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Budget Amendments – Creating & Posting 
 

 
You need to create a budget amendment to get your Budget in the system. If you have 
just opened your new ledger year, the first Budget Amendment you create and post will 
be your initial budget. Any budget amendments created after that will be revisions to the 
initial Budget. Once you know what your Budget is for the year you can do your first 
Budget Revision which will become you initial budget. Before you create an amendment 
it is assumed that you have all the net assets that you need configured in the Ledger 
Browser and all your account codes created for all Funds. If you need help with that you 
can refer to the (Ledger Code Import Training Document) to get your codes in the 
General Ledger. 
 

Create a Budget Amendment 
 
Go to the Finance Module and click on General Ledger, then Budgeting, the Budget 
Revision as shown below 
 

 
 
This brings us to the Budget Revision Screen shown below 

 
 
We now click on the Create Budget Revision to start the process 
of the first Budget Revision of the Initial Budget. See the screen next screen below. 
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If we had no Initial Budget then you will see the screen you see next. 
 

 
 
If you have an Initial Budget in then you will see this screen. 
 

 
 
Once you fill in the effective date and any description you like click create. You will see 
this screen next.  
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You can now click on the Line Items Tab to begin the process. See that screen next. 
 

 
There are two ways to get items into the budget. You Import Items from an excel 
spreadsheet (will explain later) and Add New Items manually. This is when you are just 
doing a few lines and it is easier to just enter than setup a spreadsheet to import. 
 
We will explain that process first. Click on Add New Items . You will 
then see this screen. 
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You can simply choose the codes you want in the amendment by checking the box and 
scanning through the pages to choose all the codes that you need in this Budget Revision. 
 
You can also use the filters to search for specific codes. In the filter box click on Custom. 
We will decide what codes we want to see by choosing filters. 
 

 
 
Then we choose the filters we want to use. 
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In this case we are going to choose a fund and an object filter to filter for payroll codes in 
a couple funds. 
 

 
 
We click on Execute Filter and see our results. 
 

 
 
I will click in the top box and choose all filtered codes. Once the codes are chosen I can 
click on Edit Line Items. 
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After you fill out the Descriptions and change amount for each item you click on Save 
and your Budget Revision is ready to be approved and posted. 
 

 
 
I will come back to approving and posting later.  
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We are now going to bring in our budget using the import method instead of manually 
adding the budget. I am going to bring the same items in as I did manually except I am 
going to do 211 and 224 at the same time. The first thing we need to do is prepare our 
spreadsheet for the import. 
 

 
Now I will import my items in rather than manually entering them. I go to the revision 
and the Line Items tab. I click on the Import Items button . I then see 
this screen. 
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When I clicked on Import Items I come to this screen. The first thing I do is click on the 
browse Button and go to my import file that I created. I choose column A for the Code 
Column and I choose Column B for the Description or leave it blank for the default 
name. I make the Amount Column C. Work Sheet Number does not apply to a name, but 
the position of the workbook tab. If it is the first from the left it is Worksheet 1. In the 
Contains Header Row I choose No as mine has no header row but if yours did you would 
choose yes. I would then click on Upload File. 
 
This is what I see after I click on the Upload File Button. This may take a few moments 
depending on how big the import is. 
 

 
 
My Budget Revision is now complete. If I need to revise I could click on Edit Line Items 
and adjust the amounts or descriptions or delete a line from my revision. If I had another 
code or two that I wanted to add to this I could click on Add New Items and bring in 
more items. I could then Edit Line Items and find the added lines and add the descriptions 
and amounts to those and save. I would now have all that I imported as well as the others 
that I added manually. 
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Submitting, Approving, & Posting a Budget Amendment 
 
We click on the General Information Tab of the Budget Amendment to start the Submit, 
Approve, and Post phase of the Budget Amendment Process. We click on edit Identifier 
to start the process. 
 

 
 
We click on Edit Identifier and we have access to make changes to the status of the 
Budget Amendment. 
 
We can now edit the Effective Date.  
 
The revision number is not editable as it is system Generated.  
 
The Posting mode is either Part of the Annual Budget or Not part of the Annual Budget. 
Normally you would post Part of the Annual Budget. But if you would like to see it in 
General Ledger at the effective date then you could post as Not Part of the Annual 
Budget. The difference is that in the first option it is posted with the Initial Budget 
Revision which in this case is 09/01/2013. If you posted not part of the annual budget 
then it would be posted in the General Ledger with a 03/14/2014 date. Let’s say your 
financial showed you over budget in one of these items at the end of February. If you 
posted this as not part of the annual budget then you would still be over budget at the end 
of February and the revision would not be effective till after 03/14/2014. If we posted as 
Part of the Annual Budget then it would be posted back to 09/01/2013 and then you 
would not be over budget at the end of February after posting. 
 
The State can be submitted for review, approved, or rejected depending on your access to 
approve Budget Amendments. If you have administrators access you can approve or 
reject the budget at this point. If you have access to only submit budget amendments your 
choice will be un-submitted or submitted for review. If you are not an administrator but 
have the rights to approve a budget amendment then you will have the options of being 
un-submitted or submitted for review. Once you submit review with the rights of Budget 
Approver and save it will be auto approved. 
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You can use the Description area to make any notes that you want someone to see such as 
a budget approver if you are just submitting. 
 
Click on Save. 
 

 
 
This is how it looks after being approved. 
 

 
 
The amendment is now effective and will show in Budget Reports. Since I posted this as 
a part of the Annual Budget it will be effective back to 09/01/2013. 
 
This is the Budget Revision Process. 
 
 
 
 


