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1. COIN MAIN MENU
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e 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
ML) SHIP - EXTRA X-treme
LD LS e ) 0[] [Fem oy 8 S De RO L2 5 R
m MCEBO COIN BUDGET REQUEST 2006 12 19 08 : 40
E‘l V.11072006 FY: 2008 LOC: 013 OFF: 320 ARLINGTON COUNTY
OFFICE: COMMOMNWEALTH ATTORMNEY OFFICER: TRODDEN
BUDGET REQUEST MEMNU
1. FPERMANENT FERSONNEL SORTED BY
— LAST MAME OR STARTING LAST WAME: e
POSITION HNUMBEERE OR STARTING POSITION NUMBER !
EMNTER X FOR SORT ORDER OHNLY

2. ADDITIONAL EMFPLOYEE REQUEST

3. TEMPORARY FPERSOHNMNEL

4 . FULL OR PARTIALLY FUNDED PERSONMNEL

5. OFFICE EXFENSE FUNDING

& . EQUIFPMENT (EXCLUDING CLERKE)

7. RECORD WORKLOAD INFORMATION

8 . UPDATE LOCALITY INFORMATION

9. SPECIAL PROGRAM CERTIFICATION

10. CERTIFY BUDGET REQUEST
11. COMMENTS
OQFTION
Fl HELP F3 MEMNU F4=TOTALS Flz=MAIHN

| G Draft 3 ca FYo7 cot...

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
Request
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Budget Request Menu- continued

&

MCED COIN BUDGET REQUEST Z006-12-19 0OB:40
V.llo07z006 FY 2008 LOC: 013 OFF: 320 ARLINGTON COUNTY
OFFICE: COMMONWEALTH ATTORNEY OFFICER: TRODDEMN
BEUDGET REQUEST MENU
1. PEEMANENT FEERSONMNEL SORTED BY
_ LAST MAME OR STARTING LAST NAME: . ____
POSITION MUMBER OR STARTING POSITION HNUMBER:
EMTER "X" FOR SORT ORDER ONLY

2. ADDITIONAL EMPLOYEE REQUEST

3. TEMPORARY PERSQONMNEL

4 . FULL oOR PARTIALLY FUNDED FPERSONMNEL

5. OFFICE EXPENSE FUNDING

6. EQUIPMENT (EXCLUDING CLERKS)

7. RECORD WORKLOAD INFOERMATION

8. UPDATE LOCALITY INFORMATIOMN

9. SEPECIAL PROGEREAM CERTIFICATIOHN

10. CERTIFY BUDGET REQUEST

11. COMMENTS
OFTION

Fl=HELP F3=MENU F4=TOTALS Flz=MAIN
PII T oo, 1 22-09
d b iy

[ BB triboe - Mecrosele ok My e - pxT s [} praft 3 €A Fro7 COL..

Helpful Hints (Continued):

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

|23 TS01 - EXTRAI X-treme

=181l

DEH S & aBO M[e=arf R BR OF i ?

MCBA1 COIN BUDGET REQUEST 2009-11-20 14:14
il V.01162009 FY: 2011 LOC: 001 OFF: 772 ACCOMACK COUNTY
PERMANENT PERSONNEL SORTED BY POSITION NUM
CHG POS SSN LAST NAME_ FIRST NAME
ANNUAL ~ LOCAL SALARY AMT REQ  SALARY CLASS CLASS
APPROVED  SALARY SUPPL ABOVE  AMT REQ CHANGE
00001  *****5270 SHARPE ME
36338 36338 0 0 38338 AATI
00002  ****r5273  AGAR GR
113760 113760 0 0 113760 ATTY
00003  *****6389 BRENNER MATTHEW
61943 61943 0 0 61946 ATTIV
TOTAL
0006
F1=HELP F3=MENU F4=TOTALS F5=FIRST F6=LAST F7=PREV F8=NXT F12=MAIN
4B it 1001 06/34
Connected to host ditmys2,state va.us [165,176,127.4] (CIPOES54) () [ [Keys: 50826 Saved: 001 | [MOM | [zi14 M

dystart| (- 2 Wierasoft .. | & comi-exra. . [ B Ts01 - exTR... ] Treasurersfv,., | (o] Mirasoft word | ) commonweat., | £y Commonweat... | 7] |= [ Search Deskton
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Option #1, Permanent Personnel
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! MCB1 COIN BUDGET REQUEST 2009-11-20 14:14

i V.01162009 FY: 2011 LOC: 001 OFF. 772 ACCOMACK COUNTY

PERMANENT PERSONNEL SORTED BY POSITION NUM

CHG POS SSN LAST NAME_ FIRST NAME
ANNUAL ~ LOCAL SALARY AMT REQ  SALARY CLASS CLASS
APPROVED  SALARY SUPPL ABOVE  AMT REQ CHANGE
00001  *****5270 SHARPE ME
38338 38338 0 0 33338 AATI
00002 *****B273  AGAR GR
113760 113760 0 0 113760 ATTY
00003  *****563389 BRENNER MATTHEW
51948 61948 0 0 51948 ATTIV
TOTAL
0006

F1=HELP F3=MENU F4=TOTALS F5=FIRST F6=LAST F7=PREV F8=NXT F12=MAIN

48 001 06/34
Cannected to host ditmys2, state. va,us [165,176.127.4] (CIPOESS54) = [ [keys: 30826 Saved:-001 [ [num | R
i#/start| [ 2 Microsoft ... +| ) com - ExTRa... [ TS0L - EXTR... 03] TreasurersFt... | [iv Microsoft word | 1] commormest.. | 5 Commonweatt. | @) | = ‘Search Desktop pel ‘« @Rz
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 [f 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

e 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
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Option #1, Permanent Personnel

sl
iDEH S 4amo@Fle=a 8 K RBE OF K4 v

[ mees COIN BUDGET REQUEST 2009-11-20 14:14

M V.01162008 FY: 2011 LOC: 001 OFF: 772 ACCOMACK COUNTY

PERMANENT PERSONNEL SORTED BY POSITION NUM

CHG POS SSN LAST NAME_ FIRST NAME
ANNUAL ~ LOCAL SALARY AMT REQ  SALARY CLASS CLASS
APPROVED  SALARY SUPPL ABOVE  AMT REQ CHANGE
00001  *****5270 SHARPE ME
38338 38338 0 0 38338 AATI
00002 6273 AGAR GR
113760 113760 0 0 113760 ATTY
00003 *****56339 BRENNER MATTHEW
61948 61948 0 0 61948 ATTIV
TOTAL
0006

F1=HELP F3=MENU F4=TOTALS F5=FIRST F6=LAST F7=PREV F8=NXT F12=MAIN

4B i 00.1 06/34
Cannected to host ditmys2, state. va,us [165,176.127.4] (CIPOESS54) = [ [keys: 30826 Saved:-001 [ [num | R
w‘ 2 Mirosoft .. < @COIN-EXTRA.‘.”W 151] TreasurersFY.. | [ Microsoft word | ) commonweat:... | 5 Commonweatt... | @) | = ‘Search Desktop pel ‘« @Rz
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)

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

Press ‘F3’ to exit the screen to the Budget Request Menu
Press ‘F4’ to display “Totals” for your office
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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 rsvs extRAweme s SICTE |
i D) S D @] [P oy 0 W Be . O W e a g @
! MCBZ2 COIN BUDGET REQUEST 2009-11-20 14:24

V.01202008 FY: 2011 LOC: 001 OFF: 772 ACCOMACK COUNTY

ADDITIONAL PERSONNEL REQUEST

CLASS ENTRY NUM OF TOTAL AMT
LEV SAL POSITIONS REQ

ATTI 45385 * _

PA 23723 ¢

SEC 23723 ¢

TOTAL
0003
BOTTOM OF DATA
F1=HELP F3=MENU F4=TOTALS FS5=FRST F6&6=LAST F7=PREV F&8=NEXT F12=MENU
[ale | W i00.1 o0a/s25
Rt i st b staho s (11 96159, 41 CEHGAREAL W SO0 i D01 ot i
itk | o # pacrosoit . <] Sp comm - exmea. [T mas - pxe ) Treasarmrarv. | 5 Mcrosoft whord | 81 Commormemak .. | (2p Comemonmnat. . | () | # [ s mm samem

Helpful Hints:

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

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

o 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

e  ‘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 FY14, 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
band of class requested

Compensation Board 7
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Option #2 Additional Personnel Request

ML TS0 - DXTRAI X-treme =l
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E, MCB2 COIN BUDGET REQUEST 2009-11-20 14:24
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V.01202008 FY: 2011 LOC: 001 OFF: 772 ACCOMACK COUNTY

ADDITIONAL PERSONNEL REOQUEST

CLASS ENTRY NUM OF TOTAL AMT
LEV SAL POSITIONS REQ

ATTI 45385 * _

PA 23723 ¢

SEC 23723 *

113

TOTAL
0003
BOTTOM OF DATA
F1=HELP F3=MENU F4=TOTALS FS5=FRST F6=LAST F7=PREV F8=NEXT F12=MENU

[e % :00.1 08/25
Connected to host dtmivsZ.state. va.us [165.176, 127,4] (CIPOGSS4) [ [ Feys: 20061 Saved: 001 | UM Zizmem
Aistart| |- 2 Merosot . -] B com - exra. [ Ts01 - merk.. | G Tressrersty. . | =] Microsolt word | ) Commonoat... | £ Commanmeak... | 7| = + A [wiv mm zasm
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
wish to request, tab to the blank field under the ‘Entry Level’
column and enter the salary you wish to request

Number of Positions: Enter the number of positions you are requesting

Blank Fields (Other) Enter Class, Salary and number of positions requested

Press the “Enter” key after completing the information requested
Press “F8”to proceed to the next screen

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

Compensation Board 8
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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
T T
P 8 b oo g I D[R] [ e e ey CN W LM S W e s s wv
E MCB3 COIMN BUDGET REOUEST 2009-11-20 14:31
V.01202008 F¥: 2011 LOC: 001 OFF: 772 ACCOMACK COUNTY
TEMPORARY PERSONNEL FUNDING REQUEST
BASE AMOUNT TOTAL AMOUNT REQUESTED
APPROVED REQUESTED ABOVE/ BELOW
[s] _ o 0
1]
F1=HELF F3=MENL Fa=TOTALS Fo=FUNDIMNG F12=MAIN
el % :00.5 10/33

Earrta v ] —=
e = T e PO | T ™ ) Temmsmmrsryss | §5 sesrtt word | 1) Gomemersm oo || 23 Somemmaes | | T L

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

Compensation Board 9
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Option #3, Temporary Personnel Fund Request

M TS01 - EXTRA X-treme =l =l

D3 d O +aROWFe=a M & WA O F )

MCB3 COIN BUDGET REQUEST 2009-11-20 14:31
| V.01202008 FY: 2011 LOC: 001 OFF: 772 ACCOMACK COUNTY

TEMPORARY PERSONNEL FUNDING REQUEST

BASE AMOUNT TOTAL AMOUNT REQUESTED
APPROVED REQUESTED ABOVE/ BELOW

0 0 0

F1=HELP F3=MENU F4=TOTALS FO=FUNDING F12=MAIN
[4el % :00.5 10/33

[Eemnectind to Frast dirmvesctate, va.us [165. 175, 12741 (CIPORSSA) [} [ [mys: S0a8 Swved: 001 | i | iz pm

disrart| |- 2 Mirosoft ... -|§:olu-l:xlm...||\.glr.m EXTR... li]\’mwr...ll'-' Microsoft Word | §%) Commanmaal... ._Jcmmmakl == e Dackrop £ |“ i ] 232PM

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

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

Compensation Board 10
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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
I TS01 - FXTRAI K-Lreeme =l =l
DA S om0 WMFl-=n s § AR oF i)
!, MCBD COIN BUDGET REQUEST 11/20/2009 14:34

V.01182008 FY: 2011 LOC: 001 OFF: 772 ACCOMACK COUNTY

FULLY OR PARTIALLY FUNDED PERSONNEL PAGE 001 OF 001
(DOES NOT INCLUDE COMP BOARD PERMANENT PERSONNEL)
DEL LAST NAME FIRST NAME CLASS HOURLY ANNL TOTAL -FUND SOURCE-
RATE  HOURS FUNDS CB LOC FED OTH

TOTAL FUNDS 0

F1=HELP  F3=EXIT  F4=TOTALS F5=FIRST  F6=LST F7=PREV  F8=NEXT F12=MAIN

4en i :00.2 09/03
[ treres2 sk [165.176.027.4] [l [ [oys: 30858 Saved: 001 [ UM | s rm
@stant| [ 2 meerosait .. -| B com - pxmma... [ Ts01 - o ] Treaswersty... | [ pacrosoft ward | i) () [F|2i s esen Deshaos o |« e s
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Option #4, Fully Or Partially Funded Positions

M3 1501 - EXTRAI X-treme &) x]
iD3H S 4abo [@e=a 8 § &K O W il 7§
[, MCBD COIN BUDGET REQUEST 11/20/2009 14:34

| V.01182008 FY: 2011 LOC: 001 OFF: 772 ACCOMACK COUNTY

FULLY OR PARTIALLY FUNDED PERSONNEL PAGE 001 OF 001
(DOES NOT INCLUDE COMP BOARD PERMANENT PERSONNEL)
DEL LAST NAME FIRST NAME CLASS HOURLY ANNL TOTAL -FUND SOURCE-
RATE  HOURS FUNDS CB LOC FED OTH

=

TOTAL FUNDS 0

F1=HELP ~ F3=EXIT  F4=TOTALS F5=FIRST  F6=LST  F7=PREV ~ F8=NEXT F12=MAIN

| 4El i :00,2 09/03
[Connected to host dtmys2. state. va.us [165. 176, 127 4] (CIPOGS54) T r Fers: 060 Saved: 001 | M [ R
Bistart] [ 2 Merossht . -] B com-extra.. |[E 01 - x| ) Tresswerstr... | [ Morosof Word | &) commonwesk. . | £ Commonmeak.. | ()| = [ esktop = .'“ 1o o I 235PH
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

Compensation Board 12
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Option #4, Fully Or Partially Funded Positions

==l

o ][ = & 08 & i o W 2ases o

E[ mceD COIN BUDGET REQOUEST 11/20/2009 14:34
|  wv.01182008 FY: 2011 LOC: 001 OFF: 772 ACCOMACK COUNTY
FULLY OR PARTIALLY FUNDED PERSONNEL PAGE 001 OF 001
(DOES NOT INCLUDE COMP BOARD PERMANENT PERSONNEL)
DEL LAST NAME FIRST NAME CLASS HOURLY ANNL TOTAL -FUND SOURCE-
RATE  HOURS FUNDS CB LOC FED OTH
y
TOTAL FUNDS 0
F1=HELP  F3=EXIT F4=TOTALS F5=FIRST F6=LST F7=PREV  F8=NEXT F12=MAIN
| @E % :00.2 09/03
e e T = (@[ T e o
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 annuall
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

Compensation Board
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1. 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
I s e e T IE ]
P Eh i) & e D ][ = o 08 W ke A O W e 22w
E MCBS COIN BUDGET REQUEST 11/20/2009 14:41

V.11052008 FY: 2011 LOC: 001 OFF: 772 ACCOMACK COUNTY
OFFICE EXPENSE FUNDING REQUEST

STATIONERY, OFFICE SUPPLIES, PRINTING (FORMS AND LETTERS)
POSTAGE/BOX RENTAL, TELEPHONE (TAX EXCLUDED}).

REPAIRS TO OFFICE FURNITURE AND EQUIPMENT,

OTHER NECESSARY EXPENSES INCLUDING ASSOCIATION DUES

BASE AMT TOTAL AMT REQ
APPROV REQ ABOVE/
BELOW
OFFICER AMTS 2,783 _ 2783 o]
CB AMTS
F1=HELP F3=EXIT F4=TOTALS F12=MAIN
el i :00.3 20/37
ot va.us (165,176,157 = : : s

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
e 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.

Compensation Board 14
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Option #5, Office Expense Funding

31501 - EXTRAI X-treme

iDEO S 4 AMD [H][F|e =08 K QA OF 284w

=izl

V.11052008 FY: 2011 LOC: 001 OFF: 772 ACCOMACK COUNTY
OFFICE EXPENSE FUNDING REQUEST

STATIONERY, OFFICE SUPPLIES, PRINTING (FORMS AND LETTERS)
POSTAGE/BOX RENTAL, TELEPHONE (TAX EXCLUDED}),

REPAIRS TO OFFICE FURNITURE AND EQUIPMENT,

OTHER NECESSARY EXPENSES INCLUDING ASSOCIATION DUES

BASE AMT TOTAL AMT REQ
APPROV REQ ABOVE/
BELOW

a OFFICER AMTS 2,783 2783 0
CB AMTS

F1=HELP F3=EXIT F4=TOTALS F12=MAIN

MCB5 COIN BUDGET REQUEST 11/20/2009 14:41

[Eonnectod o ost a2, state.va.us [155. 176, 127 4] (CIPOSESA) Keys: 30871 Seved: 001 UM

| | [

Procedures:

Press the “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

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

Compensation Board 15
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BUDGET REQUEST (OLB)

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
e COIN Budget Request Menu — Select Option #6, Equipment

I3 TS01 - EXTRAI X-treme IS |

0RO damD [Fe-nrs ® AR oF zues w

E MCB4 COIN BUDGET REQUEST 11/20/2009 14:48
) V.04162008 FY: 2011 LOC: 001 OFF: 772 ACCOMACK COUNTY

EQUIPMENT REQUEST

SEL CATEGORY: A INFO TECHNOLOGY

NEW NEW NEW RPL RPL RPL TOT TOTAL STRESSED
UNIT COST OTY TOT COST UNIT COST OTY TOT COST  OTY COST COST
DESC:

DESC:
DESC:

F1=HELP F3=MENU F4=TOTALS F5=FIRST F6=LAST F7=PREV F8=NXT F10=ITEM F12=MAIN

cd | i1 :00.4 11/09
[Connacted to hrast ity 2. Shake, v8,0% (165,176, 127 4] (CIPOGSSA) = [ Ways: 007D Shved: D01 | HOM [ EaaPm
@ Stact| [ Tt - Mres... | G0 com - Extma... [ TS0 - mxvR. | (5] TeoasmerseY... | i) Macrosolt Ward | (1) Commonwoak .. | (3 Commenmmat... | (7| @ [ o |« e ZA4TPM
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.

Compensation Board 16
Last Updated: 1/6/2014 @7:02 AM



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

Option #6 Equipment

[ 1501 - EXTRAI X-treme =TT |
030 S b [ F e w8 & AWE OF Lided of B

MCB4 COIN BUDGET REQUEST 11/20/2009 15:01
) V.04162008 FY: 2011 LOC: 001 OFF: 772 ACCOMACK COUNTY

|

EQUIPMENT REQUEST

SEL CATEGORY: A INFO TECHNOLOGY

NEW NEW  NEW RPL  RPL  RPL TOT  TOTAL STRESSED
UNIT COST OTY TOT COST UNIT COST OTY TOT COST  OTY  COST COST
DESC: PC

1200 2 2400 2 2400 1,638.00

DESC: PRINTER
500 1 500 1 500 341.00

DESC:

=

RECORD UPDATED SUCCESSFULLY
F1=HELP F3=MENU F4=TOTALS F5=FIRST F6=LAST F7=PREV F8=NXT F10=ITEM F12=MAIN

|| (@B 001 11/09
[Cennactad to Foet it st wvh.ue [1051 70, 127.4] (CIPOGS5) [l I [Eape: DAY Saved: 001 | M | [ B
A start| |- inbox - Moros... | B ot - ETRA.. | [B 1501 - exir.. | 2] TreasurerstY.... | (=] Hicrosoft Word | i) Commonvesk.. | 3 Commonweak... | z)| = = " £ | 301
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 = Totals’ to display “Totals” for your office
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Option #6, Equipment

COMMONWEALTH ATTORNEY’s

Category A — Information Technology (It) Equipment

M TS01 - EXTRAI X -Lreme & =
iDRE S 4apo MFle~a 8 & AR oF i w ]

‘, MCB4 COIN BUDGET REQUEST 11/20/2009 14:48

1

V.04162008 FY: 2011 LOC: 001 OFF: 772 ACCOMACK COUNTY

EQUIPMENT REQUEST

SEL CATEGORY: A INFO TECHNOLOGY

NEW NEW NEW RPL RPL RPL TOT TOTAL STRESSED
UNIT COST OTY TOT COST UNIT COST QTY TOT COST  QTY CoSsT cosT
DESC:

DESC:
DESC:

F1=HELP F3=MENU F4=TOTALS F5=FIRST F6=LAST F7=PREV F8=NXT F10=ITEM F12=MAIN

O | it :100.4 11/09
[Connected to host dimys2. stabe. va.us [165, 176, 127 41 (CIPOSE54) [l [ [Koys: 30873 Saved: 001 | NOM | (2149 P4
istart| |- Inbox - Meres... | B com - extra. [ 1501 - tXTR.. | ] Treasurersfy, . | i Mcrosoft Word | i) & | cae PG| = sesch Desbace 2 | e TN

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

e Utilize ‘“F3 =Exit’ 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
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Option #6, Equipment

COMMONWEALTH ATTORNEY’s

Category B — Office Equipment

[Ravso soreaeweme almi=t
PO S e m D ][] = o o8 W M O W e ek aww )
i MCB4 COIN BUDGET REQUEST 11/20/2009 15:09

I V.04162008 FY: 2011 LOC: 001 OFF: 772 ACCOMACK COUNTY
EQUIPMENT REQUEST

SEL CATEGORY: B OFFICE EQUIPMNT

NEW NEW NEW RPL RPL RPL TOT TOTAL STRESSED
UNIT COST QTY TOT COST UNIT COST QTY TOT COST oTY COSsT COST
DESC: COPIER

4000 1 4000 1 4000 2,730.00
DESC: FAX
700 1 700 1 700 478.00

DESC:

F1=HELP F3=MENU F4=TOTALS F5=FIRST F6=LAST F7=PREV F&8=NXT F10=ITEM F12=MAIN

] RECORD UPDATED SUCCESSFULLY

L W :100.1 11/09
s Shake, v, % [ 165, 1 71, 127, (] I [oys: 31004 Saved: 001 | | [0 B
iseart| |- rbox - peoros... | G0 com - mama... |[ G 1s0n - exiee | ) Tressurerse... | =) Microsoft word | 53] Commonweak.... | 3 Commonweat:... | @& zesrcn Dashoor = |. [ e

Category C — Furniture Equipment

ENLIF)
D3 e i) 9 D ][ e o ¥ W LWL O W Er AZas ¥
MCB4 COIN BUDGET REQUEST 11/20/2009 15:10
| V.04162008 FY: 2011 LOC: 001 OFF: 772 ACCOMACK COUNTY

EQUIPMENT REQUEST

SEL CATEGORY: ©C FURNITURE

NEW NEW NEW RPL RPL RPL TOT TOTAL STRESSED
UNIT COST QTY TOT COST UNIT COST OTY TOT COST QaTY COsT COosT
DESC: EILE CABINETS

250 3 750 3 750 512.00
DESC:
DESC:

RECORD UPDATED SUCCESSFULLY
F1=HELF F3=MENU F4=TOTALS F5=FIRS5T F6=LAST F7=FREV F8=NXT F10=ITEM F12=MAIN

| [EN #:00.3 11/09
o md Las ol (M st va s A5, 176, 127 4] (CTROAR=A) T I T B 31078 Saved: 001 | | (30 M
isnan| [ irbon - Mees.. [ Attachme. - | 5] Treasrersfy... | 6] Morosol woed | 6] I EE ] e v B e i
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COMMONWEALTH ATTORNEY’s

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

B35 1501 - EXTRA! X-treme 15]x]
iDED S £ abho A48 & RR OW &4 2|
© Fle Edt Wiew Tools Session Options Help

MCBH-.J COIN BUDGET REQUEST 09/27/2012 16:33
r V.03212011 FY: 2013 LOC: 001 OFF: 772 ACCOMACK COUNTY

RECORD WORKLOAD INFORMATION - ANNUALLY

2009 2010 2011 AVG
FELONY DEFENDANTS - CALENDAR YEAR 183 141 N/A 162
SENTENCING EVENTS - FISCAL YEAR 123 106 1086 112

I HAVE REVIEWED THE SENTENCING EVENTS AND FELON DEFENDANT DATA LISTED HEREIN,
WHICH IS USED AS THE BASIS TO DETERMINE COMPENSATION BOARD STAFFING DUE IN MY
OFFICE. I CERTIFY TO THE BEST OF MY KNOWLEDGE AND BELIEF THAT THIS DATA
ACCURATELY REFLECTS THE NUMBER OF SENTENCING EVENTS AND FELON DEFENDANTS FOR MY
¢l OFFICE FOR THE TIME PERIODS DISPLAYED. 1IF I DO NOT CERTIFY THAT THIS DATA
ACCURATELY REFLECTS THE NUMBER OF SENTENCING EVENTS OR FELON DEFENDANTS FOR MY
OFFICE, I HAVE OR WILL DETERMINE THE CAUSE OF THE INCORRECT DATA AND TAKE
APPROPRIATE STEPS TO CORRECT IT.

(YES OR NO)
F1=HELP F3=MENU F8=NXT F12=MAIN
4] M01.6 22/30
Connested to host dimys2 sate.va.us [165 176,127 4] (CIP1024) Keys 616733 Saved 007 | [NUM =
) Star| | [ Inboe- iosoft Dutlock | 51 COM - EXTRA Soreme | [E5) TS07 - EXTRAI X-tre.... 13 Commonwealtis Atameys | ) Commonwealis Atomey...| «lv 4IBFM

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

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.

1.

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
staffing standards purposes, instead of 1 FTE position.
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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 0to 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.
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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

R ——eeeeee e plee

EEi\a Edt View Tools Session Opfions Help
iDp0asanoMFlesn 3 % bR oy ks w]

MCS2 COIN BUDGET REQUEST 10/21/2011 13:32
V.10272009 Fy: 2012 LoC: 001 OFF: 772 ACCOMACK COUNTY

UPDATE LOCALITY/OFFICE INFORMATION

LOCALITY INFORMATION

OFFICER....: GR AGAR

TITLE......: COMMONWEALTH ATTORNEY

LOCALITY...: ACCOMACK COUNTY

ADDRESS....: P.0O. BOX 56

CITY.......: ACCOMAC

STATE......: VA ZIP: 23301 -

TELEPHONE..: 7577872877 EXT:

FAX . vera : 7577878064

WEBSITE....: : COMMATT@VERIZON.NET

CONTACT PERSON

FULL NAME..:

TELEPHONE. .: EXT:

EMAIL......:

F1=HELP F3=MENU F12=MAIN

46 7:00.2 20/16

{Connected to host ditmvs2, state, va,Us [165,176,127.4] (CIPO072F) Feys: 397261 Saved:0032 | uom [ L3ePm

istart] | [ Irbos-Mieoso...|[ 5 con - exrar.. | E7501 - BORA .. | 9 Cradt Gaurt . | L Commoneatt...| B4 FiL1 TTF PROS.. |@c\erk FH2Bud.. |@Cammanwealth | (] Microsott ... o] [« v 4 1:26P00
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Option #8 Update Locality Information

B CoIN - EXTRA! %-treme 18] x|

‘He Edt View Took Gesson Otions Heb
i D308 ¢aRoMFesa & BR oy CHL ]

MCS2 COIN BUDGET REQUEST 10/21/2011 13:32
V.10272009 Fy: 2012 LOC: 001 OFF: 772 ACCOMACK COUNTY

UPDATE LOCALITY/OFFICE INFORMATION

LOCALITY INFORMATION

CITY.......: ACCOMAC
STATE......: VA ZIP: 23301 -
TELEPHONE..: 7577872877 EXT:
FAX.. ... ...t 7577878064

CONTACT PERSON

FULL NAME..: dudley duwright
TELEPHONE..: 7577872877 EXT:
EMAIL......: personsemail@here

F1=HELP F3=MENU F12=MAIN
[4E! 00,2 20/20

Connected to hast dtmys2,state, va.us [165.176,127.4] {CIPODF2F) ] I Keys 357314 Saved:003¢ | M [ [1aaem

Helpful Hints:

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 Contact Person- office contact for reimbursement and budget submission information
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Option #8 Update Locality Information

DB Bt Yew Dok Session  Cptions  beln

iDEH S damO W[ Fe =4 08 & QE OF 2 7
MCS2 COIN BUDGET REQUEST 10/21/2011 13:32
V.10272009 Fy: 2012 LOC: 001 OFF: 772 ACCOMACK COUNTY
UPDATE LOCALITY/OFFICE INFORMATION

LOCALITY INFORMATION

OFFICER....: GR AGAR

TITLE......: COMMONWEALTH ATTORNEY

LOCALITY...: ACCOMACK COUNTY

ADDRESS....: P.0O. BOX 56

CITY.......: ACCOMAC

STATE......: VA ZIP: 23301 -

TELEPHONME..: 7577872877 EXT:

FAX..veuwwaas 7577878064

WEBSITE....: COMMATT@VERIZON.NET

CONTACT FPERSON

FULL NAME..: dudley duwright

TELEPHONE..: 7577872877 EXT:

EMAIL......: personsemail@here

F1=HELF F3=MENU F12=MAIN
e 7 :00.2 20/20

[Connected to host ditmvsZ. state. va.us [165.176, 127.4] (CIFOOTEF) [ [ Wews: 357314 Saved: 0004 | UM | (13070

Procedures:

This screen can be used to change address, phone and fax humbers 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

Locality Information

Officer Name: For display purposes only.

Title: For display purposes only.

Locality: Enter County/City name

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.

Website: Enter the correct

Contact Person: Enter the correct name of person responsible for entering data
in COIN system.

Telephone: Enter the correct Phone number for contact person.

Email: Enter the correct email address for contact person.

3. Press the ‘Enter’ key, when you have corrected and completed the information requested
4. Press ‘F3 =EXxit’ to exit the screen to budget request menu

NOTE: When changes in the address occur during the year you may use
option 8 from the COIN Main Menu to update this information.
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Update Officer and/or County/City Administrator Email Address
(Compensation Board Website www.scb.virginia.gov)

5. If you wish to receive communications from the Compensation Board via email, you may update the
email addresses for Constitutional Officers, Contact or county/city administrators for your offices by
clicking on the link below and following these instructions:

a. http://www.scb.virginia.gov/cbemaill.cfm

b. Enter your FIPS Code 001-840 (Accomack-Winchester) The number you use to access
COIN each month

c. Enter you Office Code -772 (Commonwealth’s Attorney)

d. To change a current email address click on the email address, correct the email address
and then click ‘UPDATE’

e. Click ‘SUBMIT’

f. Toadd a new email address Click ‘ADD EMAIL ADDRESS’

g. To delete an email address, click on the email address to be deleted and click ‘DELETE’

h. To change a current email address click on the email address, correct the email address
and then click ‘UPDATE’

Compensation Board 26

COIN Reimbursement Process User Guide
Last Updated: 1/6/2014 @7:02 AM


http://www.scb.virginia.gov/�
http://www.scb.virginia.gov/cbemail1.cfm�

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

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 19.48% 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 Certify Officer’s Approval UserID
v’ List employees that qualify, or will qualify in FY15, in the Career Prosecutor Program

=l =l

D S D ][ e = 08 % W OWF xaseg w

MCB9-B COIN BUDGET REQUEST 11/20/2009 16:15
) V.10152009 FY: 2011 LOC: 001 OFF: 772 ACCOMACK COUNTY

CAREER DEVELOPMENT CERTIFICATION MENU

1. CAREER PROSECUTOR PROGRAM

2. JUVENILE JUSTICE CERTIFICATION

OPTION _

F1=HELP F3=EXIT F4=TOTALS F12=MAIN
i :00.1 22/09

FConnectod b Frost aimas. shats. va.us 165,176, 127.4] (LIF6554) Foya: 31521 Saved: 01 o AT e

e Option 1 Career Prosecutor Program (available to all offices)
e Option 2 Juvenile Justice Certification (displayed if office has a juvenile justice program)
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Option # 9 Special Program Certification

Option # 1 Career Prosecutor Program

Screen 1 of 5

leix
iDpOanpoMPlesaM s AR oF @i el
! MCCH-A COIN BUDGET REQUEST 11/20/2009 16:18

V. 11182009 FY: 2011 LOC: 001 OFF: 772 ACCOMACK COUNTY

AT

CAREER PROSECUTOR PROGRAM

I HEREBY CERTIFY THAT THE CAREER DEVELOPMENT PLAN FOR ATTI AND JATTI
ASSISTANTS CURRENTLY IN EFFECT FOR THIS OFFICE MEETS THE MINIMUM CRITERIA FOR
SUCH PLANS 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 ATTORNEY MAKES
THE FINAL DECISION REGARDING SELECTION,

C. MINIMUM LENGTH OF SERVICE REQUIREMENT OF THREE YEARS AS AN ASSISTANT
COMMONWEALTH' S ATTORNEY IN VIRGINIA;

D. JOB PERFORMANCE INCLUDING TWO EVALUATIONS WHICH MEET ABOVE AVERAGE
RATINGS, AND NO VIRGINIA STATE BAR DISCIPLINARY ACTION IN THE PAST THREE
YEARS;

F3 TO PROCEED TO CERTIFICATION
F1=HELP F2=ATH BDG F3=MENU F4=TOTALS F5=FIRST F6=LAST F7=PREY F8=NEXT F12=MAIN

4B i 00.4 06/02
Cannected to host ditmys2, state. va,us [165,176.127.4] (CIPOESS54) = [ [Keys: 31323 saved:-001 [ [num | [¢:19PM
#/start [ 5 com - exirarxe... |[F 1501 - ExTRAI.. () 4 Microsoft Offc, -] |5 Stsffing Standsrd.,. | (=) Mirosoft xeel- . | ) | # [ Search Deckion pe) |« oy dt3Em
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Option # 9 Special Program Certification

Screen 2 of 5

leix
iDpOanpoMPlesaM s AR oF @i el
! _MCCH-B COIN BUDGET REQUEST 11/20/2009 16:18

V. 11182009 FY: 2011 LOC: 001 OFF: 772 ACCOMACK COUNTY

AT

CAREER PROSECUTOR PROGRAM

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

E. ADDITIONAL EDUCATION REQUIREMENTS OF FORTY HOURS ABOVE THE MINIMUM
VIRGINIA STATE BAR MCLE CREDITS IN THE LAST THREE YEARS PRECEDING
SELECTION, AND EDUCATIONAL REQUIREMENTS ABOVE MINIMUM VIRGINIA STATE BAR
MCLE REQUIREMENTS HAVE BEEN ESATBLISHED TO MAINTAIN CAREER PROSECUTOR
STATUS;

F. A PROCEDURE FOR THE REMOVAL OF ASSISTANTS FROM THE CDP FOR INADEQUATE
JOB PERFORMANCE, DISCIPLIMARY ACTION, A VIRGINIA STATE BAR DISCIPLINARY
ACTION OR FAILURE TO MAINTAIN MINIMUM ADDITIONAL EDUCATIONAL
REQUIREMENTS;

G. EQUAL OPPORTUNITY FOR ALL ASSISTANTS;
F8 TO PROCEED TO CERTIFICATION
F1=HELP F2=ATH BDG F3=MENU F4=TOTALS F5=FIRST F6=LAST F7=PREV F8=NEXT F12=MAIN

48 i 00.1 01/01
Connected to host ditmys2,state va.us [165,176,127.4] (CIPOES54) () [ [Keys: 31323 Saved:-001 [ [MUM [ [#:20PM
&) start T 0 com-extral - | [ 1501 - ExTRAL. ] 4 Microsoft Offc. . | L Staffing Stendard... | (<) Miroseft Exeel -, | (3) | & | search Desktop ) |“ oy azmEm

Compensation Board 29
COIN Reimbursement Process User Guide
Last Updated: 1/6/2014 @7:02 AM



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

Option # 9 Special Program Certification

Screen 3 of 5

[Barsorecraxreme LTES
DB e8P0 @FlesA B R AR OF g @l
! _MCCH-C COIN BUDGET REQUEST 11/20/2009 16:20

V. 11182009 FY: 2011 LOC: 001 OFF: 772 ACCOMACK COUNTY

AT

CAREER PROSECUTOR PROGRAM

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

H. STATEMENT OF PURPOSE;
I. SCOPE OF THE PLAN;

J. UNDERSTANDING OF EMPLOYMENT STATUS AS AN ASSISTANT COMMONWEALTH'S
ATTORNEY

K. ADDITIONAL COMPENSATION;

F8 TO PROCEED TO CERTIFICATION
F1=HELP F2=ATH BDG F3=MENU F4=TOTALS F5=FIRST F6=LAST F7=PREV F8=NEXT F12=MAIN
48 ifi 100, 1 01/01

Connected to host ditmys2,state va.us [165,176,127.4] (CIPOES54) () [ [Keys: 31323 Saved:-001 [ [MUM [ [#:20PM

&) start T 0 com-extral - | [ 1501 - ExTRAL. ] 4 Microsoft Offc. . | L Staffing Stendard... | (<) Miroseft Exeel -, | (3) | & | search Desktop ) |“ oy azmEm
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Option # 9 Special Program Certification

Screen 4 of 5

leix
iDpOanpoMPlesaM s AR oF @i el
! MCCH-F COIN BUDGET REQUEST 11/20/2009 16:21

V. 11182009 FY: 2011 LOC: 001 OFF: 772 ACCOMACK COUNTY

T

CAREER PROSECUTOR PROGRAM

THE FOLLOWING ATTI AND JATTI ASSISTANT(S) IN THIS OFFICE IS/ARE EXPECTED TO
MEET ALL CRITERIA FOR SELECTION AS CAREER PROSECUTOR ON THE DATE(S) SHOWN:

DATE OF

POS.  LAST NAME FIRST NAME SELECTION
MM 7 DD [ YYYY
MM 7 DD [ YYYY
MM 7 DD [ YYYY
MM 7 DD [ YYYY
MM / DD [ YYYY
MM 7 DD [ YYYY
MM / DD [ YYYY
MM 7 DD [ YYYY
MM 7 DD [ YYYY
MM 7 DD [ YYYY
MM 7 DD [ YYYY
MM 7 DD [ YYYY

F8 TO PROCEED TO CERTIFICATION
F1=HELP F2=ATH BDG F3=MENU F4=TOTALS F5=FIRST F6=LAST F7=PREV F8=NEXT F12=MAIN

i 00.1 11702
Connected to host ditmys2,state va.us [165,176,127.4] (CIPOES54) () [ [Keys: 31324 Saved:-001 [ [MUM [ [#:2rPm
&) start T 0 com-extral - | [ 1501 - ExTRAL. ] 4 Microsoft Offc. . | L Staffing Stendard... | (<) Miroseft Exeel -, | (3) | & | search Desktop ) |“ ) aziem

Enter the following information for each person expected to meet all criteria for the
Career Prosecutor Program:

Do not list persons already participating in the program.

Only CB funded persons in ATTI or JATTI classified positions.

Position Number = enter CB position number or leave blank for locality position
Last Name

First Name

Date of Selection

Press the “‘Enter’ key, when you have corrected and completed the information requested
Press ‘F8 = to advance to Career Prosecutor certification screen
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Option # 9 Special Program Certification

Screen 5 of 5

e
iDEH S 4amo@Fle=a 8 K RBE OF K4 v
! MCCH-G COIN BUDGET REQUEST 11/20/2009 16:30

V. 11182009 FY: 2011 LOC: 001 OFF: 772 ACCOMACK COUNTY

T

CAREER PROSECUTOR PROGRAM

THIS IS TO CERTIFY THAT THE CAREER DEVELOPMENT PLAN IN THIS OFFICE MEETS THE
MINIMUM 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 PROSECUTOR IS CONTINGENT UPON THE APPROVAL OF ADDITIONAL
FUNDING BY THE GENERAL ASSEMBLY.

MY OFFICE IS FUNDED FOR THE CAREER PROSECUTOR PROGRAM (Y/N):
MY OFFICE IS REQUESTING FUNDING FOR THE CP PROSECUTOR (Y/N):

APPROVAL: , OFFICER USER-ID:

F1=HELP F2=ATH BDG F3=MENU F4=TOTALS F5=FIRST F6=LAST F7=PREV F8=NEXT F12=MAIN
48 ifi 1001 19/65

.Us [165,176,127.4] (CIPDESS4) () [Keys: 31343 Saved:-001 [ [MUM [ [4:30PM

[
5 comm-exTRa - |[E 1501 - ExTRALK.. (] 4 Microsoft Offc. | [ staffing Standard... | (<) Miroseft Exeel -, | (3 | = [ Search Deskion ) |“ ) aEPM

Enter “Y” or ‘N’ if office is already funded for Career Prosecutor Program

Enter “Y” or N’ if officer is requesting to continue funding or is requesting funding for assistant attorneys
eligible to participate in the Career Prosecutor Program

Enter the Officer’s SCB USERID to certify Career Prosecutor Program

Press the ‘Enter’ key, when you have completed the information requested
Press ‘F3 =EXxit’ to exit the screen to budget request menu
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BUDGET REQUEST (OLB)

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

Screen 1 of

1

LIRS
iDEH e R0 MFl-=4 2% BE OW K w i

! MCCH-G COIN BUDGET REQUEST 11/20/2009 16:30

V. 11182009 FY: 2011 LOC: 001 OFF: 772 ACCOMACK COUNTY

T

CAREER PROSECUTOR PROGRAM

THIS IS TO CERTIFY THAT THE CAREER DEVELOPMENT PLAN IN THIS OFFICE MEETS THE
MINIMUM 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 PROSECUTOR IS CONTINGENT UPON THE APPROVAL OF ADDITIONAL
FUNDING BY THE GENERAL ASSEMBLY.

MY OFFICE IS FUNDED FOR THE CAREER PROSECUTOR PROGRAM (Y/N):
MY OFFICE IS REQUESTING FUNDING FOR THE CP PROSECUTOR (Y/N):

APPROVAL: \ OFFICER USER-ID:
F1=HELP F2=ATH BDG F3=MENU F4=TOTALS F5=FIRST F6=LAST F7=PREV F&=NEXT F12=MAIN
4B it 1001 19765
Connected to host ditmys2,state,va.us [165.176,127.4] (CIPOESS4 () [ [Keys: 31343 Saved:-001 [ [MUM [ [4:34PM
dstart] [ 2 Mirasoft offic... < i’gcowm;:\ o |W (i 4 icrasoft. Offc, | 3 Staffing Standard... | () Miroseft Exeel-... | (3 |2 [Search Desklan ) |“ ) M

Enter a “Y’ or ‘N’ if positions primary, if not exclusive, responsibility is to the Juvenile and Domestic
Relations District Court
Enter the officer’s SCB USERID to certify Juvenile Justice Certification

Press the “‘Enter’ key, when you have corrected and completed the information requested
Press ‘F3 =EXxit’ to exit the screen to budget request menu
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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
[arsor - exrnaxaeeme e T |
P 0o S damo e o o8 % R o O opafas @
[, _MCBs8 COIN BUDGET REQUEST 11/20/2009 16:47

! V.12192008 FY: 2011 LOC: 155 OFF: 772 PULASKI COUNTY

CERTIFY BUDGET REQUEST

I CERTIFY THAT THIS REPRESENTS AN ACCURATE STATEMENT OF OFFICE WORKLOAD DATA,
SALARY SUPPLEMENTS, LOCALLY FUNDED POSITIONS, AND MY ANTICIPATED FUNDING NEEDS
FOR THE UPCOMING FISCAL YEAR. I HAVE NOTIFIED THE GOVERNING BODY OF MY LOCALITY
OF THE AVAILABILITY FOR REVIEW OF THE REQUEST AND HAVE PROVIDED THEM A COPY OF
ALL DOCUMENTS AND JUSTIFICATION FORWARDED TO THE COMPENSATION BOARD.

APPROWVAL :
LOCALITY: DATE: XX/XX/XXXX OFFICER LOGON: PORRIHRIHK IR IR HKIHKAK
CB 1 DATE: XX/ XX XXX CB LOGON: PGS OG0 6090080006004

CB REVIEW (Y/N): _

U REMOVE CB SIGNOFF (Y): _

I REMOVE BASE SIGNOFFS (Y):
REMOVE CDP SIGNOFFS (Y):

ON MCBO MENU SELECT 2 & UPDATE ADDL EMPLOYEES REQ

F1=HELP F3=EXIT F4=TOTALS F12=MENU
|| 42l i :00.1 01/01
e [ e e e —— IE5E T < o
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
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BUDGET REQUEST (OLB)

Option #10, Certify Budget Request

M TS01 - EXTRAI X -Lreme & =
iDRAE S +abo MFle~a 8 & AR 0F i w ]
E MCB8 COIN BUDGET REQUEST 11/20/2009 16:44

! V.12192008 FY: 2011 LOC: 001 OFF: 772 ACCOMACK COUNTY

CERTIFY BUDGET REQUEST

I CERTIFY THAT THIS REPRESENTS AN ACCURATE STATEMENT OF OFFICE WORKLOAD DATA,
SALARY SUPPLEMENTS, LOCALLY FUNDED POSITIONS, AND MY ANTICIPATED FUNDING NEEDS
FOR THE UPCOMING FISCAL YEAR. I HAVE NOTIFIED THE GOVERNING BODY OF MY LOCALITY
OF THE AVAILABILITY FOR REVIEW OF THE REQUEST AND HAVE PROVIDED THEM A COPY OF
ALL DOCUMENTS AND JUSTIFICATION FORWARDED TO THE COMPENSATION BOARD.

APPROVAL :
LOCALITY: DATE: OFFICER LOGON:
CB . DATE: CB LOGON:

CB REVIEW (Y/N): _

I REMOVE CB SIGNOFF (Y): _
REMOVE BASE SIGNOFFS (Y): _
REMOVE CDP SIGNOFFS (Y): _

ENTER USERID TO APPROVE

F1=HELP F3=EXIT F4=TOTALS F12=MENU

-
o8 | i::00.1 16/51
[Connected to host dtmivs2.stabe. va.us [165. 176, 127 41 (CIPOG5S4) [l [ [Koys: 31617 Saved: 000 | UM | i P
@y start]| |- rbox - Morosoft .. || RE: OUB Testing - ... | B com - ExTRAL .. [0 1801 - ExTRAN K., =] 4 Meoross Offic.. «| L) Steffing Sendard... | ()] @ [ Seecn Do rs | (g 2440

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
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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:

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

y
COMMONWEALTH ATTORNEY’s
=TI
AT e R R . |
[, MCBA COIN BUDGET REQUEST 11/20/2009 16:50
4 W.0118200&8 FY: 2011 LOC: 001 OFF: 772 ACCOMACK COUNTY
COMMENTS
A (A)-ADD NEW COMMENT FPAGE 00 OF 0O

(D) -DELETE CURRENT COMMENT
Il

F1=HELF FZ=MENU F4=TOTALS FS=FIRST FE=LAST F7=PREWV Fa=NxT F12=MAIN

i 1001 os8/0z2

e T e e e I T2 N TS

Kot b st e stans, v usn ENeti- 1 7, 127, 2] (CIPOMINAY
vt i arken - Pt e | ) B GAD Tastir o - | A SO v e, | [ YRGBT - ERTRAT R Enl

HELPFUL HINTS:

e  There are unlimited ‘Comment’ screens that allow the entry of comments in a free form format

e  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

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

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

PROCEDURES:

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

e Input the information you want to address

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

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

v' Example: Option #2, Additional Employee Request
e Press ‘F3’ to exit the screen to the Budget Request Menu
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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’

s e i E
Pl et il o e D R[] e = o 8 W AR O W e agoww
1 MCBB-A COIN BUDGET REQUEST 11/20/2009 16: 51

V.01182008 FY: 2011 LOC: 001 OFF: 772 ACCOMACK COUNTY
BUDGET REQUEST TOTALS

PERMANENT PERSONNEL

BUDGET -ESTIMATED BUDGET - REIM -ESTIMATED REIM-

SALARY FRINGES TOTAL SALARY FRINGES TOTAL
CURR BDGT 305,507 32,200 337.707 305,507 32,200 337,707
REQUESTED 305, 507 32, 200 337,707 305, 507 32,200 337,707
COMP BOARD 0 (0] 0 (0] o] (0]
TOTAL PERMANENT PERSONNEL: <]

TEMPORARY PERSONNEL

BUDGET -ESTIMATED BUDGET - REIM -ESTIMATED REIM-
SALARY FRINGES TOTAL SALARY FRINGES TOTAL
CURR BDGT Q 0 8] 0 (8] 8]
it REQUESTED 0] 0] 0 0] 0 0]
COMP BOARD 0 0 0 0 0 0

F1=HELP F32=MENU F4=TOTALS F5=FRST F6=LAST F7=PREV F&8=NEXT F12=MENU
| aem i :00.5 0217

e fremaTe.L, i Bmvai ILTI0 Saved, 001 | e

A ran T J o com osting . | Cucom ek (S Ts0r  chTRal L B4 Mresett St -] g Stiring Steiaed... | 3| P PR e,

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
screen.
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‘F4’ Budget Request Totals

COMMONWEALTH ATTORNEY’s

15T SCREEN OF 3:

ey e
i Des il S g W[ v R MR oW ot oF B
l, MCBB-A COIN BUDGET REQUEST

i E

11/20/2009 16: 51

TOTAL PERMANENT PERSONNEL:

8

TEMPORARY PERSONNEL

! V.01182008 FY: 2011 LOC: 001 OFF: 772 ACCOMACK COUNTY
BUDGET REQUEST TOTALS
PERMANENT PERSONNEL

BUDGET -ESTIMATED BUDGET - REIM -ESTIMATED REIM-

SALARY FRINGES TOTAL SALARY FRINGES TOTAL
CURR BDGT 305,507 32,200 337,707 305,507 32,200 337,707
REQUESTED 305, 507 32,200 337,707 305,507 32,200 337 . 707
COMP BOARD 0 0] 0] 0 0] 0

BUDGET -ESTIMATED BUDGET- REIM -ESTIMATED REIM-
SALARY FRINGES TOTAL SALARY FRINGES TOTAL
CURR BDGT o] 0 0 0 o] 0
u REQUESTED 0 (o] (o] (o] (o] (8]
| COMP BOARD (o] (0] (o] (o] (o] (o]
F1=HELP F3=MENU F4=TOTALS F5=FRST F6=LAST F7=PREV F&8=NEXT F12=MENU
el Wi 100.5 02717
e e e e T e = [ S 'm e
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
o 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
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’

v" ‘FRINGE’ benefits listed are estimates only

v ‘REIMBURSABLE’ figures displayed are the actual dollar amounts that will be returned to your
locality

38
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‘F4’ Budget Request Totals

COMMONWEALTH ATTORNEY’s

2NP SCREEN OF 3:

5 1501 - EXTRAI ¥-treme - T |
DA O 4 amD [][F a0 & Bl o 2aded o#

MCBB-B COIN BUDGET REQUEST 11/20/2009 16:53
| V.01182008 FY: 2011 LOC: 001 OFF: 772 ACCOMACK COUNTY

T

BUDGET REQUEST TOTALS

EQUIPMENT
NEW NEW REPLACE REPLACE  TOTAL TOTAL STRESSED
ary CosT aTY COST oty COST COST
TOTAL CATEGORY A: INFORMATION TECHNOLOGY
2 1,200 1 500 3 2,900 1,979

TOTAL CATEGORY B: OFFICE EQUIPMENT

1 4,000 1 700 2 4,700 3,208
TOTAL CATEGORY C: FURNITURE

3 250 0 0 3 750 512
I EQUIPMENT TOTAL:
! 6 5,450 2 1,200 8 8,350 5,699
i 0 0 0 0 0 0 0
I F1=HELP F3=MENU F4=TOTALS F5=FRST F6=LAST F7=PREV F8=NEXT F12=MENU
R %1001 02/17
[Connected to host ctmyss. sate. va,us (165,176, 127 4] (CIPOGSEA) = [ Fews: 31799 Saved: 001 [ WOW [ @EIEM
Bistart| [ b - Mcrosctt . | | ) RE: OUB Testioa - . | S comi- e, |[ G Tso1 - extRaix.. Fr 4 Moosolt offic...-| Ly Staffing Standard. | (7| # [Seac Do o 2 If.. pEpr

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
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’
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‘F4’ Budget Request Totals

COMMONWEALTH ATTORNEY’s

3R SCREEN OF 3:

==l

Mg COMM - EXTRA X-treme

Do ple Lt Yew ook Gession  Options el

i D0 S A D [H][Fe o o8 % R O o d g )
MCBB-C COIN BUDGET REQUEST 11/20/2009 17:51
V.01182008 FY: 2011 LOC: 001 OFF: 772 ACCOMACK COUNTY
BUDGET REQUEST SUMMARY TOTALS
TOTAL PERMANENT PERSONNEL.: CURR EDGT 305,507 REIMBURSABLE 305,507
REQUESTED 305,507 305,507
COMP BOARD 0
TOTAL ADDITIONAL POSITIONS: CURR EDGT 0
REQUESTED 92,831
COMP BOARD
TOTAL TEMPORARY PERSONNEL.: CURR EDGT 0 REIMBURSABLE 0
REQUESTED 0 0
COMP BOARD 0
TOTAL OFFICE EXPENSES.....: CURR EBDGT 2,783 REIMBURSABLE 2,783
REQUESTED 2,783 2,783
COMP BOARD 0
TOTAL EQUIPMENT EXPENSES..: CURR EDGT 0 REIMBURSABLE 0
REQUESTED 5,699 5,699
COMP BOARD 0
F1=HELP F3=MENU F4=TOTALS F5=FRST Fb6=LAST F/=PREV F8=NEXT F12=MENU
@ :00.1 02/17
[Cennacted to Fost s, state. va.us (165,176, 127.4] (CIR0651 1) =10 I [Emys: 31772 Saved: 001 | [ 5181
oseare| g ko | &= s | &= storme... | [ ) conn - ExTma) X-treme m| = FNN P g

e 3R° SCREEN OF 3:

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

Additional Positions

Temporary Personnel Funding

Office Expense Funding

Equipment Requests

O o0O0O0

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
o 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
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’

e Press ‘F3’ to exit the screen to the Budget Request Menu
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15. Main Menu Option #5 - Budget Reports

L S e —— e O X |
QWS3270 Edit View Options Tools Help
Y I P IR rar ettt Ik N Nocon =}
MCGO COIN BUDGET REQUEST 2013-11-14 12:44
V.06282013 FY: 2014 LOC: 001 OFF: 772 ACCOMA COUNTY
OFFICE: COMMONWEALTH ATTORNEY OFFICER: AGAR
REPORTS MENU
1. MAY 1ST BUDGET
2. BUDGETS WITH ACROSS THE BOARD INCREASES
3. CURRENT ACTIVE BUDGET
4. BUDGET REQUEST WORKSHEET
5. BUDGET ROLL REPORT
6. MONTHLY REIMBURSEMENT REPORT EXTR DATE: 10012013 MONTHS: 01
REPORT |
SORTED BY
| CLASS
_ POSITION NUMBER
_ NAME
ENTER "X" FOR SORT ORDER
F1=HELP F2=AUTH BDG F3=MENU F4=TQOTALS F12=MARIN
Cnnnecll!dtnditmvs?fahe.mﬁ port 23 ; i 1219 NUM 124424 18BM-3278-2 - CIPDOGDF

e Select Option #5- “Reports”
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Main Menu Option #5 - Budget Reports

= - —— — —— —_— [P <

tens  Tasls  Help

i
| | | | T | e | GG G | W TR 4 n NoCon -

2013-11-14 12:44

F.06 FY: 2818 I 3 11 FF: ACCOM K C MTY
OFFICE: COMMONWEALTH ATTORNEY OFFICER: AGAR
REPORTS MENU
1. MAY 1ST BUDGET
2. BUDGETS WITH ACROSS THE BOARD INCREASES
i. CURRENT ACTIVE BUDGET
4. BUDGET REQUEST WORKSHERT
5. BUDGET ROLIL REPORT
6. MONTHLY REIMBURSEMENT REPORT EXTR DATE: 10012013 MONTHS: 01
rerorT B
SORTED BY
CLASS
POSITION NUMBER
NAME
ENTER "X" FOR SORT ORDER

B o) Eo=hAUTH BUG k- =HENL EA=LOTALS o B I

W ' —

24 IR ATTA-D

B e L i

There are 6 versions of the Budget Report that are available.

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

e Option #2 “Budget Report W/Aug. Increase”- This is the Budget with the
August 1 increases factored in. This report is available in July.

e Option #3 “Current Active Budget”— This is the Budget showing the
personnel changes entered to date.

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.

e Option #5 “Budget Roll”- This is the Budget as set on May 1% for the
current Fiscal Year.

e Option #6 “Monthly Reimbursement Report”- This report details the
salary and fringe benefit amounts for each individual position. By
selecting the date and number of months to be viewed, multiple months
may be downloaded at one time.

1. Change the Fiscal Year to the new fiscal year or fiscal year desired

2. Enter the desired Budget Report option

3. Enter the sort option desired (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.

4. Press Enter and print the screen

5. The name of the file to download will be displayed at the bottom of the screen.
Enter the name of the file in the download instructions #10
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16. Download Instructions

P
':w' ¥, Bum CD & DVDs with Roxio

o S| @] new Office Document

ﬁ ©pen Office Document

@ Set Program Access and Defaults

A% Windows Catalog

% windows Update

© Morton Systemwarks

America Online 7.0
Internet
MSN Explorer

= H |-
iEs) v

MENERIorer I G cybertink PowerovD
E Microsoft Word| &) Dell Accessories
) Games

.ﬁj America Online || [ Intel Nebwork Adapters
Y
[7) Java web Start

@ Internet Explarer || (/) Microsaft Office Taols
P (7] Roxia Easy (D Creator 5

A America Online 9.0

le Microzoft Excel @ startup

#5, Bum CD & DVDs with Roxio
@ Tnkernet Explorer
Microsaft Access
Microsaft Excel

Microsaft Outlack
Microsoft PowerPoint
Microsoft Word

w* Mk Explorer

Carnrnand Prom|

) outlook Express

Remote Assistance

L Allprograms b % Solution Center
@ windows Media Player
4 windows Messenger

. rews
4 start LIS (@) Morton Systemworks

ages Aol o)
@ EXTRAI Personal Client 32-bit 3
I America Online 3
1) QuickTime 3
1) Real »

I KoDak »
I Adobe N
IE) KODAK Picture CD r
& Adobe Photoshop Album 2.0 Starter Edition

7l Adobe Reader 7.0

) Accessibility

I Commurications »
I Entertainment r
IF) Microsaft Interactive Training »
[ System Tools »
) Address Book

) Celeulator

LM "
= C]Pen‘nrmstext—based (command

lj Paint

@) Program Compatibility Wizard

Hine) functions

€ Synchranize

& Tour windows XP
[£3 windows Explorer
S, windows Movie Maker
A wordPad

RLENE-DITL ... &) 1

Download Instructions

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

B Sewchresuts | B SeachResuhs | chryoscomiu,., | s o0l o Cammond Pr., ) 11138 FM

2.- TYPE: ftp Press the “ENTER” key

3. -TYPE: open ditmvs2.state.va.us Press the “Enter” key

4. -USERNAME: scbte06 (lowercase) Press the “Enter” key

5. -PASSWORD: schte06 (lowercase Press the “Enter” key

6. -TYPE: user (lowercase) Press the “Enter” key

7. -USERNAME: Type your COIN Userid (lowercase) Press the “Enter” key

8. -PASSWORD: Type your COIN password (lowercase) Press the “Enter” key
9.-TYPE: get Press the “Enter” key

10-TYPE: ‘sch.prod.coin.l001.0307.bud51.rtf” Press the “Enter” key

(lowercase with single quotes, lowercase L-locality 1001.lowercase O-
office code.budget.rtf) (Accomack — Sheriff)

1. The file to download for option 1 is
‘sch.prod.coin.Ixxx.oxxx.bud51.rtf’
2. The file to download for option 2 is
‘sch.prod.coin.Ixxx.oxxx.abudget.rtf’
3. The file to download for option 3 is
‘sch.prod.coin.Ixxx.oxxx.budget2.rtf’
4. The file to download for option 4 is
‘sch.prod.coin.Ixxx.oxxx.wbudget.rtf’
5. The file to download for option 5 is
‘sch.prod.coin.Ixxx.oxxx.budroll.rtf’
6. The file to download for option 6 is
‘sch.prod.coin.Ixxx.oxxx.remrpt.rtf’

11.- LOCAL FILE NAME:  “c:/budgetreport.rtf”’(with double quotes) Press the “Enter” key

12. BYTES OF DATA

TRANSFERRED: Press the “Enter” key
13. TO EXIT: Type quit — Press the “Enter” key
Type exit — Press the “Enter” key
14. TO PRINT;: Open Microsoft Word
15. OPEN FILE: Budgetreport.rft (or the name you gave the file)
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Download Instructions

Additional Printing Instructions:
e Open Microsoft word

e 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
Melanie Morrison- melanie.morrison@sch.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

AUGUST 1, 2013 - JUNE 30, 2014

CLASSTITLE ABBREV PAY BAND ROLE MIN MAX

SECRETARY SEC
MUVENILE JUSTICE SECRETARY JSEC
DRUG PROSECUTOR ASSISTANT DPAI

2 Sr. Administrative 24,435 47,036
PARALE GAL PA
MUVENILE JUSTICE PARALEGAL JPA
IADMINISTRATIVE ASSISTANT I AAI
IADMINISTRATIVE ASSISTANTII AAI 5 Professional 32,731 56.213
IATTORNEY | ATTI
MUVENILE JUSTICE ATTORNEY | JATTI

9 Sr. Professional 49,601 98,314
IATTORNEY I ATTII
CAREER PROSE CUTOR CPIlI
MUVENILE JUSTICE CAREER PROSC JCPII
IATTORNEY 1l ATIN
DRUG PROSECUTOR I DRI Supervisory/

10 Minag e et 63,784 121,749
IATTORNEY IV ATTIV

CLASSIFICATION AND PAY PLAN FOR EMPLOYEES OF THE COMMONWEALTH'S ATTORNEY
ELIGIBLE TO ENGAGE IN PRIVATE PRACTICE
AUGUST 1, 2013 - JUNE 30, 2014

CLASS ABBREV PAY BAND ROLE MIN MAX
SECRETARY A SECA
MUVENILE JUSTICE SECRETARY A JSECA

2 Sr. Administrative 12,218 23,518
SECRETARY B SECB
PARALEGAL B PAB
HMUVENILE JUSTICE PARALEGAL B JPAB
IATTORNEY A ATTA
MUVENILE JUSTICE ATTORNEY A JATTA 9 Sr. Professional 24,800 49,158
IATTORNEY B ATTB

CP - denctes participation in Career Prosecutor Dewvelopmert Program

*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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