Training Exercise: Create a Project Budget
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	Create a Project budget
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	Action
	Icon
	Field/Value

	Search for Project ID 
	
	· Search for the Project created in the previous exercise

	Select the Financials tab
	
	

	Select the Budget sub tab
	
	

	Click Create Budget button
	
	

	Project End Date
	
	· 06/30/2020

	Budget Name
	
	· First Initial Last name “TRN Project” ex: JSmith TRN Project

	Budget Calculation Type
	
	· Empty Forecast Source/Inc Cost:Y/Inc Revenue:N/Project - Original

	Click OK
	
	

	Click Done
	
	

	Click Related Actions Icon
	
	· Select Related Actions icon next to the budget name
· Hover over Budget Menu and Select Maintain Budget

	Click OK
	
	

	Budget Lines Tab

	Ledger Account Summary
	
	· Master Account Set: Total Expenses - Budget

	Project Hierarchy
	
	· Enter Project ID created in previous exercise

	Debit Amount
	
	· 100,000.00

	Click Plus button
	
	

	Ledger Account Summary
	
	· Master Account Set: Total Revenue - Budget

	Project Hierarchy
	
	· Enter Project ID created in previous exercise

	Credit Amount
	
	· 100,000.00

	Attachments Tab

	Attach Supporting Document 
	
	· Attach document from desktop

	Click OK
	
	

	Click Done
	
	

	Click Related Actions Icon
	
	· Select Related Actions icon next to the budget name
· Hover over Budget Menu and Select Submit Budget For Approval

	Click OK
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