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1. Accessing the Web-based MAX A-11 DE

a. Using your browser, go to the following URL:  https://max.omb.gov/exercises/a11de
b. Input your MAX login information at the prompt:

Your MAX id and password is the same password you created on the MAX Homepage
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1. Accessing the Web-based MAX A-11 DE
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b. Howto Adjust Display Options — (uses browser’s built in capabilities)
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3. Opening Accounts

a. Account Selection (filtering)

b. The various fields on the Account Selection Screen
c. Account Selection “(opening—right click or double click and three
scenarios)

Open from DB
Open from Saved Copy
Open from Open from back-up copy

iv. Theother options
d. Account change listing
&. Opening Multiple Accounts (Warning not to open the same account

on a different tab (differ ALTs are OK)).
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c. Once Authenticated, MAX A-11 will bring you to the Account Selection Screen.
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2. General Navigation and Configuration

a. Users will primarily interact with two different user interface screens

i. The Account Selection Screen
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ii. The Actual Account Screen
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b. Right-click menus offer the users convenient context sensitive MAX A-11 Application Menu Options

Web-based MAX A-11 provides simple context sensitive right-click menus.   Right-clicking on any line in the account (or within the application grid) will pop up a menu that lets you know what options/actions are available to you for that particular line.
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c. How to Adjust Display Options

Web-based MAX A-11 leverages your web browser’s native display configuration options:

i. Font-size Magnification

You can adjust the size of your font by using your browser’s zoom-magnification features (often found in the bottom right-hand corner of your browser window, This allows considerable flexibility with font size.
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ii. Toggling Between Full-screen (for improved UI space efficiency)

Pushing the F11 key hides the IE browser menus at the top of your web browser and in effect expands the screen space for viewing and working in your account.  (see details immediately below).  
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a. General Information Displayed in the Menu Bar 

The account information at the top of the application window (on the IE tab) shows the account title, current exercise, the agency code, bureau code, the four digit appropriation symbol or six digit receipt symbol, and Transmit 
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b. How to access Schedules

Navigate to the various schedules for an account by clicking the schedule letter along the left side of the screen.  Remember that schedule P, A, and S data are to be entered into Schedule X.  Data entered in X will then flow through to the appropriate schedules.  You will still need to enter data in other schedules O, C, Q, T etc.
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c. How to access Transmits

All transmits for a particular account will download if you download the account.  You can access the various transmits by selecting the desired transmit from the web-based A-11 application’s navigation bar (highlighted below in blue).

[image: image9.png]M4 Max AL1 Data Entry x

C # [B Office of Management and Budget [US]) https://max.omb.gov/exercises/al1de/?ticket=ST-186162-VRRoQDbkBewrAG 72 | (8]
" Max ALL Data Entry " (Development) Max

MANAGEMENT AND BUDGET

Account info Viewer @

Son | RGBS aront 2 Trarart 4 Tarani 7 Contid Caapoe AlLines_Bpand AlLnes
x Line Line Title 2014 2015 2016 2017
Combined Schedule (X)
Obligations by program activity:
gt el ars

Federal supplemental educational opportunty
orants (S206)

Federal work-study

Campus-based actiiies - Subtotal
Leveraging educafionalassistance partnership

Total new ablgations (abiect lass 41.0)
Budgetary Resources:
Unobgated baisnce:

Unablgated balanc brought forward, Oct 1

Recoveries of prior year unpaid ablgatons.

Unobigated balance (ttal)
Budget authorty:
‘Appropritions, discretionary:
‘Approprition
Appropriaons permanenty reduced )

‘Approprition, discretionary (ota) 20671
‘Approprition, discretionary - Computed Totals 2671

Onlyshow:  [7] pyEmors  [] CYErors [ BaseineErrors [ BY toBY=9Emors [
Type | Line SF e |Rue | Message





1. Opening Accounts

a. Account Selection and Filtering

In order to view the account to which you have access, first select the desired Budget exercise (i.e. PB20xx, MS 20xx, TRDATA) from the “Exercise” dropdown list at the top left of the web-page.  Then select your Agency if it isn’t already showing in the “Agency” dropdown list.

To narrow your search further, select a specific Bureau (if you have access to more than one) from the “Bureau” dropdown.
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Other filters that are available to users on the account selection screen are: 

· Approp:  shows only appropriation accounts.

· Receipt:  shows only receipt accounts.

· All:  show appropriation accounts and receipt accounts.

· Search:  allows you to search for an account by OMB or Treasury account numbers, or partial account numbers.

· Ignore ALTs:  filters out any ALTs that might exist for the accounts.
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b. Account Selection – Open an account from the account selection screen by right clicking or double clicking on the desired account.  This action will pop-up a menu that presents the user with the options available for that account.

(If the user double clicks on an account that they haven’t opened recently, it will automatically download from the database instead of prompting them with the menu option pop-up, because there are no other options but to download for the first time)

Depending on the activity that the user has had in any particular account, the user will be presented with up to six options for opening the account: 
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i. Download the account – This menu option is always available by right clicking on an account, and selecting it will download the account from the MAX database.  

This is the most common option to select, because it downloads directly from the MAX “production” database and has the most current data that anybody else might have uploaded.  

Note:  If the user double clicks on an account that they haven’t opened before, it will automatically download from the database instead of prompting them with the menu option pop-up, because there are no other options but to download for the first time.

ii. Open Saved Copy of the account – This menu option only shows on the pop-up menu if the user saved the account previously, but didn’t upload.  Selecting this option will open the personal copy of the account that the user saved, but didn’t yet upload to the database (this is like the logged in users personal copy of the account until it is uploaded to the MAX database).
Note:  We will talk about the “saving a personal copy” feature in more detail in the section on saving, but the cases in which this is done are fairly rare for the MASTER account, but more likely with an ALT that isn’t ready to be uploaded for other to view yet. 

iii. Recover Unsaved Copy of the account – This menu option only shows on the pop-up menu if the user experienced a system crash before they had a chance to save their account.  Selecting this option will open the special auto recovery version of the account with the user’s last changes before the crash.  The user will then have the option to open this version and save it, or discard it by opening the most recently saved version or downloading the account directly from the database.
iv. Delete Options – There are two delete options that appear only if the user has a “personal copy” of the account saved, or if the user has a recovered copy available.  The deletion options apply specifically to those copies, and it allows the user to delete those copies if not needed.
c. Opening Multiple Accounts 

Users can open multiple accounts by creating new tabs in their web-browser, pointing the new tabs to the web-based MAX A-11 data entry application (at: https://max.omb.gov/exercises/a11de), and selecting the desired accounts on each browser tab.

NOTE:  Warning – do not open the same account in the same exercise multiple times on different tabs, as this will cause your data to become out of synch across your multiple tabs for that account.  However, you can have the same account open on different tabs if each tab is pointed to a different different exercises like PB20XX and MS20XX, or if you are using ALT versions.  ---(MAKE SURE TO ALSO CHECK OUT THE NEXT SECTION ON CREATING A MAX A11 BUTTON FOR YOUR BROWSER).

d. How to add a MAX A-11 Data Entry bookmark button to your Internet Browser to make it easier to open multiple accounts:

In three easy steps, you can add a MAX A-11 button to your Internet browser, and make opening multiple accounts as easy as the click of a button:
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1) Open up the web-based MAX A-11 (click the following link if you don’t already have it open).

https://max.omb.gov/exercises/a11de
2) Add it to your Bookmarks in Chrome (or Favorites in IE) as you would normally do for your frequently accessed Internet pages, BUT make sure to select the “Bookmarks Bar” as the folder into which the bookmark is saved (or “Favorites Bar” in IE).
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3) Select “Show bookmarks bar” in Chrome (or select  show “Favorites Bar” in IE)
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Important to Note:  If you want to open a new/different account in a new tab, just right-click on the button that you created and select “Open in a new tab”.  Otherwise the button will open the new web page on the tab that is currently already open.
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4. Updating Accounts

Updating account is very much the same as the traditional desktop version of MAX A-11, except that the web-based MAX A-11 uses right-click menus for schedule/line insertion/deletions.

a. Entering Data – select the cell of the data you intend to enter.  Enter the new amount and hit the ‘enter’ key.  MAX A-11 data generation will automatically calculate amounts for impacted lines.  The calculation takes around a second, during which time there is a red triangle in the top left corner of the cell into which data was entered.
b. Inserting Lines – Users can insert lines by right-clicking their mouse from anywhere in their account, and then following the menu options and promts. 
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c. Inserting Spendout Rates – Users can insert spendout rates by right-clicking on the specific line for which they’d like to enter the spendout rates, and then following the menu options and promts.
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d. Inserting Schedules – Users insert schedules by first following the directions for inserting a line (click the “Insert line” option), and then select “New Schedule” instead of selecting a line to insert (see screen-prints below).  This is the same way they as they would do this in the traditional desktop version of this MAX A-11.
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e. Inserting/Deleting Transmits – From the Account Selection Screen, users can just right-click to access a pop-up menu that offers them options to create new Transmits or Delete old.
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f. Cloning from an existing account /Adding Appropriations or Narrative Language to an existing account– From the Account Selection Screen, users can just right-click to access a pop-up menu that offers them options to clone from an existing, or add appropriations and/or Narrative language to an existing account. 
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5. Edit Checking Accounts 



(click here to return to Table of Contents) 

Click the “Run Edit Checks” button near the top right-hand side of the application, and the results will show at the bottom of the page in the error listing pane.
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6. Reports

There are two types of reports: 
a. Browser View-type reports – Displays views of the data that appear on the user’s screen but that have not been uploaded yet (e.g., BA and Outlay Summary), select any of the individual reports listed on the “Reports” menu (see screen-print below).  These reports are kicked of from within the web-based MAX A-11 application.
b. Budget Season Reports – Takes Displays views of the data that exists in the MAX database (in other words, data that is uploaded in the MAX database).  The menu option called “Budget Season Reports” takes the user to the Budget Season Reports Community page, which houses many useful reports including excel based reports.
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7. Printing Accounts

The account data listing report generates all the data that is in the account, and is the best print quality for data that is in the account as viewed on the browser screen.  Once the report is executed, it opens a new browser window and the user can choose the desired file-type (i.e. pdf, excel, etc…) and print the report to a network printer or save the output file.  
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8. Saving Accounts and Uploading Accounts
There are many options for saving an account (see screen-print below).  From within an account, the user selects the save button and then selects the desired save option. 

[image: image28.png]€« C & |8 Office of Management and Budget [US]  https://max.omb.gov/exercises/al1de/?ticket=ST-186162-VRRoQDbkBewrAGMx[jQ0-maxgov

g
ol
mn

Student Financial Assistance (TRDATA 018-43-0200 -0 MASTER) Account Info Viewer © B Hep ©
Son [0 Trons 2 Tarsma 4 Trarami 7 Gorbied Colpas AlLinesExpand AlLines_Repris | FunEaChecke [Saiez] Closs Accout
x Line Line Title 2012 2013 2014 2015 2016 2017 2018 2019 2020 2021 2022 2023 Save
i Combined Schedule (X) Save and Upload.
s
¢ Gbigatons by program aciviy: oo o
o101 Federapetgrants s s s
Az
A 0201 Federal supplemental educational opportunity 740 736 735 =
s grants (5E06) ars
c oz Federal workstudy @ wm s
T AlS ]
oot Campus-based acties - Subttal s o 1
B
001 Leveraging ecucatonal assisance parnership ' ate
R0 ALT
s00 Totl new obations (oiectcass 41.0 o ng  wst

Busgetary Resources:
Unobigated baiance:

1000 Unobilgated balance brought forward, Oct 1 183 108 M2
102101 Recoveries of prior year unpaid oblgations 08
1050 Unobgated balance (tota) w2 108 11232
Budget authorty:
‘Appropritions, discretionary:
110001 ‘Appropriation 20720 2633 24688
13001 ‘Appropritions permanenly reduced )
1160 ‘Approprition, discretionary (ota) 20671 2653 24885
116020 ‘Appropriation, discretionary - Computed Totals 20871 26 24885
Discretionary, Appropritions Comitee.
= 1eos001 Appropriation [Pell Grants: 27772101 variable 22956 2282¢ 21302 2282¢ 22970 23503 24088 24859 25273 25902 2850 27238
rate ] 0L Rates™
11605001 Baseine lon-Pay 284 2325 23700 24150 24809 25076 25553 2603 2853 2709 27551
Policy Outays:
11606101 New Authorty 9040 8162 s7  s162 6202 634 6499 665 88¢ 6% 7471 1383
11606201 Balances (excl of E0Y PY 8al) 12,180 16433 15565 fees 16767 17152 17565 17995 1s4e3 18802 19382
11606201 End of PY Balances 12718 an
. 11606601 ‘Subtotal outays 21220 1eg7s 23% 21728 288 213 23651 24223 24818 2547 28073 28735

«

Results Listing
Onlyshow: [7] pvErrors [] CYEmors [] BaseineErrors [] BYtoBY+9Emors [] Errors (noexclusions) [T] Current Schedule Errors.
Type | Line SF | Year |Rue | Message

https://max.omb.gov/exercises/al1de/#




a. Save – This option creates a personal copy of the account, only available to the user who saved it. This option is usually only used if the user gets interrupted before completing his/her changes and the user isn’t ready to upload the account into the database.  Normally, the users would use an ALT in this situation.  But, if they’d prefer not to upload it as an ALT at that time they can just hit save.  The difference from an ALT is that nobody can see the saved “personal copy” other than the person who saved it, but an ALT is available for all to see if it is uploaded to the database. 
b. Save and Upload – This option saves and uploads the account, so that it is in the MAX database and viewable by others with access to the account.

c. Save as ALT – This option works the same as ALTs in the traditional desktop version of the MAX A-11.  You can save a MASTER copy of an account as an ALT copy, and then create whatever scenarios you like and then upload is for others to view and download.  If you are happy with the way your ALT account looks, you can then save it as a MASTER and upload it.
d. Uploading an Account from the Account Selection Screen – users can also upload their saved personal copies of an account from the account selection screen via the context sensitive right-click menu.
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9. Closing and Exiting Accounts

Simply click on the “Close Account” button.  If you just X out of your browser without clicking the “Close Account” button, web-based MAX A-11 will assume that your system crashed and it will create an auto-recovery version of the account for you.
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updates to your OMB representative. A-11: 81 (difference: 2)
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10. Other Special Features

c. Account Information Viewer/Budget Concept Viewer/Help – These are hyperlinks that take the user to tons of information about their Budget accounts.  Get more information about these features from the MAX A-11 Home Help page on the Community (https://max.omb.gov/community/x/YY4eIw)
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IMPORTANT MAX A-11 DATA ENTRY LINKS

REGISTRATION AND MANAGE PASSWORD

· Go to MAX.GOV 

HELP WITH THE MAX A-11 DATA ENTRY APPLICATION TECHNICAL ISSUES

· https://max.omb.gov/community/x/84CIGw 

CURRENT STATUS AND INFORMATION FOR MAX A-11 DATA ENTRY 

· MAX A-11 Home Help page on the Community (https://max.omb.gov/community/x/YY4eIw)

HELP WITH THE MAX A-11 BUDGET DATA ISSUES

· Please contact your Budget Examiner 
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