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Click on Self-Service
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------------------------------------------------------------------------------------------------------------
 (
Click on Enter Secure Area
)[image: ]

-----------------------------------------------------------------------------------------------------------
 (
Enter User ID and PIN. 
If you have forgotten please call
Alison Telschow X3118
)[image: ]


 (
Click on:
Budget Development
)[image: ]
 (
Click on:
Create Budget Worksheet
)[image: ]
 (
Click on:
Create Query
)[image: ]
 (
Mark: Adopted Budget and
            Permanent Budget Adjustments
Then Click on:   
Continue
)[image: ]

 (
5.  Now click Submit
 (Do not click return – if 
you do
, just use the back arrow to return to the prior page.
)
  This will populate the default codes.  Then click submit 
again
 on the next screen to see your budget.
) (
4.  All other boxes should be empty (even location)
) (
3.  Enter your org
/fund
 number in the INDEX box
) (
2.  Enter PRELIM in the Budget Phase box
) (
1.  Enter BD0910 in the Budget ID box
)[image: ]



What you have just done is to ask the computer to fill in all of the default fields for you.  The next screen will now show the default values and will ensure that you are entering data with the proper coding.  This is especially important if you are entering budgets for multiple orgs.  
Always be sure to start fresh when going to a new org by entering the org in the Index field.
 (
Click on 
Submit
)
 (
Now click Submit again to retrieve the existing data for your organization.
) (
Notice that the Index box is now blank and your org code has moved to the Organization
 box.  In addition, your proper P
rogram, Fund and Location codes have all been populated by the system.
)[image: ]
 (
4. Click on
Submit
) (
3.  Enter your org number in the Index Field
)

Your screen should now show all of the budget line items for the org that you entered.  In the example shown on the next page, the org 130999 has only 5 budgeted line items/accounts.  You will notice that the summary section groups line items by the first two digits of the account code.  For example,  accounts 7126, 7127 and 7138 are combined in the summary section for a total of $1,275 for  account types of 71.
 (
Check that your 
Budget ID
, 
Budget Phase
 and 
Org
anization
 
are the values you entered.
)[image: ]

 (
Click on an account code and you will open a Budget Development Text box.  This is helpful for documenting your changes.
)[image: ]

 (
This is the Summary section where account codes are grouped by the first two digits.
) (
This is the POST key that is used to save any changes that you make.
)[image: ]




Change the budget for an existing account

If you want to reduce your budget by $100, enter minus 100 (-100) in the box as shown below: [image: ]
IMPORTANT:  Only enter the change amount, not the revised budget amount, in this box.
Now click calculate and it will look like this:
[image: ]
Notice that the summary provided at the bottom of the screen will look like this: (Notice that the total of the Proposed Budget Column ($1,475) and the New Budget Column ($1,375) are different.)
[image: ]
IMPORTANT:  Your change is not saved until you press POST.
Now press POST and the screen will look like this: (you might have to scroll up or down to find POST)
[image: ]
And the bottom of the screen will look like this:
[image: ]
Notice that the total of the Proposed Budget Colum EQUALS the total of the New Budget column.


Add a new account item
Go to about the middle of the screen and find this section and:
Enter the account code (7305 for example)
The amount you want to add ($250 for example)
Then click on POST
[image: ]
You will see that your new account (7305) has been added:
[image: ]
And the summary at the bottom will look like this:
Be sure that the total Proposed Budget ($1,625) equals the New Budget ($1,625) as shown below.  This validates that you have POSTed all of your changes.
[image: ]



Recording Notes for your Changes
It is very helpful to keep notes about the changes you have made.  To enter a note –
Single click on the account code number about which you want to include the note
The following text box will appear – it’s best to enter the notes in the top box and leave the bottom box empty.
When done be sure to click on save and then close the window.
[image: ]
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