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Departments are responsible for submitting budget requests. This document 
outlines the entry of Next Year Budget Requests using Budget Detail entry and the 
submission of these records to initiate the review process. 
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Procedure for Detail Entry 
To add next year budget requests into Munis: 
Open the Next Year Budget Entry program. 
Financials > Budget Processing > Next Year Budget Entry 
 

 

 

 

The program displays the Account Find screen. Click Accept  to open the entire department 
budget, or to see specific groupings of accounts, click Segment Find. 
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The program displays the Next Year Budget Entry screen. A list of all departmental accounts will 
be listed.   

 

Highlight an account to either enter new or ‘Update’ existing Budget Detail. Then choose Detail 
Info from the top right of the Dashboard Ribbon. 

The program displays the Detail Info screen. Click Add to add a new detail record to the 
account line’s budget. Click Update to modify an existing detail record. 

 

Choose the 1 time expenditure/revenue if this is not something that will be included in the 
budget detail for the department next year’s budget process. The Vendor tab allows 

identification of purchases by Vendor, using the  help button. 
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Tab Down to the requested section of the screen. Enter/Update the quantity, cost, and 
description.  

 

Choose Accept  to save the entered record.  

If supporting documentation is needed, click the  paper clip on the Dashboard Ribbon. 
Choose to add a Budget Detail Attachment, the click View Documents. 

 

The TCM Window will appear. Click New to import or scan in supporting documents. Click Save 
once finished attaching, and then choose Close Viewer to return to the Detail Entry screen. 
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Click Add   to enter more detail lines to the account. Note the Account totals window now 
shows the total amount from previously entered detail line(s). 

 

Click Delete                  to remove an existing Detail line that is no longer needed or has been 
entered in error. 

Choose Return  to get back to the Next Year Budget Entry screen to choose another 
account line to enter in detail. 

 

Repeat this process until the total department budget has been entered. 

 

After entering budget detail lines for all accounts, review the entries made. If there are edits that 

need to be made to a detail line, use the Update  button at the top of the screen. After 

making the necessary changes, choose Accept . 
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Once the department’s budget has been entered, choose the “More” Option from the 
Dashboard Ribbon in the Next Year Budget Entry screen. Then choose Dept Alert. 

 

 

A Department Code option will appear. Choose the department code from the dropdown list by 

clicking the  help button. Choose Accept  to save in the selection. 

 
 

 

A message will ask whether or not to send notification to the County Administrator that the 
department’s budget has been entered. Choose Yes if the department’s budget has been 
finalized. 
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Results 
Departmental budget requests have been entered for the Department Level. The County 
Administrator has been notified that the department’s entry has been completed, and access to 
the budget projection will be restricted once the department cutoff date defined by the budget 
calendar is reached.  

Status Change 
There is no status change to this record.  

What’s Next? 
Department figures for this projection are now available for reporting within the Next Year 
Budget Reports program. Until the cut-off date is reached, the projection is available for any 
changes to be made to next year requests. Salary and benefit information will be generated by 
the Finance/Payroll department separately. 
 
The County Administrator office will roll the Department figures to the Admin level as the budget 
process continues. Any approvals, denials, or changes made by each governing body will be 
reflected in this projection at the appropriate level.  Upon County Board adoption, the final 
projections will be posted to the next year’s budget  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


