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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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DATA ENTRY

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.
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+ 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 directly to the Budget Input form:

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

Choose File | No file chosen

Once the attachment is

uploaded, select Close
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Upload Close

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