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BUDGET INPUT ADD AN ACCOUNT

Select an account to highlight it then Right click. 

Then select ‘Add Account Row’
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BUDGET INPUT ADD AN ACCOUNT
Delete the account that  pre populates in the ‘Select Accounts’ box. 
Search for the account you’d like to add by selecting the 3 hierarchy box 
icon 

Search for the account by typing in the 
account number and/or description in the 
‘Search Account’ box or search for the 
account in the hierarchy levels. Once you 
have located the desired account, click OK.
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BUDGET INPUT ADD AN ACCOUNT
After adding the account, select the Year. Click Launch. The new account will be added to budget at that COA string. 

Please note: If the new account has no budget in current or previous years, it will not show up on the Budget Input Orgs in 
Rows_Programs forms because that form is designed to suppress “0” account lines. To be able to view the new account in the 
Budget Input Orgs in Rows_Programs , enter $1 as a placeholder in the current Budget Input column. 

Once you have finished adding the new 
account(s), Click Save. 
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