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[bookmark: _GoBack]Revise Budgets on a Grant



	Step
	Action

	1. [bookmark: T8_F74]
	Click the Navigator menu.


	1. [bookmark: T8_F4]
	Click the State of Nebraska link.


	1. [bookmark: T8_F6]
	Click the Grants & Projects link.


	1. [bookmark: T8_F8]
	Click the Budgets link.


	1. [bookmark: T8_F10]
	Click the Create/Change Original Budget link.


	1. [bookmark: T8_F12]
	Click in the Business Unit field.


	1. [bookmark: T8_F14]
	Enter the desired business unit into the Business Unit field.

	1. [bookmark: T8_F16]
	Click the Find button.


	1. [bookmark: T8_F18]
	Choose the desired business unit by clicking the check box next to it.


	1. [bookmark: T8_F20]
	Note:  Row options can also be selected by Right- Clicking on the selected line within the grid. 

Click the Row button.


	1. [bookmark: T8_F22]
	Click the BU Budgets menu.


	1. [bookmark: T8_F24]
	Click the Budget Revisions menu.


	1. [bookmark: T8_F26]
	Click in the row containing the specific objects to change and enter the information into the +/- Amount field. At least two rows must be changed. This must be balanced. 

Note: To change the original amounts, you will have to go through Budget Original. This process must be followed to revise object account 961000. 

Note: To create/change the original budget – a warning message will appear that says the information has changed. Before you enter data, press Find to refresh the screen. 


	1. [bookmark: T8_F34]
	Click the OK button.


	1. [bookmark: T8_F36]
	Note:  Form options can also be selected by Right- Clicking in the form header area.

Click the Form button.


	1. [bookmark: T8_F38]
	Click the Total BU Budget menu.


	1. [bookmark: T8_F71]
	The Total Amount Budget field will appear in the header for the business unit. 

Note: Review the information entered and note the changes to the Current Amount column.

	1. [bookmark: T8_F40]
	Click the Cancel button.


	1. [bookmark: T8_F42]
	Click the Close button.


	1. [bookmark: T8_F3]
	You have successfully completed this lesson.
End of Procedure.
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