Workday Budget Amendment Cost Center Manager

WORKDAY BU DG ET AM EN DM ENT Populate the required fields.

Organization: Cost Center for which you are making the

(COST CENTER MANAGER) budget amendment

This user guide will assist you with creating a budget amendment. Plan Structure: Annual Budget Detail
Company: The County of Galveston
Create BUdget Amendment Plan Name: FY-(Year)-Amended Budget
In the Workday Search bar, type Create Budget Amendment for Click OK.

o ization.
rganization Select the Amendment Date (Commissioners Court Date), type

Click on the name of the task to get started. in a Description (Court sponsor and detailed
description/justification), and select the Amendment Type as
Q@ create budget amendment BUdget Transfer.

Please note: A court sponsor is mandatory.
Simplified Search is Enabled [ @)

Amendment Date * | 01/02/2025 [
Top Results [ People (0) H Tasks and Reports (1) H Learning (0) \ )

Description *

Tasks and Reports

Amendment Type * ‘

Create Budget Amendment for Organization

Task

In the Budget Amendment Lines, enter the Period, Ledger
Account/Summary (List provided below), Fund, and Cost
Center where the funds are coming from.

Budget Amendment Lines 2 items

) Order *Period Ledger Account/Summary *Fund *Cost Center

FY2025 Annual 5930000:Reserves —. 1101 General —_— 920180 Fund —_—
(FY2025-adopted  (-+0) - Other S Fund — Balance Reserves —
Budget)

Galveston County Workday 1



Workday Budget Amendment

Select a spend category. (Spend categories list provided on this
job aid)

Spend Category
s Budgeted — =
Reserves —

Galveston County Workday

Cost Center Manager

Type in a Credit Amount Change.

The credit amount indicates where the funds are coming from
and should always be a negative number, as shown in the
example below

Amount
Change in
Amount Change Memo
Basze
Currency
[ (1,200.00) ||
-1,200.00

Add another line to the grid to enter the Period, Ledger
Account/Summary (List provided below), Fund, and Cost
Center where the funds are going to.

Budget Amendment Lines 2 items

Order  *Period Ledger Account/Summary *Fund *Cost Center
v FY2025 Annual 5930000:Reserves 1101 General — 920180 Fund .
(FY2025-Adopted () - Other — Fund — Balance Reserves —
Budget)

x 170100 Facilities
Services —

» FY2025 Annual =
(FY2025-Adopted (---)
Budget)

% 5314000:Food, =
Kitchen, and .
Housekeeping
Supplies

» 1101 General =
Fund

‘ .




Workday Budget Amendment

Select a spend category. (Spend categories list provided on this
job aid)

Spend Category

» Vehicles (+++)

Type in a Debit Amount Change.
The debit amount indicates where the funds are going and
should always be a positive number, as shown in the example
below.

Please note: The credit and debit amounts should always
balance out.

Amount
Change in
Base
Currency

Amount Change Memo

(1,200.00)
-1,200.00 '

1,200.00 ‘

‘ 1,200.00 ‘

Iveston County Workday

Cost Center Manager

Select and upload any supporting documents related to the
budget amendment.

Budget dment Lines | At

Attachments

Drop files here

Select files

Click Submit.

Next steps: The Budget Amendment will be routed to a Budget
Analyst for approval.
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