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Budget Types
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Click on Financial Management, Account Management, Codes, Budget Types
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Click add.
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Define the budget type and descriptions and click OK.

This budget type may now be used in budget entry or reports.

Mass Change Budget Information

Click on Financial Management > Account Management > Budget Management
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Click “Add” and the parameters window will appear.
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In the parameters screen choose Mass Change Budgets. The mass change options will brighten. You can copy from a budget (either proposed or existing from a prior year) or the YTD activity and change it by a percentage, clone it with no change or take the monthly average times 12.

Select the ranges and breaks desired. Then process.

Import Budget from a Spreadsheet
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In the parameters screen choose Import Budgets. The import options will brighten.
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Define the format and select it. Then specify the file from which to import.

Select the ranges and breaks desired.
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The spreadsheet must be saved in comma delimited format. Open the spreadsheet and format all amount columns as numbers without a comma for a 1000 separator. Be sure there are no commas in any text fields such as descriptions.
Click Process.

[image: image9.png]Aot
@ Close

2 BumssT UomHAT - CaS .00 Amount e el pestion 1
svs008 .00 Amount cecinalpestionerr
‘ 0.0 plete Account
shcer .00 nount decinalpestion et evrect; PGP
e .00 Amount cecinalpestion et et 5UD
7156 5 11 6216 00 102 0 13 € 08 o0
8155 5 11 6216 00 102 0 35 0 00 o0
5158 5 11 €215 00 102 0 35 0 00 5000
10155 5 13 6295 00 102 0 95 0 00 o0
11155 5 13 6248 00 102 0 95 0 00 s om0
12155 5 13 6245 00 102 0 11 0 00 600050
13155 5 13 6245 00 102 0 11 0 3¢ o0
1415 5 13 6245 00 102 0 11 ¢ 00 o0
15155 5 13 6265 00 102 0 95 0 00 55000
16195 8 10 6200 on e+ e o 25,5000 Accout ot found
v 25.500,00 st Accont
18155 5 11 6315 00 102 0 55 0 08 o0
19155 5 13 6321 00 102 0 11 0 00 L0000
20155 5 11 6326 00 102 0 11 0 00 150,00
21155 5 11 6355 00 102 0 55 0 00 o0
22155 5 11 6356 00 102 0 11 4 00 o0
25155 5 11 6356 00 102 0 11 4 00 o0 N

KIN} D

T~ Show Errors Only. Lookup: |
[ rpatred Cnuolfinaion





It will produce a listing of import records with error messages. For lines that contain titles, column headings, totals or anything other than an account code, the error may be ignored. Errors on lines that contain account codes must be resolved. Then click Import.

Adopt the Budget
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Click on Financial Management, Account Management, Budget Management, Adopt Budget.
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Highlight the budget to be adopted and click on Select.

This process locks your original budget so that it cannot be changed.
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