shall be allocated
in the order of percentage of need. Offices with the highest percentage of need will receive
positions first. The percentage of need is determined by calculating the percentage that the
number of additional positions needed is to the total number of current positions.

The staffing methodology for positions in the Commonwealth’s Attorney’s
offices was developed by VACA and adopted by the Compensation Board.

The formula calculates the sum of a three-year average of felony defendants plus a three-
year average of sentencing events, resulting in an average total workload figure. The
workload figure is divided by a specified factor that has been devised to take into account
economics of scale in larger offices, with the result being the total number of attorney
positions due in the office.

The methodology includes the following data elements.

e A 3-Year Average Felony Defendants Data is the average of the number of felony
defendants in the Circuit Court for each locality for the three most recent calendar years,
as reported by the Supreme Court.

e A 3-Year Average Sentencing Events Data is the average of the number of felony
sentencing events in the Circuit Court for each locality for the three most recent fiscal
years, as reported by the Virginia Sentencing Commission.

e The Current FTE Attorney Staffing is adjusted to reflect the salary amounts reduced as a
result of FY04 budget reductions. The annualized amount of FY04 budget reductions is
divided by the most recent average salary of a Compensation Board-approved attorney
position to determine an equivalent FTE adjustment. This FTE adjustment is subtracted
from the total number of current Compensation Board-approved attorneys to determine
the total number of Compensation Board-funded attorneys.

Offices are grouped based on the size of the office (determined by the average total workload
figure), and assigned an escalating workload factor assuming economies of scale.
Compensation Board funded assistant Commonwealth’s Attorneys who are part-time (i.e.,

eligible to engage in private law practice) are to be considered as 0.5 of a FTE position for [Deleted: 12/2/2008

staffing standards purposes, instead of 1 FTE position. [Demted: 4:21 PM

Compensation Board 20
COIN Reimbursement Process User Guide



CONSTITUTIONAL OFFICER’S INFORMATION NETWORK (COIN) USER’S GUIDE

Option #7 Record Workload Information

Office Range of Workload Totals per office size Factor
Size (AVG Defendants + AVG Sentencing Events)
Super 3,000 + 125
Large 1,000 to 2,999 100
Mid 300 to 999 84
Small 0 to 299 70

The formula is as follows:

# Attorneys = Workload Total (3-Yr AVG felony defendants + 3-Yr AVG sentencing events)
Factor

Amendments on January 16, 2005 recommended by VACA and approved by the Compensation
Board changed “...most recent calendar years...” of sentencing events to “...most recent fiscal
years...” and consider the effect of FY04 budget reductions on salaries by reducing the current
FTE attorney positions by the FY06 un-restored salary reduction in each office.

Paralegal and Administrative Positions - In determining the allocation of additional positions,
the Compensation Board considers the following criteria:

1.

The position (or positions) must be requested by the Commonwealth’s Attorney as part of the
Compensation Board’s annual budget request process.

Funds and positions must be appropriated by the General Assembly.

The Compensation Board will use a staffing standard which establishes the appropriate level
of administrative staff support at one administrative support position for every two
Compensation Board-funded Commonwealth’s Attorney and/or assistant Commonwealth’s
Attorney positions.

The Compensation Board will use a staffing standard which establishes the appropriate level
of paralegal staff at one paralegal position for every four (4) Compensation Board-funded
Commonwealth’s Attorney and/or assistant Commonwealth’s Attorney positions.

The Compensation Board shall determine the number of additional positions to be allocated
to any one office based upon criteria 1-4, inclusive, and additional positions shall be allocated
in the order of percentage of need. Offices with the highest percentage of need will receive
positions first. The percentage of need is determined by calculating the percentage that the
number of additional positions needed is to the total number of current positions.

( Deleted: 121212008
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10. Option #8 - Update Locality Information

Purpose:

This screen will be displayed when ‘Option #8, Update Locality Information’ is selected on the Budget
Request Menu. This screen is available for updating the locality address, phone, and fax numbers. It is
also used to advise the Compensation Board staff of appropriate contacts for questions regarding the budget
request, personnel processing, and reimbursement processing.

Navigational Path:

e COIN Main Menu — Select Option #2, COIN Budget Request
e COIN Budget Request Menu — Select Option #8, Update Locality Information

I3 S - DXTRAL X treme EI=]%)

SR s = o N T L L e B W el e o S |

MCS2 COIN BUDGET REQUEST 11/28-2007 10:54
'.'.;‘ V.02262007 FY: 2008 LOC: 001 OFF: 772 ACCOMACK COUNTY
UPDATE LOCALITY- OFFICE INFORMATION
TITL: COMMONWEALTH ATTORMEY OFFR: GR AGAR
ADDR: COMMONWEALTH ATTORNEY F O BOX 56
CITY: ACCOMACK ST: WA ZIP: 23301 — 0056
TELE: 7577872877 EXT: 00000 FAX 7577878064 EXT: 00000
CONTACT INFORMATION FIRSET MNAME I LAST MAME SFX
BUDGET. . .. SCBAMS1 MAUREEN SHARPE
EMAIL: COMMATTRINTERCOM . HNET
TELEPHONE: 7577872877 EXT: 00000 “UPDATEABLE JAN-JUN
PERSOMMEL . .. .: SCBAMS1 MAUREEN SHARPE
EMAIL: COMMATTBINTERCOM. MET
TELEPHONE: 7577872877 EXT: 00000
REIMBURSEMENT : SCBAMS1 MAUREEN SHARPE
EMAIL: COMMATTEINTERCOM.MNET
.| TELEPHOMNE: 7577872877 EXT: 00000
(e ##xxxs PLEASE UPDATE CONTACT INFORMATION ONLY IF LOGON IS ASSIGNED TO You
Iﬁ #awwrs CONTACT COMFENSATION EBOARD IF NEW/ADDITIONAL LOGONS ARE NEEDED
|
EE
ﬂ Fl=HELF F3=MENU Flz=MAIN
AWI' w100 .2 06-09
Caracted t host dims2 it s [165.176.127.3) (CI061E) Kios: SUILG Sodi G0 MM DAUAM

.4 start 180 ko - B Commoreasth Attir...
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Option #8 Update Locality Information

3 SHIP - EXTRAL X treme [N

P030.8 dviho B [@les oot s a1 oS gk

MCE2z COIN BUDGET REQUEET 11-28-2007 10:54
gﬁ" V.02262007 FY: 2008 LOC: 001 OFF: 772 ACCOMACK COUNTY
UFDATE LOCALITY~- OFFICE INFORMATION

TITL: COMMONWEALTH ATTORMNEY OFFR GR AGAR

ADDR: COMMONWEALTH ATTORHNEY F O BOX 56

CITY: ACCOMACK ST VA ZIP: 23301 - 0056

TELE: 7577872877 EXT: 00000 FAX TR77878064 EXT: 00000

CONTACT INFORMATION FIRSET MNAME I LAST MAME SFX

BUDGET. ... SCBAMS1 MAUREEHN SHARFPE

EMAIL: COMMATTRINTERCOM . HNET

TELEPHONE: 7577872877 EXT: oD0O0OD "UPDATEABLE JAN-JUN

PERSONNEL . ... : SCBAMS1 MAUREEHN SHARFPE

EMAIL: COMMATTBINTERCOM NET

TELEPHONE: 7577872877 EXT: 00000

REEIMEBEURSEMENT : ECBAME1 MAUREEHN SHARPE

EMAIL: COMMATTRINTERCOM.NET

TELEPHOMNE: 75778723877 EXT: 0Do0ODD
A #wwxwx PLEASE UPDATE CONTACT INFORMATION ONLY IF LOGON IS ASSIGHED TO YOU
e
Fts #ewxxx CONTACT COMFENSATION BOARD IF NEW-ADDITIONAL LOGONS ARE NEEDED
Ié.
8.
:. Fl1=HELF F3=MENU Flz=MAIN

T 0e~09

 WUILG Sheedi G0 MM DAUAM
rscrwreskh ARLGH.. =} ora B 0 wam

Helpful Hints:

e Enter the SCB USERID of the person completing the specified task, then depress the “Enter” key to
auto-fill the name associated with this USERID

o Data fields on the Update Locality Information screen must be completed before Certifying the Budget
Request

e Itis very important that we obtain the name of the person we can contact if we have questions
regarding your Budget Request

e Screens will time out after 15 minutes of inactivity.

e Budget Contact- office contact for current budget request submission

e Personnel Contact- office contact for personnel questions (CB10s)

e Reimbursement Contact- office contact for reimbursement information

e  These contacts may be the same or different employee(s)

e Cannot update any contact information fields until the SCB USERID is entered

[ Deleted: 12212008
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Option #8 Update Locality Information

"5 s - X THRAL X treme

Lo S dono Bl[Fe o 88 00 0w s ]

F MCS 2 COIN BUDGET REQUES 1 5-2007 10:54
ﬁ V.02262007 FY 2008 LOC 001 OFF 772 ACCOMACK COUNTY
UPDATE LOCALITY~ OFFICE INFORMATION
TITL: COMMONWEALTH ATTORMNEY OFFR: GR AGAR
ADDR: COMMONWEALTH ATTORMEY P O BOX 56
CITY: ACCOMACK ST: VA zZIp: 1 LY
TELE: 7577872877 EXT: 00000 FAX 7577878064 EXT! 00000
COMTACT INFORMATION FIRST MNAME I LAST MAME SFX
BUDGET SCBAMS1 MAUREEMN SHARPE
EMAIL: COMMATTRINTERCOM MNET
TELEPHONE: 7577872877 EXT! 00000 *UPDATEABLE JAN-JUN
PERSONMEL MAUREEHN SHARPE
EMAIL: COMMA’ MET
TELEFHONE: 757 EXT: 0D00DO
REIMEURSEMENT: SCBAMS1 MAUREEN SHARPE
EMAIL: COMMATTRINTERCOM NET
i TELEFHOMNE v B7Ta8sTT wnT 00000
G| oo \SE UFDATE CONTACT INFORMATION ONLY IF LOGOM IS ASSIGNED TO YOU
s—;l‘t ------ CONTACT COMPENSATION BOARD IF NEW-ADDITIONAL LOGONS ARE NEEDED
Jai
% F1=HELP F3=MENU F12Z=MAIN
S
-

Procedures:

This screen can be used to change address, phone and fax numbers for your office. To change the
information currently displayed on the screen type over the information and depress the “enter” key. You
will receive an update confirmation message.

1. Press the “TAB” key to move to the desired field.

2. Enter the following information to update the locality information

Title: For display purposes only.

Officer Name: For display purposes only.

Address: Enter the correct mailing address for your office.

City: Enter the correct City for your mailing address.

State: Enter the correct State for your mailing address.

Zip: Enter the correct Zip code for your mailing address. If the last

4 positions of the zip code are not known, you may leave this
field blank.

Telephone: Enter the Correct Phone number for your office.

Fax #: Enter the Correct Facsimile number for your office.

3. Press the “ENTER” key, when you have corrected or completed the information requested

4. Enter the following contact information for the budget contact, personnel contact, and reimbursement
contact: (if the contact information is the same for all, enter only one-time)

a. Type the contact’s SCB USERID on top of the word ‘LOGONID’ and press the ‘Enter’ key, the
name for the SCB USERID will appear (Cannot update any contact information fields until the
SCB USERID is entered)

b. Enter the email address and telephone number for the contact
c. Press the ‘Enter’ key, when you have entered the information requested
5. Press ‘F3 =EXxit’ to exit the screen to budget request menu
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11. Option #9, Special Program Certification

Purpose:

The Special Programs Certification screens are accessed from the COIN Budget Request Menu. These
screens are used to certify that you or your employees are eligible to receive or maintain a 9.3% salary
increase.

Navigational Path:

e COIN Main Menu — Select Option #2, COIN Budget Request
e COIN Budget Request Menu — Select Option #9, Special Program Certification

Procedures:

e Read through each Special Program Certification Screen and if you comply with the program criteria
as stated
v Enter Officer’s Approval User-ID
v List employees that qualify, or will qualify in FYQ9, in the Career Development Programs

"s Srimr - EXTIAL X Arome

LoDy ) e e o 0 o [0 [ e ey 8 S O SO G e ok af )
F MDBES - B COiN BUDGET REQUEST 12-19-2006 0B8:46
"""'l" V.11212006 FY: 2008 LOC: 013 OFF 120 ARLINGTON COUNTY
CAREER DEVELOPMENT CERTIFICATION MENU
1 CAREER PROSECUTOR PROGRAM
JUVENILE JUSTICE CERTIFICATION
GANG FROSECUTOR FPROGRAM

e Option 1 Career Prosecutor Program (available to all offices)
e Option 2 Juvenile Justice Certification (displayed if office has a juvenile justice program)
e Option 3 Gang Prosecutor Program (displayed if office has a gang prosecutor program)

[ Deleted: 12212008
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Option # 9 Special Program Certification

Option # 1 Career Prosecutor Program

Screen 1 of 5

| AWEW= Lo

: = R O 2
HMCCH-A COIN BUDGET REQUEST 11-28-2007 1%:09
¥.11072007 FY: 200% LOC: 013 OFF: 772 ARLINGTON COUNTY

CAREER PROSECUTOR PROGRAM

I HEREBY CERTIFY THAT THE CAREER DEVELOFPMENT FLAN FOR ATTI AND JATTI
ASSISTANTS CURRENTLY IN EFFECT FOR THIS OFFICE MEETS THE MINIMUM CRITERIA FOR
SUCH FPLANS AS ESTABLISHED BY THE COMPENSATION BOARD AND INCORPORATES THE
FOLLOWING CRITERIA

A CERTIFICATION OF PARTICIPATION IN AN EMPLOYEE EVALUATION PLAN MEETING
THE MINIMUM CRITERIA ESTABLISHED BY THE COMPENSATION BOARD:

B. COMPETITIVE SELECTION PROCESS IN WHICH THE COMMONWEALTH ATTORMNEY MAKES
THE FINAL DECISION REGARDING SELECTION:

c MIMNIMUM LENGTH QF SERVICE REQUIREMENT OF THREE YEARS AS AN ASSISTANT
COMMONWEALTH 'S ATTORMNEY IN VIRGINIA:

D JOB PERFORMANCE INCLUDING TWO EVALUATIONSE WHICH MEET ABOVE AVERAGE
RATINGS AND NO VIRGINIA STATE BAR DISCIPLINARY ACTION IN THE FPAST THREE
YEARS

F8 TO PROCEED TO CERTIFICATION
F1=HELF F2=ATH BDG F3I=MENU F4=TOTALS FS%=FIRST F&6=LAST F7Y=PREYV F2=HEXT F1l2=MAIN

7 00,1 06-02

Screen 2 of 5
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_LMCCH-é COIN BUDGET REQUEST 11-28-2007 15:09
V.11072007 FY: 2009 LOC: 013 OFF: %72 ARLINGTON COUNTY

CAREER PROSECUTOR FPROGRAM

I HEREBY CERTIFY THAT THE CAREER DEVELOFMENT FLAN FOR ATTI AND JATTI
ASSISTANTS CURRENTLY IN EFFECT FOR THIS OFFICE MEETS THE MINIMUM CRITERIA FOR
SUCH PLAMNS AS ESTABLISHED BY THE COMPENSATION BOARD AND INCORPORATES THE
FOLLOWING CRITERIA:

E. ADDITIONAL EDUCATION REQUIREMENTS OF FORTY HOURS ABOVE THE MIMNIMUM
VIRGINIA STATE BAR MCLE CREDITS IN THE LAST THREE YEARS PRECEDING
SELECTION. AND EDUCATIONAL REQUIREMENTS ABOVE MIMNIMUM VIRGINIA STATE BAR
MCLE REQUIREMENTS HAVE BEEN ESATEBELISHED TO MAINTAIN CAREER FROSECUTOR
STATUS :

F. A PROCEDURE FOR THE REMOVAL OF ASSISETANTS FROM THE CDPF FOR INADEQUATE
JOB FERFORMANCE, DISCIFPLINARY ACTION, A WVIRGINIA STATE BAR DISCIFLINARY
ACTION OR FAILURE TO MAINTAIN MINIMUM ADDITIONAL EDUCATIOHNAL
REQUIREMENTE :

G. EQUAL OFFORTUNITY FOR ALL ASSISTANTS:
F& TO FPROCEED TO CERTIFICATION
F1=HELF F2=ATH BDG F3=MENU F4=TOTALS FS5=FIRST F&6=LAST F7=FREV FE8=NEXT Fl2=MAIN
0l1-01

[ Deleted: 12212008
/

| Deleted: 4:21 Pm
’y

Compensation Board 27 y
COIN Reimbursement Process User Guide I

| Last Updated: 12/4/2008 @7:36 AM, )



CONSTITUTIONAL OFFICER’S INFORMATION NETWORK (COIN) USER’S GUIDE

Option # 9 Special Program Certification

Screen 3 of 5

GHe K Wew ok Gesson Optons leb

iDR08 4000 [W#e a0 & b3 o gz e]

[ .MCCH-C COIN BUDGET REQUEST 11282007 15:10
V.11072007 FY: 2009 LOC: 013 OFF: 772 ARLINGTON COUNTY

CAREER FPROSECUTOR FROGEAM

I HEREBY CERTIFY THAT THE CAREER DEVELOPMENT PLAN FOR ATTI AND JATTI

ASSISTANTS CURRENTLY IMN EFFECT FOR THIS OFFICE MEETS THE MIMNIMUM CRITERIA FOR

SUCH PLANS AS ESTABLISHED BY THE COMPENSATION BOARD AND INCORFORATES THE

FOLLOWING CRITERIA:

H. STATEMENT OF FURPOSE:

I. SCOFE OF THE FLAN:

J. UNDERSTAMNDING OF EMPLOYMENT STATUS AS AN ASSISTANT COMMONWEALTH'S

ATTORMNEY :

K. ADDITIONAL COMPENEATION:

F& TO PROCEED TO CERTIFICATION
Fl=HELF F2=ATH BDG F3=MENU F4=TOTALS F5=FIRST F&6=LAST F7=FREV F&=NEXT Fli=MAIN

F]II @001 01-01
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Option # 9 Special Program Certification

Screen 4 of 5

3 SHIP - EXTRA! X treme

D [t vew Tosk Sesson Optons b
(0B 0.84&0n0 W@Es -0t & MG oS e e]

MCCH-F COIN BUDGET REQUEST 11-28-,2007 15:10
Sies
..E V.11072007 F¥Y: 2009 LOC: 013 OFF: 772 ARLINGTON COUNTY

CAREER PROSECUTOR FROGEAM

THE FOLLOWING ATTI AND JATTI ASSISTANT(S) IN THIS OFFICE IS-ARE EXPECTED TO

MEET ALL CRITERIA FOR SELECTION AS CAREER PROSECUTOR QN THE DATE(S) SHOWN
DATE OF

FOS . LAST WAME FIRST MNAME SELECTIOQN

________________________________________ MM ~» DD ~ Y¥YYY
MM ~» DD ~ YYYY
TYYY

-
MM » DD » ¥YYYY
s

MM .~ DD

MM .~ DD YYYY
MM ~ DD » ¥Y¥YYY

MM ~ DD »~ ¥YYYY

MM ~ DD ~ YY¥YY

________________________________________ MM ~ DD » YY¥YY¥Y

i MM ~ DD ~ YY¥YY
s

T MM ~ DD » YY¥YY¥Y

ﬂ MM ~ DD ~ ¥YYYY

F& TO PROCEED TO CERTIFICATION
Fl=HELF F2=ATH BDG F3=MENU F4=TOTALS F5=FIRST F&6=LAST F7=FREV F&=NEXT Fli=MAIN

F]II w00 .1 11-02

Canitchid to host dRrvs2. stath. o, [165,17%6.127.4) (CIPOIISC) oyt WUTIS Swedi 02 MUM

.4 start 8] ko - Mcroset Ouk.., | B Commonsmatith ARLSF ... B o | Tl Draft CA Y09 COIN .. a@ v

Enter the following information for each person expected to meet all criteria for the
Career Development Program: Do not list persons already in the program.
e Position Number = enter CB position number or leave blank for locality position
e Last Name
e First Name
o Date of Selection

[ Deleted: 12212008
/

/| Deleted: 4:21 PM

Compensation Board 29 ’y
COIN Reimbursement Process User Guide %

| LastUpdated: 12/4/2008,@7:36 AMy, -



CONSTITUTIONAL OFFICER’S INFORMATION NETWORK (COIN) USER’S GUIDE

Option # 9 Special Program Certification

Screen 5 of 5

Pt DR Yew ek Jesmn gyoa  ew

MCCH-G > 4 BUDGET RE ST R 11-28-2007 15:10
=y V.110%72007 FY 2009 rLac 013 QFF 772 ARL INGTON COUNTY

CAREER PROSECUTOR FPROGRAM

THIS 15 TO CERTIFY THAT THE CAREER DEVELOFPMENT PLAN IN THIS OFFICE MEETS THE
MIMIMUM CRITERIA FOR SUCH PLANS AS ESTABLISHED BY THE COMPENSATION BOARD I
UNDERSTAND THAT FUNDING TO PROVIDE A SALARY INCREASE ASSOCIATED WITH THE
SELECTION AS CAREER FPROSECUTOR IS CONTINGENT UFON THE AFPPROVAL OF ADDITIONAL
FUNDING BY THE GENERAL ASSEMBLY

OFFICE IS5 FUNDED OR IS5 REQUESTING FUNDING FOR THE CAREER FPROSECUTOR

V] PROGRAM (¥-N):

% APPROVAL OFFICER USER-ID

F1=HELF F2=ATH BDG F3I=MENU FJ4=TOTALS FS=FIRST FE=LAST F7=PREV FE=NEXT F12=MAIN
[ALm 9 r00 .1 17

Enter “Y” or ‘N’ to participate in Career Development Program
Enter the Officer’s SCB USERID to certify Career Development Program

Option # 2 Juvenile Justice Certification (Displayed if office has a juvenile justice
program)

LD o e (0 0 ] [N e oo CH S 0 E e o o e |

MCCI-D Coln BUDGET REQUEST Ti-28-2007 13:160
V.0l162007 FY: 200% LOC: 013 Q@FF: 772 ARLINGTON COUNTY

JUVENILE JUSTICE CERTIFICATION

I HEREBY CERTIFY THAT THE STATEWIDE JUVENILE JUSTICE FOSITIOMNS ALLOCATED

TO MY OFFICE ARE USED PRIMARILY IF NOT EXCLUSIVELY FOR THE FPROTECTION OF
DELTIHQUENCY ND DOMESTIC RELATIONS FELONY CASES OF THE JUVENILE AND DOMESTIC
FELATIONS DISTRICT COURT I UNDERSTAMD THAT IF THE POSITIOHS ARE HOT USED

FPRIMARILY IF MOT EXCLUSIVELY, FOR THE PFPROSECUTION OF THES

CASES THAT THE
COMPEHNSATION BOARD SHALL REALLOCATE THE POSITIONS IN ACCORDANCE WITH THE
PROVISIONS OF THE APPROPRIATION ACT

CERTIFY (Y-MN)

s,
d APPROVAL OFFICER USER-ID: ___ __.__

E I Fl=HELF Fi=MENU F4=TOTALSE Fla=MAIH

Enter a “Y” or ‘N’ for validating positions
Enter the officer’s SCB USERID to certify Juvenile Justice Certification

Compensation Board 30
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Option # 9 Special Program Certification

Option # 3 Gang Prosecutor Program (Displayed if office has a gang prosecutor
program)

Screen 1 of 1

3 SHIP - EXTRA! X treme

Dde D8 Wew Inck esson Ootons b
(0B 0.84&0n0 W@Es -0t & MG oS e e]

MCCJ=-D COIN BUDGET REQUEST 1i1-28-,2007 15:11
My 5.
)

V.02262007 FY: 2009 LOC: 013 OFF: 772 ARLINGTON COUNTY

GANG PROSECUTOR PROGRAM

I HEREBY CERTIFY THAT THIS OFFICE INCORFORATES THE FOLLOWING CRITERIA

A ASSISTANT COMMONWEALTH ATTORNEY WILL BE DEDICATED TO PROSECUTING GANG-
RELATED CRIMINAL ACTIVITIES.

E. PROSECUTORS WILL WORK ACROSS JURISDICTIONAL LINES EY PARTICIFATING IN A
VIRGINIA GANG VIOLENCE GAMG VIOLENCE TASK FORCE.

C. MINIMUM LENGTH OF SERVICE REQUIREMENT OF THREE YEARS AS AN ASSISTANT

ATTORNEY IMN THE OFFICE IN WHICH AFFOINTMENT I3 SOUGHT .

DO YOU AGREE WITH GAMNG PROSECUTOR CRITERIA (Y~/MN):

AFPFPROVAL . OFFICER USER-ID:

Fl=HELF F3=MENU F4=TOTALS Fli=MAIN

F]Il w00 .2 20-52

Canected to host dtmyed. stata. va.us [165.176.127.4) (CIPOLISC)

B Commormealth Ao,

Enter “Y” or ‘N’ to agree/disagree with Gang Prosecutor Criteria
Enter the Officer’s SCB USERID to certify agreement with Gang Prosecutor Criteria

[ Deleted: 12212008
/

/| Deleted: 4:21 PM
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12. Option #10 - Certify Budget Request

Purpose:

The Certify Budget Request screen is accessed from the COIN Budget Request Menu. This screen enables
the Local Officer to certify that the budget request is accurate and also enables the Compensation Board to
approve that the budget request is within CB policy.

Navigational Path:

e COIN Main Menu — Select Option #2, COIN Budget Request
e COIN Budget Request Menu - Select Option #10, Certify Budget Request

COMMONWEALTH ATTORNEY's

s shwr - I XTRAI X treme

DS S e I 0 K] [ e ey 8 M D O L k)
MCES COIN BUDGET REQUEST 12-19-2006 O0B:49

"y.’?t]---. V.12062006 FEY 2008 LOC 013 OFF: 320 ARLINGTON COUNTY

CERTIFY BUDGET REQUEST

I CERTIFY THAT THIS REPRESENTS AN ACCURATE STATEMENT OF OFFICE WORKLOAD DATA

SALARY SUPPLEMEN LOCALLY FUNDED POSITIONS AND MY ANTICIPATED FUNDING NEEDS
FOR THE UPCOMING FISCAL YEAR I HAVE HNOTIFIED THE GOVERNING BODY OF MY LOCALITY
OF THE AVAILABILITY FOR REVIEW OF THE REQUEST AND HAVE PROVIDED THEM A COFY OF

ALL DOCUMENTSE AND JUSTIFICATION FORWARDED TO THE COMPENSATION BOARD

APPROVAL

LOCALITY DATE 12192006 OFFICER L

(=31 DATE cB 1

CB REVIEW (¥-N)
REMOVE SIGNOFF (¥): _

S—

i

=

=)

[E=l| yusT comrreTE AL PROGRAMS CERTIFICATION BEFORE SIGH-OFF
=i

=) o hELe E3 F4=TOTALS Flz=MENU

A

Cor

Helpful Hints:

o If you enter the Officer’s SCB USERID to submit your budget request and all screens that have
required fields have not been processed, the system will not accept your sign off
v Under this condition, the system will inform you that a required process has not been completed
and a message will direct you to the incomplete process selection on the On-line Budget Menu
e Once you have submitted your budget request you may not further modify your request

v From the time of your submission, which is due February 1, you may only view your submission [ Deleted: 12/2/2008

' [ Deleted: 421 PM
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BUDGET REQUEST (OLB)

Option #10, Certify Budget Request

"2 sh - 1XTRAI X treme
s e -a-.-.l_r_\-a.iﬂ]ﬂ- oy (e RO G pr g o )
MCES cCoImn BUDGET 1 13 06 osa 4

-'rﬁﬁ‘ V. 12062006 FY 2008 LOC: 013 OFF: 320 ARLINGTON COUNTY

CERTIFY BUDGET REQUEST

I CERTIFY THAT THIS REPRESENTS AN ACCURATE STATEMENT OF OFFICE WORKLOAD DATA.
SALARY SUPPLEMENTS LOCALLY FUMDED FPOSITIONS AND MY AMTICIFPATED FUMDING NEEDS
FOR THE UPCOMING FISCAL YEAR I HAVE HOTIFIED THE GOVERNING BODY OF MY LOCALITY
OF THE AVAILABILITY FOR REVIEW OF THE REQUEST AND HAVE PROVIDED THEM A COFY OF
ALL DOCUMENTSE AND JUSTIFICATION FORWARDED TO THE COMPENSATION BOARD

APPROVAL

LOCALITY DATE 12192006 OFFICER LOGON: ____ __ _
(=31 DATE CBE LOGON
CEB REVIEW (Y¥-N)

REMOVE ESIGNOFF (YY)

AL PROGRAMS CERTIFICATION BEFORE SIGHN-OFF

F4=TOTALS Flz=MENU

Helpful Hints (Continued):

e Upon approval of your budget on May 1, you will be able to view your budget submission as
approved, which will include any adjustments made by the Compensation Board
e Please check your request for any final changes
v If the Officer’s SCB USERID has been entered, you cannot make changes to your Budget
Request.
v If your screen has error messages on the bottom of the screen, you have not Certified
0 Please go back to the ‘Option’ shown in the error on the bottom of your screen and complete
the required fields, and then return to the certification screen to certify your budget request

Procedures:

e Enter the officer’s SCB USER ID as the ‘Officer Logon’ to Certify fiscal year budget submission
e  Press the “Enter” key after completing the information requested
e  Press ‘F3’ to exit the screen to the Budget Request Menu

[ Deleted: 12212008
/

/[ Deleted: 4:21pPm
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13. Option #11, Comments

PURPOSE:

The Comments screen is accessed from the COIN Budget Request Menu. This screen allows comments by
any local officer or Compensation Board representative.

NAVIGATIONAL PATH:

COIN Main Menu - Select Option #2, COIN Budget Request
COIN Budget Request Menu — Select Option #11, Comments

COMMONWEALTH ATTORNEY's
e et e __________________________________________________________________________________________ [
i IJ'-‘. . —milem s u:‘-‘-..l ;I: -_T--I:-!'I'."I TREQUEST 12122006 O6 49

HELPFUL HINTS:

There are unlimited ‘Comment’ screens that allow the entry of comments in a free form format
This screen will Time Out if your computer is idle for 15 minutes

v' Suggest that you have all the information needed before starting this process

The use of these screens is optional and the data entered is not edited

This screen is available for any information you think is necessary for the Compensation Board to
know about your on-line budget request

PROCEDURES:

Enter “A” to add a comment or “D” to delete a comment

Input the information you want to address

Press the “Enter” key after your comments have been entered

Reference the section of the on-line budget request your comments are referring to

v Example: Option #2, Additional Employee Request [ Deleted: 12/2/2008

Press ‘F3’ to exit the screen to the Budget Request Menu [ Deleted: 4:21 PM

Compensation Board 34



CONSTITUTIONAL OFFICER’S INFORMATION NETWORK (COIN) USER’S GUIDE

14. Function Key ‘F4’ - Budget Request Totals

PURPOSE:

The ‘F4=Totals’ Function Hot Key screen reflects your Budget Request Totals. These screens capture your
Current Budget, Budget Requested Totals and Compensation Board Approved Budget for the next fiscal
year that will be displayed by May 1 of each year. The categories captured within these screens are
Permanent Personnel, Additional Personnel, Temporary Personnel, Office Expenses and Equipment.

NAVIGATIONAL PATH:

e COIN Main Menu — Select Option #2, COIN Budget Request
e COIN Budget Request Menu — Select Function Key ‘F4’

BT

FA W P _’n-:&_{fo---a 8 % (4 0 UE £ =208 ¥

F MCBE - A COIN BUDGET REQUEST 12-15- 2006 08:50
"'."‘l"' Vv.10262006 FY: Z0o08 LOC 013 QOFF 320 ARLINGTOMN COUNTY
BUDGET REQUEST TOTALS
PERMAMENT PERSONMEL
BUDGET ESTIMATED BUDGET REIM -ESTIMATED REIM
SALARY FRINGES TOTAL SALARY FRINGES TOTAL
CURR BDGT 1.043.764 119,302 1.163.066 1.043.764 115.302 1.163.066
REQUESTED 1 0D43. 764 119 .302 1.163.0668 1. 043,764 119 .302 1 163 . 066
COMF BOARD o o 0 a o
TOTAL PERMANENT PERSONNEL z4
TEMPORARY PERSONNEL
BUDGET ~ESTIMATED BUDGET- REIM ESTIMATED REIM-
SALARY FRINGES TOTAL SALARY FRINGES TOTAL
CURR BDGT o o o L] o o
REQUESTED o o o a 0 o
0| coMP BOARD o o 0 o o o
-
g
j 31
22 Fl=HELP EFi=MENU F4=TOTALS PS=FRST FE=LAST ET=PREV Fa8=HNEXT Fiz=MENU
0",
L = F].u.- T 00 .4 62,17

2 e v L1840, | 74837 4] {CIrE0eOE)

HELPFUL HINTS:

e The Budget Request Totals are displayed on three screens

v' Screen #1 displays the totals for Permanent and Temporary Personnel funding requests

v' Screen #2 displays the totals for Equipment funding requests

v Screen #3 displays the totals for all budget request categories
e To navigate through the screens use the ‘F7° key to view a previous page or ‘F8’ to view the next page
e This screen can be accessed from any Budget Request screen by depressing the ‘F4” key

e Pressing the ‘F3’ key will return you to the screen from which you accessed the Budget Request Totals [ Deleted: 12/2/2008

screen. ,
' [ Deleted: 421 PM
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‘F4’ Budget Request Totals

COMMONWEALTH ATTORNEY's

15T SCREEN OF 3:

BT

FI e e W e J’_w‘)&_{f‘-—--b . L W A TS | «'\"

MCBE - A COIN BUDGET REQUEST 12-19-2006 0G8.50
"-_‘*]--- V.10262006 FY¥: 2008 LOC: 013 OFF: 320 ARLINGTON COUNTY
BUDGET REQUEST TOTALS
PERMANENT PERSONNEL
BUDGET ESTIMATED BUDGET- REIM -ESTIMATED REIM
SALARY FRINGES TOTAL SEALARY FRINGES TOTAL
CURR BDGT 1.043,764 118 1.163.066 1.043.764 11%.302 1.163.066
EEQUESTED 1.043.764 119.382 1.163. 066 1.043.764 11%.302 1.163.066
COMP BOARD a o o L] o o
TOTAL PERMAMNENT FERSONNEL z4
TEMFORARY PERSONMNEL
BUDGET ~ESTIMATED BUDGET- REIM " ESTIMATED REIM-
SALARY FRINGES TOTAL SALARY FRINGES TOTAL
CURER BDGT o o o L] o o
REQUESTED o o o o o o
0| coMP BOARD o o 0 o o o
-
]
i a
B F1=HELF F3=MENU F4=TOTALS FS5=FRST FE=LAST F7=PREV F8=NEXT F12=MENU
ng"m
. P.ﬂ.. 70 . 4 62,17
il

44, 176 127 4] (PO b OOETR Ak AR 2
RERRINN "Es =P - EXTRAN *-tramn

PROCEDURES:

e 15T SCREEN OF 3:

v" ‘CURR BDGT’ - This line of information refers to the ‘base’ request information using your
current budget information as of December 31%

v ‘REQUESTED’ - This line of information refers to the budget request that you have made or are
in the process of making
o0 This information is subject to change as you make revisions to your budget request
o This information becomes ‘locked-in” when the Constitutional Officer or designee certifies
their budget request

v' ‘COMP BOARD?’ - This line of information refers to the budget request as being reviewed or
approved by the Compensation Board
o0 During the period of February — April budget requests made by the Constitutional Officers are
reviewed and scrubbed by the Compensation Board
0  When budget requests are approved by the Compensation Board (May 1% of each year) this
information also becomes ‘locked-in’

v" ‘FRINGE’ benefits listed are estimates only

v" ‘REIMBURSABLE’ figures displayed are the actual dollar amounts that will be returned to your [ Deleted: 12/2/2008

locality ' [ Deleted: 421 PM
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‘F4’ Budget Request Totals

COMMONWEALTH ATTORNEY's

2P SCREEN OF 3:

3 SHIP - EXTRAL X treme

L DA DSk 00 6] [l % R 06 s ]
MCEBE-B COIN BUDGET REQUEST 12192006 08:50

_,'j-l V.10262006 FY: 2008 LOC: 013 OFF: 320 ARLINGTON COUNTY

BUDGET REQUEST TOTALS
EQUIPMENT
HEW NEW REPLACE REPLACE TOTAL TOTAL STRESSED

QTY COST QTyY COST oTY COST COsT

EQUIFPMENT TOTAL:

s o 0 o o o o 0
-
| 0 0 [l 0 0 0 0
Eicel
85 . _ R .
F1=HELP F3=MENU F4=TOTALS FS=FRST FE=LAST F7=PREV F&=NEXT Fl2=MENU

9{_ M

AN 7 00,1 0z-17
Confracted to host divwsZ. state.va.us [165.176.027.4] (CIPO0GIC) oy 1DI07 Saved: 0009 MM AN

+4 start 180 sk - Maroseft Ouk.. 3 our . ExTRA e | B CADeafts

e 2"°SCREEN OF 3:

v This screen displays equipment totals by equipment category

v" FIRST LINE of information displayed relates to the request you have made or in the process of
making
o This information is subject to change as you make revisions to your budget request
0 Line 1 becomes ‘locked-in” when the Constitutional Officer certifies their budget request

v" SECOND LINE of information displayed relates to the in-progress or approved request as
completed by the Compensation Board
0 During the period of February — April budget requests made by the Constitutional Officers are
reviewed and scrubbed by the Compensation Board
0 When budget requests are approved by the Compensation Board (May 1% of each year) this
information also becomes ‘locked-in’

[ Deleted: 12212008

/[ Deleted: 4:21pPm
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‘F4’ Budget Request Totals

COMMONWEALTH ATTORNEY's

3RP SCREEN OF 3:

s shwr - I XTRAI X treme

B | e . R e |

cCoImn BUDGET REQUEST 12 13 2006 [ ] 50
zo06 EY: 2008 LOC: 013 OFF;: 320 ARLINGTON COUNTY
BUDGET REQUEST SUMMARY TOTALS
TOTAL PERMANENT PERSONNEL CURR BDGT 1.043.764 REIMBURSABLE 1.043.764
REQUESTED 1,043.764 1.043,764
COMP BOARD o
TOTAL ADDITIONAL POSITIONS: CURE BDGT a
REQUESTED Q
COMF BOARD
TOTAL TEMPORARY PERSONNEL CURE BDGT 0 REIMEURSABLE o
REQUESTED a a
COMF BOARD o
TOTAL OFFICE EXPENSES CURE BDGT 11.823 REIMBURSABLE 11.823
REQUESTED
COMP BOARD
TOTAL EQUIPMENT EXPENSES CURR BDGT 0 REIMBURSABLE o
Sr—
pm L} REQUESTED o o
ﬂ COMP BOARD o
FE xd
— Fi HELP F3 MEMU Fa=TOTALS FS FRST Fé& LAST F7=PREV FemNEXT Fi12 MEMNU
=i EFN | 1 [0 17
[R|

e 3RP SCREEN OF 3:

v Displays totals for each budget request broad-based category:

(0}

O o0o0oo

Permanent Personnel
Additional Positions
Temporary Personnel Funding
Office Expense Funding
Equipment Requests

v" ‘CURR BDGT’ - This line of information refers to the ‘base’ request information using your
current budget information as of December 31%

v' ‘REQUESTED’ - This line of information refers to the budget request that you have made or are
in the process of making

(0}
(0}

This information is subject to change as you make revisions to your budget request
This information becomes ‘locked-in” when the Constitutional Officer or designee certifies
their budget request

v' ‘COMP BOARD’ - This line of information refers to the budget request as being reviewed or
approved by the Compensation Board

(0}

(0]

e Press ‘F3’ to exit the screen to the Budget Request Menu

During the period of February — April budget requests made by the Constitutional Officers are
reviewed and scrubbed by the Compensation Board

When budget requests are approved by the Compensation Board (May 1% of each year) this
information also becomes ‘locked-in’

[ Deleted: 12212008

' [ Deleted: 421 PM
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15. Main Menu Option #5 Budget Reports

I3 S - DXTRAL X treme [= =)

(D308 danoEFlesan &R odwrsal
MAIN=-A COIN MAIN MEMNU 121972006 08:51

EY V.12052006 LOC: 013 OFF: 320 ARLINGTOMN COUNTY

1 SEYETEM MAINTEMNANCE
2 BUDGET REQUEST PROCESSIHNG

3 REIMBURSEMENT PROCESSING

4 PERSONNEL PROCESSING

5 REFPORTS

3 INQUIRY

7 TTF BUDGET REQUEST

8. UPDATE LOCALITYQFFICE INFORMATION

QFTION:

BEROADCAST MESSAGES:

Fl1=HELPF F12=LOGOFF
AN W .00.1 14-10

Caneicted to host dtmed.state, va.us [165.176.127.4) (CIPO0GIE)

.4 start 8 s

e Select Option #5 “Reports”

[ Deleted: 12212008
/

/| Deleted: 4:21 PM
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Main Menu Option #5 - Budget Reports

3 SHIP - EXTRAL X treme

L DA DSk 00 6] [l % R 06 s ]

MCGO COIHN BUDGET REQUEST 2006-12-19 08:51
ﬁ V.02072006 FY: 2008 LOC: 013 OFF: 320 ARLINGTON COUNTY
OFFICE: COMMONWEALTH ATTORNEY DFFICER TRODDEHN
REPORTS MEHNU
1 BUDGET REPORT
BUDGET REPORT W-DEC INCREASE
CURRENT ACTIVE BUDGET
4 BUDGET REQUEST WORKSHEET
REPORT
SORTED BY
CLASS
FOSITION HUMBER
_ MAME
ENTER "X" FOR SQRT OQRDER
52
&
ES
i:l F1=HELF F2=AUTH BDG Fi=MENU F4=TOTALS Fl2=MAIHN
ﬂEIII 7 .00.3 11709
[
Contcted to host dewez.state, s [165, 176127, 4] (CIPOOLIC) Ky I9IR0 Saved: 000 WUM BATAM

TR Craft 3 AP G0

There are 4 versions of the Budget Report that are available.

e Option #1 “Budget Report”- This is the Historical Budget Report, listing
all changes to your budget since it went into effect.

e Option #2 “Budget Report W/Dec Increase”- This is the Budget with the
December 1 increases factored in. This report is available in November.

e Option #3 “Current Active Budget”— This is the Budget as it was
originally approved.

e Option #4 “Budget Request Worksheet”- This is the Budget Request
Worksheet, this report may be downloaded to enter all personnel changes
before entering them into the COIN system.

Enter the desired option along with the desired sort sequence, if no sort sequence is
specified the Budget Report will be printed in Class Code order. Governing Bodies will
have the ability to request a Budget Report for each office in their locality. You will need
to enter the Starting Office and Ending Office as well as the Sort Sequence. We

recommend submitting a separate request for each office in your locality. (Deteted: 222008
1 eleted:

' [ Deleted: 421 PM
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16. Download Instructions

al8ms 8o | ] (searen )
42y Burn €D & DVDs with Roxia ) EXTRA! Personal Client 32-bit 3
] New Office Document [0 America Criine »

( Open Office Document ) QuickTime »
@ Set Program Access and Defauls () Real »
A Windows Catalog [ kopak »
% Windows Update ) Adobe »
© Morton Systemitarks () KODAK Picture (D »
America Orline 7.0 8L Adobe Photoshop Album 2.0 Starter Edition

Internet £ America Orline 8.0 il Adebe Reader 7.0

MEN Explarer

] e > i) Accessibiey R
MEMEpIoer L e cypertink romerovn I communications »
E Microsoft Word &) Dell Accessories » || i@ Entertainment 3
() Games » || 1@ microsoft nteractive Training »
‘IﬁA America Online || 5 Tntel Network adspers » || i@ System Tocls »
. ) Java web Start » | WD address Book
g Intermet Explarer || &) Meresoft Office Tools vl 5 caleulator
| () Roxio Easy CD Creator S 3
|§| IECEEIEEE P— s .
U‘Pemvms text-based (command-ling) functions.
423 Burn CD & DVDS with Roxio Y parE
ﬁ Corrmand Prarmy
@ 1nternet Explorer @) Program Compatibility Wizard
Microsoft Access 8 synchronize
Microsoft Excel @ Tour windows xP
5 Micrasoft Outlook | windows Explarer
Microsoft PowerPoint L, Windows Movie Maker
[ microsoft ward [A wordpad

i Ms Explorer
[4) Outlook Express

Remote Assistance

L i Proar S ® Solution Center

& windows Media Player

18, winows Messenger
. [
4 start LlBl] ) norton systemwiorks r

Download Instructions

1. Click “Start” — “All Programs” — “Accessories” — “Command Prompt”

[ Deleted: 12212008

[ Deleted: 4:21pPm
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2.- TYPE:
3.-TYPE:

4. -USERNAME:
5. -PASSWORD:

6. -TYPE:

7. -USERNAME:
8. -PASSWORD:

9.-TYPE:
10-TYPE:

11.- LOCAL FILE NAME:

12. BYTES OF DATA
TRANSFERRED:

13. TO EXIT:

14. TO PRINT:
15. OPEN FILE:

Compensation Board

Download Instructions

dPr.. @) 11:36 PM

ftp Press the “ENTER” key

open ditmvs2.state.va.us Press the “Enter” key

schte06 (lowercase) Press the “Enter” key
schte06 (lowercase) Press the “Enter” key
user (lowercase) Press the “Enter” key

Type your COIN Userid (lowercase) Press the “Enter” key
Type your COIN password (lowercase) Press the “Enter” key
get Press the “Enter” key

‘sch.prod.coin.l001.0772.wbudget.rtf’ Press the “Enter” key
(lowercase with single quotes, lowercase L-locality 1001.lowercase O-
office.budget.rtf)

The file to download for option 1 is
‘sch.prod.coin.Ixxx.oxxx.budget.rtf’
The file to download for option 2 is
‘sch.prod.coin.Ixxx.oxxx.budget2.rtf’
The file to download for option 3 is
‘sch.prod.coin.Ixxx.oxxx.abudget.rtf’
The file to download for option 4 is
‘sch.prod.coin.Ixxx.oxxx.wbudget.rtf’

“c:/budgetreport.rtf”(with double quotes) Press the “Enter” key

Press the “Enter” key
Type quit — Press the “Enter” key
Type exit — Press the “Enter” key
Open Microsoft Word

Budgetreport.rft (or the name you gave the file) [ Deleted: 12/2/2008
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Download Instructions

Additional Printing Instructions:

Open Microsoft word

Look for a file that ends with the extension “.rtf” (denotes Rich Text Format)
OR

Open Window Explorer

Click on Local Disk (C:)

Right click on the file

Select print.

These files should require no additional formatting for printing.

Technical Assistance

If you should experience problems with retrieving a file, and would like to have your
Budget Report emailed to you, please email one of the individuals listed below. Please
be sure to include your Locality number and your Office number in your email request.

Anne Wilmoth — anne.wilmoth@scb.virginia.gov

Dan Munson — dan.munson@scb.virginia.gov

Craig Giegerich — craig.giegerich@scb.virginia.gov
Cheryl Gustafson — cheryl.gustafson@scb.virginia.gov
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17. Appendix

Classifications And Pay Plans

COMMONWEALTH ATTORNEY’s

CLASSIFICATION AND PAY PLAN FOR EMPLOYEES OF THE COMMONWEALTH'S ATTORNEY
INELIGIBLE TO ENGAGE IN PRIVATE PRACTICE

DECEMBER 1, 2007 - JUNE 30, 2008

PAY .
CLASS TITLE ABBREV | aaD ROLE MIN MAX

SECRETARY SEC

JUVENILE JUSTICE SECRETARY JSEC

DRUG PROSECUTOR ASSISTANT DPAII sr.

PARALEGAL PA 2 Administrative 23,723 | 45,666

JUVENILE JUSTICE PARALEGAL JPA

ADMINISTRATIVE ASSISTANT | AAI

ADMINISTRATIVE ASSISTANT I AAII 5 Professional | 31,778 | 54,576

ATTORNEY | ATTI

JUVENILE JUSTICE ATTORNEY | JATTI o

ATTORNEY Il ATTII 9 g 45,385 | 93,143

CAREER PROSECUTOR CPII Fieieselon

JUVENILE JUSTICE CAREER PROSC | JCPII

ATTORNEY III ATINI —

DRUG PROSECUTOR || DPIII 10 Management | 59:290 | 116,119

ATTORNEY IV ATTIV

CLASSIFICATION AND PAY PLAN FOR EMPLOYEES OF THE COMMONWEALTH'S ATTORNEY
ELIGIBLE TO ENGAGE IN PRIVATE PRACTICE

DECEMBER 1, 2007 - JUNE 30, 2008

PAY .
CLASS ABBREV | g\ ROLE MIN MAX
SECRETARY A SECA
JUVENILE JUSTICE SECRETARY A JSECA o
SECRETARY B SECB 2 | Administrative | 11:862 | 22,833
PARALEGAL B JUVENILE PAB
JUSTICE PARALEGAL B JPAB
ATTORNEY A ATTA <
JUVENILE JUSTICE ATTORNEY A JATTA r.

9 Professional 22,692 46,573
ATTORNEY B ATTB

* Per Code of Virginia, §15.2-1627.1B, the salary of any employee of a Constitutional Officer cannot exceed
90% of the salary of the Constitutional Officer.
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