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Adjust a Project Budget

You may need to make changes to your project budget because of changes in scope or funding. This guide
covers how to change an existing project budget to increase or decrease funding amounts, or to reallocate
budgets among different Project Activities or Budget Items.

Step 1: Enter the Budget Adjustment

1. Navigate to the Budget Plan page using one of the options described below.

Navigation Options Navigation Path

Accounting, Project Costing, Manage Projects, left menu, Project Budget, Budget

Navigation Collection
Plan.

Accounting, Project Costing, Projects WorkCenter, left menu, Links section,
Project Setup, Budget Plan.

WorkCenter

2. From the Find an Existing Value page, enter applicable search criteria.
3. Select the Search button.

I Projects v

Budget Plan
J CCIE R ¥ Find an Existing Value
| Project Budget ~

~ Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values.
Budget Detail

O Recent Choose from recant searches w | ép D Saved Choog]
Budget Plan
Searches Searches
I Funds Distribution w
*Business Unit | = | |3333' Q |
I Project Transaction W . pr——
Project | beging with W | |3:.»-, 25GW008 Q |
Description | begins with V| | |
Processing Status | = v | | hd |

# Show fewer options

Case Sensitive

b ] -
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4. From the Search Results section, select the project that you want to update.

~ Search Results
1rows - Business Unit "G0201" Project "G02RC25GV0008"

| Wiew All
Business Proiect Descriotion Processing
Unit ! - Status
H H H H
GO201 EGC2RSE§E'-.-'!JC-!JS * E?Eca r Roof Drain Sinkhole E-‘-\ct = E >

5. The Budget Plan page displays, select the Budget Detail icon.

Budget Plan
Project GozrRczsGwn0NE Description  Repair Roof Drain Sinkhole

Processing Status  Active Pracess Monitar

Project Budget Plans

l=.| Q‘ | View All
General Calendar Commitment Contral Finalize I1p>
e Total Distributed N Max Budget Items to
.
PlaniD | Description Status Budget | CUTTeRcY Budget Type Analysis Type =
f— i | | | | i
1 EE [ = vl 50.000.00 | USD {cost Budget ) | i

3 1 H0
ﬂ Budget Deta |
l Return to Search ” Nofify ” Refresh ] Add Update/Display

6. Select the Budget Items icon for the project activity that you need to adjust.

Budget Detail
Project GozRC25GYBO1T Description  Replace.Adm Fire Alarm Crtls
PlaniD 1 Description  PCAE AP
Currency Code  USD Charging Level  Detail
Calendar D AL Number of Periods 1

Analysis Type  BUD

¥ Budget sighie for fnsizaton
A& Bugetro

Distribute

Distributed Budget | A34 To/Subiract From | Expand [ AlSumase v Q
N " Fiter ucgetitom L) Search

Project Budget Details

EHE
Budget Periods Project Detail General Ledger Detail  Gommitment Control Detail I
) Undistributed
Status WESID | Activity NameiBudget tem Budgettems | Spread Option Percent BudgetAdjustment | Distributed Buciget | Target Budget s Even Spread Other AL
’ v =/ PCAE AP v 0.00 235,127.00 235.127.00 o000
t| = Construction v 0.00 235,127.00 235,127.00 000
v 0 | 2 aoo} | as1127.00 S T i i sno
v o =2 000 -116,000.00 -116,000.00 000 Even Spread Other -118,000.01

Budget lims Budgt vs. Actuz Frojsat Aatuities Process Monito

Save [ Retum to Search ][ Refresh ] Updat

7. The Project Budget Items page displays showing the budget lines for this project. You can adjust any or
all lines and activities. The Budget Adjustment field is locked until you select a spread option. In most
cases, select “Adjust by Amount” from the Spread Option drop-down list.
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8.

Because the budget has already been finalized, you cannot change the existing budget lines. To adjust

this budget, you must add a new row with the change in the dollar amount. Select the Add New Row (+)

Distribute Budget Spread Option Distributed Budget  Add To/Subtract From

Budget Item Distribution

Icon.
Project Budget ltems ®
Help
Activity 1 Description  Administration
Budget Adjustment 0.00 Currency Code  USD

Distributed Budget 94,000.00

Target Budget 94.000.00

Undistributed Adjustment 0.00

(=][a]
Budget ltems Project Detail General Ledger Detail Commitment Control Detail >
Project Budget ltem Seq # Percentage Budget Adjustment T Distributed Budget | Target Budget Undistributed Adjustment
[ Q| 1 T ) 94,000.00 94,000.00 |f|
[ Q| 1 [ om) 0.00 0.00 E |Z|

Distribute Budget

9. Use the Lookup icon in the Project Budget Item column and select an option. Available options are set
up for your agency. Some agencies enter the entire amount using the Project Budget Item “ALL.” Other
agencies may split the budgeted amounts between salary and non-salary activities. In other cases,
agencies may budget to an even greater detail, using specific budget items within each activity.

10. The Budget Adjustment field is now editable. Using your mouse or the Tab key, enter a dollar amount in
the adjustment. You can either increase or decrease the budget. Do not use the Enter key.

11. Select the General Ledger Detail tab.

Distribute Budget Spread Option | Adjust by Amount ~ Distributed Budget  Add To/Subtract From

Budget Item Distribution

Project Budget Items X
Help
Activity 1 Description  Administration
Budget Adjustment 0.00 Currency Code  USD
Disfributed Budget 94,000.00
Target Budget 94,000.00
Undistributed Adjustment 0.00

EEY
Budget ltems Project Detail General Ledger Detail Commitment Control Detail I
Project Budget Item Seq# Percentage Budget Adjustment ™ Distributed Budget | Target Budget Undistributed Adjustment
[a Q| 1 [ om) 94,000.00 94,000 00 |T| |f|
m al 2 T 000 0.00 [+] [=]
Distribute Budget
l oK ] l Cancel ]
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WARNING! Use your mouse and the Tab key to navigate between fields; do not use the Enter key. Using the
Enter key returns you to the Budget Detail page.

12. If required by your agency, enter ChartFields for the Project Budget Item(s). Check with your agency to
make sure you are entering the required ChartFields. Refer to the Project Budget Definitions guide for
additional information. Available ChartFields include, Account, Fund, Financial Department ID,

Appropriation ID, Statewide Cost (Prog), Sub Account (Class), Agency Cost 1, and Agency Cost 2.

Budget Item Distribution
®|[@
Budget ltems Project Detail General Ledger Detail Commitment Control Detail >
Project Budget Item Seq# | GLBusinessUnit  Account Fund Code Financial Department ID {5;;;‘;"“ Cost f’é‘lgs‘;‘;ﬂ’“”‘ Agency
[ Q| 1 [Mnon1 Q| i[435003 Q| 1000 Q| i[e1010000 Qi Qi Q| |:
[ Q| 2| [Mnon1 Q| {[+35003 Q| [ 1000 Q | i[e1010000 aj il Qi alil |

13. If required by your agency, select the Project Detail tab to enter Source Type, Category, and

Subcategory.
Budget Item Distribution
= [q]
Budget liems Project Detail General Ledger Detail Commitment Control Detail 2
Project Budget [tem Seq # z{:tiﬁgt Lisnbation Source Type Category Subcategory
[ Q| 1| Not Distributed [suD al |l al |l Q| |T| | _|
mn Q) 2 D a) | aj | a ([+]/[]

14. Do not change entries on the Commitment Control Detail tab. After entering all Project Budget Items
and required ChartFields, select the OK button.

15. A message displays indicating that the New Budget Adjustment amount does not match original Budget
Adjustment amount of O (zero). Select the Yes button.

New Budget Adjustment of -5000 does not match the original Budget Adjustment of 0.

ENEN

16. If you need to make additional Project Budget adjustments, select the Add New Row (+) button entering
information as described above.

17. When you’re finished, select the OK button.

18. If you need to adjust more than one Activity, repeat the above steps until you have entered all budget
adjustments.
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19. When you are done, view the Budget Detail page to ensure that your entries are correct. If not, make
the necessary changes before proceeding to the next step.

20. The Yellow Triangle icons in the Status Column of the Budget Detail page indicate that the budget, as it
is currently saved, is not eligible for finalization. Select the Even Spread button for each activity to fully
distribute the budget amount.

21. Select the Save button.

Project Budget Details
(=[]
Budget Periods Project Detall  General Ledger Detail  Commitment Control Detail I
Undistributed
Status WESID | Activity Name/Budgst Item Budgetitems | Spread Option Percent Budget Adjustment | Distributed Budget | Target Budget Adiustment Even Spread Other
D & G10FY25Training Select Spr ~ \ -5,000.00 244,000.00 238.000.00 -5.000.00
1 Administration v -6,000.00 £4,000.00 89,000.00 -5,000.00
v Al Budgst liems a8 000 £4.000.00 24.000.00 0.00 Even Spread Cther
2 Materials Select Spresd hd 0.00 150,000.00 150,000.00 0.00
v Al Buciget tems E] 000 150.000.00 150,000.00 0.00 Em @i Other
l Distribute Budget ] [ Copy From Another Plan
GoTo Sudgat Pan Budget ltems Budget vs. Actus! Project Acfivites Process Mo

22. The budget amount should move from the “Undistributed Adjustment” column to “Distributed Budget,”
as shown in the next screenshot. The Status column now shows Green Checkmark icons indicating the
budget is eligible for finalization.

23. Select the Return to Budget Plan or the Budget Plan link on the bottom of the page. (They both go to

the same place.)

Project Budget Details
(=[]
Budget Periods Project Detail  General Ledger Detall  Commitment Control Detail I
" . Undistributed
Status WBSID | Activity Name/Budget Item Budgetltems | Spread Option Percent Budget Adjustment | Distributed Budget | Target Budget e Even Spread Other
D v G10FY25Training [ seiect soreae v 0.00 228,000.00 239.000.00 .00
1 Administration [ select soreae v 0.00 89,000.00 89.000.00 0.00
v Al Buoget ems =l 000 84,000.00 0400000 aoo - Ctner
All Bucgat frems = 0.00 ~5.000.00 5.000.00 0.00 TEETe Ctner
Materials Select Spresd v 0.00 150.000.00 150.000.00 0.00
v Al Budget lems | 0.00 150,000.00 150.000.00 0.00 TEETe Ctner
[ Distribute Budget ] [ Copy From Another Plan
GoTo Sudget Fian Budget liems Budget vs. Actual Project Activties ocess Moni

The Budget Plan page displays. Proceed to Step 2 to finalize the budget.
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Project Budget Plans
[®)[a] | voun

General Calendar Commitment Control Einalize &

PlaniD  Description *Status W D‘“ga:‘;: Currency Budget Typs Analysis Type CEr: g;‘:;:z

1| | G10Fv25Training | [ acive ~ 239,000.00 | USD Cost Budget BUD | B L= | + | ‘ 7|

Step 2: Finalize the New Budget

The last step is to finalize the budget. After the budget has been finalized, you cannot change the existing
budget lines.

1. Verify that the Total Distributed Budget amount equals the amount of the project. (All other fields
default with the correct values.)
2. If you realize that you’ve made a mistake, you can re-enter the Budget Detail by doing the following:
a. Select the Budget Detail icon to return to the Budget Detail page.
b. Select the Budget Items icon for the Activity you need to change.
c. Select the Delete Row (-) button for the row(s) that needs adjusting.
d. Re-enter the budget detail as described in Step 1.
3. After verifying that the budget information is correct, select the Finalize tab.
4. Select the Finalize button. This initiates the budget finalization process, which creates a Commitment
Control budget based on the project budget details you entered.

Project Budget Plans
EEY | View A
General Calendar Commitment Control Finalize [
Plan ID Description *Status USRI ATE ] Finalized Amount Last Finalized
Budget
1}[ G10Fv25Training |3 Active v i 239,000.00 0.00} i E Finalize i :| + | | | -_ |

5. A message displays indicating that the Budget Plan Finalization has been processed and you can select
the Process Monitor link to view the status of the process. Select the OK button.

Budget Plan Finalization has been processed. (13100,697)

Click on the Process Monitor hyperlink to view run status.

6. You are returned to the Budget Plan page. Select the Process Monitor link.

7. Atthe Process List page, select the Refresh button until the Run Status = Success and the Distribution
Status = Posted.

8. You must access the Message Log to ensure that the process was successful. Select the Actions drop-
down list and select “Message Log.”
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“~ Process List

&[4

Select  Instance

D 45548178

Go back to Budget Plan

Process List | Server List

Seq.

Run Control ID Process Type Process Name User Run DateTime Run Status

PC_INTFEDIT1211469 Application Engine PC_WRAFPPER TRNT 07/192024 4:50:18PM CDT |Success Paosted

Distribution
Status

Details

Update Process
Details
Parameters
Message Log

Batch Timings

| View Al

Actions

>

View Log/Trace

-~ Aclions

9. The Message Log window displays. Review the information.

You should see messages indicating that rows have been successfully inserted into the “PC”

Project Costing and Commitment Control modules. Make sure the number of rows listed equal

If errors exist, refer to the Correct Commitment Control (Project Budget Check) Errors guide for

a.
the number of Budget Items you are processing.
b. You may see numerous warning messages that you can ignore.
C.
assistance.
Message Log
Severity  Log Time Message Text Explain
10 L-E0-24PN 2 Row(s) Processed
WARNING: UNABLE TO PERFORM COMMIT - FORCING USE _ ______
4:50:32FM OF BASE TABLE FOR PG_BUDGET_TAC Eopiain
10 4-50-33FM 2 rows started commitment control budget creation. Explain
10 4-E0-I5PM 2 rows inserted into PC_KK_HDR.
10 4:50:35PM 2 rows inserted into PC_KHK_LMN.
10 LE0-ATEM Commitment Control Budget Processing has begun. Explain
Request Stafistics. Documents Processed: 2, Errors: O,
10 4:52:02PM Warnings: 0 Explain
10 4:52-03FM Commitment Control Budget Processing Complete.
_ 2 rows successfully completed commitment control budget
10 4:52:03PM creation, Explain
0 rows encountered ermors during commitrent control budget
10 452:03PM S Explain

10. Select the Return button to go back to the Process Detail page.
11. Select the OK button to return to the Process List page.
12. Select the Go back to Budget Plan link to return to the Budget Plan search page.
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13. On the Budget Plan page, use the Find An Existing Value tab to search for and select the project.

| Projects e

Budget Plan
I Project Activity M Find an Existing Value
I Project Budget - ~ Search Criteria

Enter any information you have and click Search. Leave fiekds blank for a list of all values.
Budget Detail

O Recent Choese from recent searches o | f m 3|
Budget Plan
Searches el
I Funds Distribution v

*Business Unit | = % | | @001 Q|

I Project Transaction ~ IProject [Tegnzvith w | |GIOFV2ETRANMNG Q i

1

Description | bagins with W | | |
Processing Status | = v | | v |

-~ Show fewer options

[J Case Sensitive

X

14. On the Budget Plan page, select the Finalize tab to confirm that the “Finalized Amount” now equals the
“Budgeted Amount.” The “Last Finalized” field shows the date and time the process was run, and the
Finalize button is disabled because there is no budget amount remaining to be finalized. Future budget
updates require you to run the budget finalization process again.

Budget Plan
Project G1oFv25TRAINING Description  G10FY25TRAINING
Processing Status ~ Active Process Monitor
Project Budget Plans
‘ B | | Q | | View All
General Calendar Commitment Control Finalize -
Plan ID Description *Status [Lotatiistiibuled Finalized Amount Last Finalized

Budget

1/| G10Fv25Training ||| stive v 239,000.00 230,000.00] 07/22/24 11:324M ‘ + ‘
Save as Template

Retumn to Budget Detail

l Retumn to Search H Notify H Refresh l Add Update/Display
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