
 

Budget Worksheet—Quick Reference 

Features 
• Is the “workspace” or “budget file” for entering budget changes.  
• Use the Calculate button to view preliminary figures.  
• Use the Requery button to discard calculations. 
• Use the Post button to save changes. Posted changes are (eventually) rolled to the operating ledger.   
• Do not use the browser’s Back, Forward, or Refresh buttons on the Worksheet! These buttons affect the 

monitor display, but not the memory, so amounts you entered may be included in your next Calculation or 
Post action. 

Recommended Parameters 
Chart, Budget ID, and Budget Phase, are required for every query in Budget Development. 
Columns to Include FOAPAL Criteria Other Criteria 
• Adopted Budget 
• Permanent Budget Adjustments 
• Base Budget and Cumulative Change 

• Fund is required; must be  
a data-entry code 

• Organization is required; must be  
a data-entry code 

• Activity: Leave blank or enter a code 
• Location: Leave blank or enter a code 

• Budget Duration Code:  All 
• Display Fin Mgr from:  None. 
• Check to Include: Check all 

line items 

Functions 
• Calculate temporarily enters changes and updates Cumulative Change and New Budget values. 
• Post permanently saves changes and updates Proposed Budget, Cumulative Change, and 

New Budget values. 
• Requery clears calculated entries. 
• Download Selected Ledger Columns is recommended download option for the University of Illinois. 

Worksheet Results 
• Expenses, labor, and revenue display without parentheses. 
• Error message displays when you query for a fund and/or organization that you are not authorized to 

query; no results display. 
• Message displays when organization is locked; cannot update when your organization is locked. 
• All query results display on one page. 
• Mass changes and rounding options are rarely used at the University of Illinois.  
• Recommended: accept and never change the 1.00 Round to Nearest default. 



Snapshot 

Enter increases as 
whole dollar amounts. 

Precede decreases 
with a minus sign. 

Proposed Budget is posted. New Budget is calculated 
but not posted. 

Click Account Code  
to view and enter text.

Click Proposed Budget link to 
view change history. 

Click Account/Program Code lookup 
to find values for New Row entries. 

Enter a Program, Account, and 
Proposed Budget to add a row 
to a Worksheet. 

Requery clears calculated Change Values.
Calculate computes Change Values. 
Post computes and saves Change Values. 

• Totals line items by account type.  
• Always includes deleted items. 

Net amount is the mathematical difference 
of Revenue – (Personnel Expenses +  
Non-Personnel Expenses). 
Negative balances are shown inside 
parentheses instead of using a minus sign.
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