Budget Adjustment in Munis version 2021.7

1. Onthe Tyler Menu click on Departmental Functions and then Budget Transfers and
Amendments.
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Budget Adjustment in Munis version 2021.7

3. The Fiscal Year and Period will default to the current year and month. In our
example we have Fiscal year 2023 and period 04 which is January. Tab through
to the next field.

Journal Details

Clerk

Fiscal year *

Period *

Journal

Journal reference 1
Journal reference 2
Short description *
Effective date *
Budget year code
Entity code *

Amendment type *

Budget projection inclusion

Amendment status

LS
UNIFORMS
UMNIFORMS
01/24/2023
|

1

1

One Time

Period #

Month

[y

October
November
December

January

February

March
April
May

2
3
4
5
6
7
8
9

June

[] Enteruser defined info JUIY
August

September

Workflow

A journal number will appear. Write this down for future reference. Enter your
initials as the Journal Reference 1. Journal Reference 2 and the short
description are where you provide a one word description to explain why you
are making the adjustment. You will have the opportunity later on to attach a
memo describing the adjustment in detail.

The effective date will default to today’s date.
The budget year code defaults to 1. The entity code is 1.

Enter the Amendment type: Amendment type 1 - for funds being moved from
a revenue account to another revenue account OR from an expense
account to another expense account. This is the most common request.

To adjust both a revenue account and an expense account the amendment
type is 2.

2/6/2023 Page 2



Budget Adjustment in Munis version 2021.7

For Budget Projection Inclusion, select One Time.

Click Accept.

4. Next enter the ORG, OBJ, and Project number (if it's a project) of the accounts
you are increasing & decreasing. Use the comment space to explain what you
are doing. Example: “ADDITIONAL FUNDS" and “TRANSFER TO UNIFORM EXPENSE".

‘-:'E-. Budget Amendment Detail Lines

Budget Transfers and Amendments [TEST DATABASE Jan 22 2023] > Budget Amendment Detail Lines ra

Journal

Eff Date 01

Journal 202304 40858 Ref LS esgfONIFORMS

Journal Lines

Line | Org bject 0 Deseription Comment Ref 1 Eff Date iy Amount
1 534120 UNIFORM EXPENSE ADDITIONAL FUNDS Ls 01/24/: & | 1 5,000.00
53000522 552000 OPERATING SUPPLIES TRANSFER TO UNIFORM EXPENSE s o1/247: 3 | [0 5,000.00

/)

Tab over to the I/D column and enter D for decrease or | for increase. Enter the
amounts you are increasing and decreasing. The total decrease should match
the total increase. Multiple lines can be entered here. When complete, click on
Accept.

5. Click on Summary.

Budget Transfers and Amendments [TEST DATABASE Jan 22 2023] > Budget Amendment Detail Lines

Journa

Journal 2023/04 40858 RefLS  Desc UNIFORMS Eff Date 01/24/2023

Journal Lines
Object Project Description
1 53000522 534120 UNIFORM EXPENSE
2 53000522 552000 OPERATING SUPPLIES
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Budget Adjustment in Munis version 2021.7

6. The summary will show if your transaction is balanced. Click Back to exit this
screen.

Budget Tra\sfers and Amendments [TEST DATABASE Jan 22 2023] = Budget Amendment Detail Lines = Budget Transfers and Amendments
Fund Increase Amount Decrease Amount
001 5,000.00 5,000.00

7. If you need to make a change to the lines click on Update, which will allow you
to make changes. After changes are made, click Accept and Back to exit.

‘-"5-. Budget Amendment Detail Lines

< Q

Budget Transfers and Amendments [TENT DATABASE Jan 22 2023]

Journal 2023/04 40858 RefLS  Desc UNIFORNS  Eff Date 01/24/2023

Journal Lines
g i Project Description Commen Ref 1 Eff Date 1D
1 53000522 534120 UNIFORM EXPENSE ADDITIONAL FUNDS LS 01/24/2023 | 5,000.00

2 53000522 552000 OPERATING SUPPLIES TRANSFER TO UNIFORM EXPENSE Ls 01/24/2023 D 5,000.00

8. Adding backup attachments: One of the most important steps is to attach a
memo, quote, bid, or emails that support the budget adjustment. The more
information the budget office receives, the faster the adjustment can be
approved. Otherwise we will need to contact you for more information and this
causes delays.

Create a word document in which you explain why the fransfer is needed, how
there are savings available to transfer, and if you will have sufficient funds for the
remainder of the fiscal year. Save the word document as a PDF and attach this
explanation to the adjustment along with the aforementioned memos, quotes,
bids, or emails.
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Example explanation:

BUDGET ADJUSTMENT REQUEST

Budget adjustment requested to increase funds in Uniforms (53000522-534120) to cover costs for

additional uniform items required for department personnel.

Funds remaining in Operating (53000522-552000) are sufficient to cover expected costs for this fiscal

year.

9. To attach documents click on Aftach (paperclip icon).

Journal Details

Clerk

Fizcal year

Period

Journal

Journal reference 1
Journal reference 2
Short description
Effective date
Budget year code
Entity code
Amendment type
Budget projection inclusion

Amendment status

Workflow

| My Approvals |

Lsack
202
04 JAN
40858
LS
UNIFORMS
UMNIFORMS
01/24/2023
1
1
One Time
Held

| Approvers
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Budget Adjustment in Munis version 2021.7

10. Click on the Plus +.

*%, Content Manager

+
Documents v A
Filter by:

Date Key1 Key2 DocType
Document Information voAl

11. Click on Import Attachment

*<%, Content Manager

—_ « J
+ B B W * = S
Documents v Al
Filter by:
Date Journal Description DocType

GLJournal
Document Information v A

2/6/2023 Page 6



Budget Adjustment in Munis version 2021.7

12. Click Choose File (or drag and drop the file).

Imp¢rt Document

CHOOSE FILE

or
Drop files here...
Selecting and importing multiple files is only compatible with images

(TIFF, PNG & JPG). All other files, such as PDF, must be selected
individually.

CAMNCEL

13. Select the document to attach and click Open.

€ Open X

<« v A ||« FINANCIAL SERVICES > BUDGET » Training & Instructions > INSTRUCTIONS v o O Search INSTRUCTIONS
Organize * Mew folder Bz - | o
| Close projects BI ™ Name b Date modified Type Size
3 INSTRUCTIONS | previous MUNIS versions Instructions 1/2/2020 2:21 PM File folder
| Memo to Shann Account Inquiry Budget Report 8/19/2019 1:59 PM Microsoft Word D... 701 KB
& OneDiive [#) Account Inquiry Budget Report 8/19/2019 2:00 PM Adobe Acrobat D... 514 KB
Amazon 11/9/2020 2:35 PM Adobe Acrobat D... 900 KB
3 elizabeth.sack on [ BUDGET 101 5/27/2009 8:37 AM Adobe Acrobat D... 2,212KB
“J 30 Objects [ Budget Adjustment in Munis 8-2020 8/12/2020 2:09 PM Adobe Acrobat D.. 3,672KB
I Desktop Budget Adjustment in Munis 11.3 docx 8/12/2020 2:08 PM Microsoft Waord D... 1,042 KB
Documents [) Budget Adjustment in Munis 11.3 decx 5/26/2020 423 PM Adobe Acrobat D... 4,009 KB

& Downloads Budget Adjustment in Munis 2019.1 doox ~ 11/9/2020 2:19 PM Microsaft Word D... 1,101 KB
) udget Adjustment in Munis 2019.1 12/9/2019 9:34 AM Microsoft Word D... 1,016 KB
& Music BUDGET AMENDMENT APPROVAL 12-21...  12/21/2018 12:10 PM Microsoft Word D... 917 KB
=] Pictures [£) BUDGET AMENDMENT APPROVAL 12-21...  12/21/2018 12:11 PM Adobe Acrabat D... 540 KB
B videos How to Add an Account in  Projection 2/25/2020 2:06 PM Microsoft Word D... 257KB
i, 05(CY) [£) MUNIS Inquiries and Reports 9/10/2009 8:56 AM Adobe Acrobat D... 2,319KB
= G: Groups Drive Next Year Budget Report Instructions Mu...  11/17/2016 %:04 AM Microsaft Word D... S10KB
- . 4 [£] Next Vear RBudnet Rennrt Instructions Mu 10/8/2019 11-33 AM Adnhe Acrnhat 1 TSN KR ©
File name: | Amazon ~| | AllFiles ~|

’.

[0l ][ conca |

Selecting and importing multiple files is only compatible with images
(TIFF, PNG & JPG). All other files, such as PDF, must be selected
individually.

CANCEL
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14. Click Import

Import Document

CHOOSE FILE

or

Drop files here...

Creating single document

Fire Dept BUDGET ADJUSTMENT REQU... (90.13k8) X

CANCEL IMPORT

15. Click Save.

*%. Content Manager

_ el - o
+ 0B A § t =2 & » & © | # 1 0 8
Documents voAl Journal Entry Attachment - 40858
Filter by: Q' ; /1 ( ) +
Date Journal Description DocType
BUDGET ADJUSTMENT REQUEST
Document Information v A

Budget adjustment requested to increase funds in Uniforms (53000522-534120) to cover costs foi
Attachment Filename additional uniform items required for department personnel,

Repeat these steps for each document.
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16. When you are finished uploading documents click close viewer.

*£% Content Manager

+ B 06N t 2RO +ES,HIO #2100 8 O
VIEW v a/
Documents v A Journal Entry Attachment - 40858 v A
Filter by: Qv ] 1 ( ) 3 I:E
Date Journal Description DocType
01/24/2023 40858 UNIFORMS GLJournal
BUDGET ADJUSTMENT REQUEST

17. If your adjustment is balanced and you are done attaching all the
appropriate documents click on Release to start the workflow approval
process. You will not be able to make changes without restarting the approval
process once you've released it.

‘-::E-. Budget Transfers and Amendments [TEST DATABASE Jan 22 2023]

Journal Details

Clerk Lsack

Fiscal year 2023

Period 04 JAN
Journal 40853
Journal reference 1 LS

Journal reference 2 UNIFORMS

Short description UNIFORMS
Effective date 01/24/2023

Budget year code 1
Entity code 1
Amendment type 1
Budget projection inclusion One Time

Amendment status Held

Workflow
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18. A message at the bottom of the screen will appear that says the Journal has
been released and is pending approval.

Amendment type 1
Budget projection inclusion One Time w

Amendment status Pending approval

Workflow

Releases journal

1of1 1< < ? > Journal released and is pending approval.

19. Click on PDF to save a copy.

* "E-. Budget Transfers and Amendments [TEST DATABASE Jan 22 2023]

Journal Details

Clerk LSack

Fiscal year 2023

Period 04 JAN
Journal 40858
Journal reference 1 LS

Journal reference 2 UNIFORMS

Short description UNIFORMS
Effective date 01/24/2023

Budget year code 1
Entity code 1

Amendment type 1

Budaget projection inclusion One Time
Amendment status Held
Workflow
My Approvals Approve Reject Forwa Hold Approvers
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20. Select the current journal only and click Accept.

Options

€ v ©

Back Accept Cancel

Choose an option

(® The current journal onlyé

All of your own journals

21. Another Message will pop up telling you there are no errors in the budget
adjustment. Click OK.

iJ) Munis

No errors detected.

oK

A PDF document will open with all the details of the adjustment. You can save or
print this file.

#2 Tools I Report-CH-Dev-MANP-SQL-2792-01-24-14... Q 63  Openindesktop app

TEST DATABASE Jan 22 2023
BUDGET AMENDMENTS JOURNAL ENTRY PROOF

DIRNIRCE ~ |

N__ORG__ OBJECT PROJ ORG DESCRIPTION ACCOUNT DESCRIPTION PRE BUDGET AMENDED
ACCOUNT LINE DESCRIPTION EFF DATE __ BUDGET CHANGE BUDGET _ERR
YEAR-PER JOURNAL EFF-DATE REF 1 REF 2 SRC INL-DESC ~ ENTITY AMEND
2023 04 40858 01/24/2023 Ls UNIFORMS ~ BUA UNIFORMS 1 1
1 53000522 534120 FIRE OPERATIONS UNIFORM EXPENSE 71,300.00 5,000.00 76,300.00
001 -20-50-530-522-00-00-00-534120~ ADDITIONAL FUNDS 01/24/2023
2 53000522 552000 FIRE OPERATIONS OPERATING SUPPLIES 39,652.54 -5,000.00 34,652.54
001 -20-50-530-522-00-00-00-552000- TRANSFER TO UNIFORM EXPENSE 01/24/2023
** JOURNAL TOTAL 0.00

22. You have now completed your budget adjustment. If you are interested in
checking the status of your budget adjustment continue to the next page.
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Budget Adjustment in Munis version 2021.7

Checking the Status of a Budget Adjustiment

1. To check on your adjustment click on Budget Transfers and Amendments under
the Departmental Functions heading.

Munis Landing Page

*
L] o
Approvals Notifications
@
.. &)
Tyler Menu H Favorites VAl ® technologies
QA ceoren Recent Activity ~
~ Enterprise ERP Next Year Budget Entry
v Financials Define/Start Budget Projection
~ Human Capital Management Budget Settings Tyler Links
v Asset Maintenance Account Inguin
~  Departmental Functions i Tyler Search: Find just what you are locking for
Account Inquiry s Define/Start Budget Projection Tyler Community: Join thousands of other clients online
YTD Budget Report s Next Year Budget Reports Tyler Support: Let us help you
Vendor Inquiry ¥
Purchase order Inqulry 4 Budget Transfers and Amendments Tyler Tech website: The leader in public sector software
Import Journals
Next Year Budget Entry #r "
Requisition Entry fr Next Year Budget Historical Comparison
Budget Transfers and Amendments s YTD Project Budget Report
Requisition Approvals v
Position Inquiry ¢ Departmental Functions ~
Job Class Inquiry ¥ Budget Transfers and Amendments
Bill Inquiry ¥
saved Reports  ¥r VTD Budget Report
My Saved Reports ¥ Account Inquiry
E Meni Personal Preferences vr VTR Drninnt Disdnns Damart

2. Click on Browse.

x‘.— / ® | &8 © @ @ | ¥ @ O | 0
g | Browse dd

Updzte Delete Print Display FOF Save Exzel Emz Scheduls Attach

Journal Details

Clerk

Fizcal year

Period

Journal

Journal reference 1
Journal reference 2

Short descrintion
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3. Select Browse Own Journals and click Accept.

Budget Transfers and Amendments [TEST DATABASE Jan 22 2023] = Options = #

Choose an option

@ Browse Own journals
O Browse All journals
O Browse by Clerk

Clerk 1D

4. The screen will display all pending adjustments and will show the workflow status.
In this case it is still pending approval. Select on the journa

Budget Transfers and Amendments [TEST DATABASE Jan 22 2023] Options > Budget Transfers and Amendments
Record Number Year Per Journal Date Clerk Description Total Increase Total Decrease  Workflow Status
1 2023 04 40477 01/12/2023 elizabeth.sack CORRECTION 97.00 97.00 Held
2 2023 04 40858 01/24/2023 elizabeth. sack UNIFORMS 5,000.00 5,000.00 Pending Approval

5. Select the line and click on Workflow Status.

%% Budget Transfers and Amendments

e‘v o‘z & © T a‘z a‘m<
Bac! Accest Cance Output Print Dizplay POF Seve Exce ord a

Budget Transfers and Amendments [TEST DATABASE Jan 22 2023] = Options > Budget Transfers and Amendments
Record Number Year Per Journal Date Clerk Description Total Increase Total Decrease  Workflow Status
1 2023 04 40477 01/12/2023 elizabeth sack CORRECTION 97.00 G7.00 Held
2 2023 04 40858 01/24/2023 elizabsth sack UNIFORMS 5,000.00 5,000.00 Pending Approval

/
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6. The adjustment is currently in Chuck Bogle's queue for approval.

‘-::E-. Work Flow Status

Budget Transfers and Amendments [TEST DATABASE Jan 22 2023] = Options
Originator
Mame Comment

Liz Sack

Ap provers comments

Name Action taken date Action taker Action Comment
Steps
Step Status Activated Date Activated Ti
- 3 In Progress
v All appravers from this group r Group Current
Chuck Bogle 01/24/2023 14:23

» 4 Not started

(] Not started

» 99 Queued

7. Approval thresholds:

> Budget Transfers and Amendments = Work Flow!

Budget Adjustment Amount

Approval Level

$1 - $9,999

Management and Budget
Officer

$10,000 - $49,999

Director of Finance

$50,000 and over
OR

Transfers between expense
categories, e.g., Personal Services to
Operating Expenses or Capital Outlay
to Operating Expenses

City Manager

2/6/2023
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Approving a Budget Adjustment

1. Click Departmental Functions, Budget Transfers and Amendments.

City of Melbourne - Live Environment

Approvals Notifications

Favorites 7 Tyler Menu :
D tmental Functi ~
epartmental Functions q Search
Account Inquiry . 2
»  Enterprise ERP
Purchase Order Inquiry ~ Financials
Next Year Budget Entry ~ Human Capital Management
Purchase Orders by GL Account ¥ AsselMaintenance
~ Departmental Functions
¥1D Budget Report Account Inquiry ¥
Purchase Orders by GL Account YTD Budget Report *
Requisition Entry Vendor Inquiry ¥¥
. Purchase Order Inquiry %
Requisitions
Next Year Budget Entry W
Budget Transfer Approvals Requisition Entry W
Budget Transfers and Amendments Budget Transfers and Amendments %

Requisition Approvals ¥r

My Favorites 2 Position Inquiry T¢

Next Year Budaet Entry Job Class Inquiry ¥

2. At the bottom of the screen in the workflow section, click on “My approvals”

-::S-. Budget Transfers and Amendments [City of Melbourne]

m‘+ /s i‘ﬁao@ B‘i =
Browse Add Update Delete Print Display PDF Save Excel Emi

Budget Transfers and Amendments [City of Melbourne]
Journal Details

Clerk

Fiscal year

Period

Journal

Journal reference 1
Journal reference 2
short description
Effective date
Budget year code
Entity code
Amendment type
Budget projection inclusion -

Amendment status

Workflow

My Approvals Approve Reject Forward Hold
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3. Alist of all adjustments in your queue will appear. (If there are no adjustments in your
queue a message at the bottom of the screen will read “No pending approval records
exist for user”)

'-::E-. Budget Transfers and Amendments

slzelzseanl:r Bl

ccept  Cancel Outpe Print Displa orkf
Stat
Budget Transfers and Amendments [City of Melbourne] > Budget Transfers and Amendments
Record Number Year Per Journal | Date Clerk Description Total Increase Total Decrease  Workflow Status
1 2023 05 50176 02/03/2023 lisa.solina TRANSFER 65,000.00 65,000.00 Pending Approval

4. Select the adjustment and click Accept.

%% Budget Transfers and Amendments

Py 8|28 @Bt B |-

Cance tput Print Displa v
Staws
Budget Transfers and Amendments [City of Melbourne] > Budget Transfers and Amendments
Record Number Year Per Journal | Date Clerk Description Total Increase Total Decrease  Workflow Status
1 2023 05 50176 02/03/2023 lisa.solina TRANSFER 65,000.00 65,000.00 Pending Approval

5. Click on Lines.

'-::E_-. Budget Transfers and Amendments [City of Melbourne]

1]

X
+
N,
-
o
.0
i@
-1
-
i
©

Budget Transfers and Amendments [City of Melbourne]

Journal Details

Clerk Lisa Sol

Fiscal year 2023

Period 05 FEB
Journal 50176
Journal reference 1 LPS

Journal reference 2 ADMIN

short description TRANSFER
Effective date 02/03/2023

Budget year code 1
Entity code 1

Amendment type 1

Budget projection inclusion One Time A
Amendment status Pending approval
Workflow

MyAppruvals][ Approve ][ Reject ][ Forward ][ Hold ][Approvers
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6. Check that the adjustment is balanced.

":'E—. Budget Amendment Detail Lines

slaEjzle @

Update

Budget Transfers and Amendments [City of Melbourne] > Budget Amendment Detail Lines

Journal

Journal 2023/05 50176 RefLPS Desc TRANSFER Eff Date 02/03/2023

Journal Lines

Line | Org Object Project Description Comment Ref1 Eff Date VD Amount
141333 563010 31219 I0TB -DESIGN CHANGE ORDER NO. 3 -COUNC 2/14 LPS 02/03/2023 D 65,000.00
2 41333 563000 31219 IMPROVEMENTS OTHER THAN BLDG CHANGE ORDER NO. 3 -COUNC 2/14 LPS 02/03/2023 | 65,000.00

7. Click on Summary to see a summary of all increases and decreases to each fund.

'-::E‘. Budget Amendment Detail Lines

Budget Transfers and Amendments [City of Melbourne]

Journal

Journal 2023/05 50176 RefLPS Desc TRANSFER Eff Date 02/03/2023

Journal Lines

Line | Org Object Project Description Comment Ref 1 Eff Date 1o Amount
1 41333 563010 31219 I0TB -DESIGN CHANGE ORDER NO. 3 -COUNC 2/14 LPs 02/03/2023 D
2 41333 563000 31219 IMPROVEMENTS OTHER THAN BLDG CHANGE ORDER NO. 3 -COUNC 2/14 LPs 02/03/2023 1 65,000.00

Summary of all increases and decreases to each fund:

*s+ Budget Transfers and Amendments

Budget Transfers and Amendments [City of Melbourne] > Budget Amendment Detail Lines

Fund Increase Amount Decrease Amount

413 65,000.00 65,000.00

Click Back until you reach the main screen.
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8. Now click on Attach.

‘-::E-. Budget Transfers and Amendments [City of Melbourne]

ol T AL A B B

Budget Transfers and Amendments [City of Melbourne]

Journal Details

Clerk Lisa Sol

Fiscal year 2023

Period 05 FEB
Journal 50176
Journal reference 1 LPS

Journal reference 2 ADMIN

short description TRANSFER
Effective date 02/03/2023

Budget year code 1
Entity code 1

Amendment type 1

Budget prajection inclusion One Time >
Amendment status Pending approval
Workflow

[MyAppruvals” Approve \[ Reject ][ Forward ][ Hold ][Approvers:

9. TCM will open and attachments can be viewed. Check that adequate backup is attached:
quotes, email threads, and memo explaining adjustment. Did they explain why the
adjustment is needed, and how there is funding available? Click on the X to exit this
screen.

'-::E-. Content Manager @

m e o - -5 4
+ B & ® *t =2 A0 PN E Q # S S 2| Vs & X
Documents v oA Journal Entry Attachment - 50176 v A Document Information ~ @l

Filter by: Q, 1 /2 ’ ’I ( ) i m Attachment Filename

Date  Journal Description DocType

02/03/20.. 50176  TRANSFER  GLJoumnal

Attachment Title
\I lb( ity of
Jslelbourne
The Harbur Cty S JOURNAL AUDIT
Memorandum Public
To: Jenni Lamb, Interim City Manager No v
Thru: lames Ennis, City Engineer
Jenniter Spagnali, Acting Directar Public Works & Utilities
From: Tam Baker, Utility Engineer Description
Date:  lanuary 19, 2023 TRANSFER
Re: Change Order No. 3 to the Surface Water Treatment Facility Filter Backwash Drain
Improvements Contract [City Project No. 31218)
Journal *
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10.If the adjustment has adequate backup and explanation, on the journal details screen
click the approve button.

'-::E-. Budget Transfers and Amendments [City of Melbourne]

<1 m | s

Budget Transfers and Amendments [City

Journal Details

Clerk

Fiscal year

Period

Journal

Journal reference 1
Journal reference 2
short description
Effective date
Budget year code
Entity code
Amendment type
Budget projection inclusion

Amendment status

Workflow

Lisa Sol

LPS

ADMIN

TRANSFER

02/03/2023

1

1

1

One Time -

Pending approval

My Approvals ]| Approve \[

Reject ][ Forward ][ Hold

]| Approvers
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