Budget Amendment Entry
1. Click on Financials
2. Click on Budget
3. Click on Budget Transfers and Amendments
4. Click Add
5. Tab to Journal Reference 2 and enter your name - first initial & last name (When you tab past the amendment number it will automatically assign a number)
6. Tab to Short Description & enter AMEND 
7. Tab to bottom of screen and it will take you to the next screen

8. Enter budget code to decrease & then tab


9. When pop-up screen comes up click on NONE
10. Enter description


11. Tab to I/D and enter D (for decrease)

12. Enter amount
13. Tab to next line

14. Enter budget to be increased & then tab
15. When pop-up screen comes up click NONE

16. Enter description if different than line one

17. Tab to I/D and enter I (for increase)

18. Enter amount.

19. Continue until all increase & decrease lines have been entered
20. Click on Add’l Description if a more detailed description is needed.  (This is usually necessary for all special revenue funds).  After typing the additional description click on “File” and then “Save”

21. Click File and Exit to close the additional description box.

22. Click big red X to delete last empty line

23. Click File & Exit.
24. Click release

25. If you want to see who has to approve the amendment you can click on APPROVERS.  Then File & Exit to leave the approvers screen.
Attachments:

Title Funds need the CIT minutes attached.




Other funds do not need anything attached

Originals:

None needed

Questions:

John McGee x 2224



John.McGee@springbranchisd.com
NOTE:  Your principal/budget manager must approve the amendment in MUNIS before Finance can post it to the accounts.

