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+ Each form will have a Point of View bar to select the COA 

values, if you click on the new members in blue hyperlink, 

ALWAYS make sure that you click to update 

the data on that form

+ The refresh button will update the form to whatever was 

saved on the previous Save

+ The        button within your browser DOES NOT take you to 

the previous click or page. Please avoid selecting the 

browser back button. 

BUDGET INPUT FEATURE: TIPS & TRICKS
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Budget Input Select the Correct Category

To input budget and review reports, be sure to select the correct Category value. In general, all Schools use 

Category 100- Instruction. Academic but non-instructional uses 315- Academic Support.  Administration uses 

Category 325- Institutional Services. 
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BUDGET INPUT Org in Rows _Programs 
The Budget 

Input Form 

(Org in Rows_ 

Programs 

form allows 

you to see 

multiple 

Organizations 

and associated 

Accounts & 

Programs 

(pending 

security 

access). 

Budget can be 

inputted in 

white cells. 

Click save once 

budget entry is 

complete. 
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DATA ENTRY ADD COMMENTS
Comment directly on the form:

+ Scroll to farthest right column on the form in which you are inputting

+ Enter comments directly into cell that corresponds with the row. Select Save. The cell will turn yellow indicating text has been entered. 

+ If there are no attachments and you are finished entering budget data and comments, save the form. 
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DATA ENTRY ADD ATTACHMENTS
Add attachments directly to the Budget Input form:

+ Select Data. Under ‘Details’ select the paperclip. Choose file. Upload. 

+ When finished entering budget data, adding comments and uploading attachments, save the form. 


