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Luma Budget Quick Reference Guide (QRG) 
Agency Header (2400) & Division Descriptions (2500) 

Agency Header (2400) & Division Descriptions (2500) 
 

Initiator: Any budget employee 

Reason: To establish your agency header and division descriptions. 

General Notes: 

▪ These two forms make up the agency introduction as described in the Budget 

Development Manual (BDM).  

▪ The “Division Descriptions (2500)” form, will flow into the “Division Description (B-3)” 

report.  

▪ There is no detail tab on this form since there is no financial information required. 

Agency Header (2400)  

Create a New Parent entry 

1. Select form 2400 from the form dropdown menu to open the form’s summary 

overview screen. This screen will list all entries matching the stages (workflow 

steps) associated with the user's access in the system.  

• i.e. Listed forms have not been “submitted”, moved to other stages, or have 

been returned to the user from another stage.  

 

2. Click Add New to open the “Create a new Budget Form – 2400” screen 
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3. Select the appropriate Stage and Agency. 

• Not all budget forms start in Stage 1. 

• Agencies you have permission to access will appear in the field’s lookup tool. 

4. Click Save to create a parent entry and be taken to its “Budget Form Header”. 

 

5. Fields in the “Budget Form Header” are auto-populated with system-generated 

information. Review this information for accuracy. 

 

6. Review the “Statutory Authority” for accuracy.  

• The overall statutory authority for the agency will be loaded into a master data 

table for the agency and will appear on several reports as the authorizing 

statute.  

• This will be auto-populated by the system. A manual change is only 

necessary if there is a statutory change for the overall agency.  
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7. Once you have verified the information is accurate, select Save. 

• If successful, the following green message will appear at the top of the 

screen: Agency Header (2400) was successfully updated. 

8. Upload any required attachments. 

ATTACHMENTS 

1. From the “Budget Form Header”, click the “Attachment” tab to open the “Budget 

Form - Document Attachments” utility.  

2. Click Add Files to open a file explorer dialogue, allowing you to locate and select 

the document(s) you would like to upload to the form.  

 

Note: You may upload multiple documents at once as long as they do not exceed the 

50 GB file limit. 

3. Attach the following documents in the Agency Header – Form 2400: 

• Organizational Charts (PDF Only) 

• 5-year Capital Needs Plan (if applicable) 

• Federal Funds Inventory (if applicable) 

• Performance Report (if applicable) 

• Permanent Building Fund Capital Budget Request (if applicable) 

Note: These forms should be updated annually by all agencies. 

4. Once you have verified the information is accurate, select Save. 

• If the save is successful, the following green message will appear at the top of 

the screen: Agency Header (2400) was successfully updated. 
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Division Descriptions (2500) 

▪ A parent entry will need to be created for each appropriated “division” within an 

agency. A Division Description describes an appropriated budget to be 

presented to JFAC and does not necessarily match an agency’s internal 

organizational structure.  

▪ Legislative Budget Book: https://legislature.idaho.gov/lso/bpa/pubs/lbb    

o Department descriptions for each division can be found in the Legislative Budget 

Book. These can be copied or used as references.  

o In the example below, the budget book listing for Health and Welfare shows 13 

Divisions, each with its own appropriation budget. 

 

o The above sample description is a general description for Health and Welfare 

overall. Each “division” will have its own description and B3 report.  

https://legislature.idaho.gov/lso/bpa/pubs/lbb
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Creating a New Parent entry 

1. Select “Division Descriptions (2500)” from the form dropdown menu to open the 

summary overview screen.  

• This screen will list all entries matching the stages (workflow steps) 

associated with the user's access in the system.  

 

2. Click Add New, the “Create a new Budget Form – 2500” dialog box will appear.  

 

3. Select the appropriate Stage. 

4. Select the Division code associated with the “division” in question.  

• This is a budget level summary that is included in the Legislative Budget 

Book. 

5. Click Save to create a parent entry for the selected division. 

• Each division will need a parent entry for each appropriated “division” or 

budget.  

6. Once the parent entry is created, its “Budget Form Header” screen will display. 
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HEADER TAB 

▪ The “Budget Form Header” outlines the appropriated division’s Division Description 

as well as the division’s appropriation bills for the current and prior fiscal year. 

1. Verify the accuracy of the “Full Division Description”. If any changes are made, 

check the “Description Changes” Box. 

• These descriptions are auto-populated from the Legislative Budget Database.  

• If no description is provided, enter a description fitting the purpose and 

mission of the division in question. 

2. Review the appropriation bill numbers for the current and prior year.  

• These are auto-populated from the Legislative Budget Database.  

• If no appropriation bill numbers have been populated, enter the appropriation 

bill numbers using the format shown below: 

 

Result: You successfully completed the “Agency Header (2400)” and the “Division 

Description (2500)” form. This has built and attached all information needed for your 

agency’s budget introduction(s). 

Additional training resources can be found on the SCO website’s Luma Budget Training 

page: https://www.sco.idaho.gov/LivePages/luma-budget-support-and-training.aspx  
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