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Enter a Budget Against a Project
Click Guide



Overview of Steps

Overview of click-thru procedure:

• Click the numbered circles on the left to move to 

the first step in each phase. 

• Use the arrows or Pg Up/Down keys to proceed 

through each step and sub-step.
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Best viewed in IE or Adobe PDF Reader.
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Create a Budget

Step 1: Create a Budget

Under Jobs, 

go to the 

Budgeting 

workspace.

Use the search filter and/or the 

Search field to select a job.
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A

Depending on the budget you wish to create, click 

Working Budget or Baseline. 

The available tabs depend on the setup of your job. 

C

Typically the base of your budget is populated from your Job 

template. If there is no budget from your template then Click 

Create Working / Baseline

D

To add budget lines, click + Add Budget Line, 

and enter information as needed.   E

Click 

Save. 

E



Use the filter or Search 

to select a job.

AEdit a Budget

You can edit a budget to add or 

modify information regarding your 

expenses on the job. However, if it 

has already been submitted or 

approved, the budget is reopened 

to create a new revision.

If you are amending a 

previous budget revision 

click Reopen Budget. 
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Step 2: Edit a Budget

2

Click the tab you want to update. 

B

C

Click Edit, then edit the 

lines as needed.  

D

When done, click 

Save, or press Enter.

E
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From the Other Actions drop-

down, select Copy Budget.

C

Copy a Budget

A wizard displays. To copy a budget:
• Populate Copy From Job No. (leave blank if 

you are copying from the current Project).
• Populate Copy from Budget (mandatory 

field).
• In Copy from Revision No. choose the 

revision you want to copy.
• Select other fields as appropriate and click 

Copy.
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Use the filter or Search 

to select a job.
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D
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When you have finalized all details in the 
budget, you can submit it for approval. 

Click Submit Budget.

B

Submit Budget
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Use the filter or Search 

to select a job.

A

If you do not use approval hierarchies for Job 
Budgets you will be able to click Approve Budget 
to lock down this revision of your budget.

C
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Approve Budget
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Review then approve or reject 
new/updated budgets submitted for your 
approval. 

Note: If you are using approval 
hierarchies for Job Budgeting, you can 
also approve (and reject) budgets in the 
Approval Center workspace.

Use the filter or Search 

to select a job.

A

To approve the budget, 

click Approve Budget.

B



Reject Budget
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Use the filter or Search 

to select a job.

A

To reject the budget, 

click Reject Budget.

iAccess displays the 

Reject Line wizard.  

B

Enter a rejection 

reason. This is a 

required field.

C

Click Reject.

D



This concludes the 

Enter Budget Against a Project Click Guide.

Budget Procedures
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