

Project Management:  Revise Budget Screen

Access:

1. Click Project Management on the Main Menu.

2. On the Query Applications page, select Year: 2001.

3. Select Active/Closed: Active.

4. Select Amend: Current.

5. Select Project Status: Budget Revision Pending.
6. Click Submit Query on the Query Applications page.

7. Select any project from the Project Query Results page by clicking the row on which the desired project appears.  

	Click Revise Project Budget under the Project Management menu item on the Main Menu.
	The Revise Project Budget page should open for the selected project.  The Summary tab displayed.
	Yes/No (if no, describe result)

	Click on the Revision # field:
	Displays current revision number and previous revisions completed. Previous revisions are in read-only mode. 
	Yes/No (if no, describe result)

	Click on the Reason field:
	Allows user to type in the reason.  
	Yes/No (if no, describe result)

	Click on the Approver’s note field.  
	Editable field for approver’s after revision has been submitted.  If revision has already been approved it is read only.  
	Yes/No (if no, describe result)

	Click on Revise Budget tab located at the top of the screen:
	Displays the budget screen.
	Yes/No (if no, describe result)

	Click on ALI item in the and scope/ali list and click on the FTA Amount field.         
	If the revision is current, this field is editable to change.  If the revision has been submitted or approved it is read-only.
	Yes/No (if no, describe result)

	Select View Budget Tab:
	List the entire budget in read-only mode.
	Yes/No (if no, describe result)

	Select Change Log Tab:
	Lists all budget changes in read-only mode.
	Yes/No (if no, describe result)

	Select Revise Control Totals Tab:
	Defaults to the change control totals.  Displays budget total, differences and the control total list.  
	Yes/No (if no, describe result)

	Click on Adjustment Amt or Total State Amt or Total Local Amt OR or Other Federal Amt, or Special Cond. Amt in the control Total list under the Current Revision Changes column.
	These fields are displayed with a black border around them allowing one to edit, if the current revision is pending.  These fields are NOT editable if the revision has been submitted or approved.
	Yes/No (if no, describe result)

	Select the All Control Total button.
	Displays an extended budget control total list.  
	Yes/No (if no, describe result)

	Click the SAVE icon, located at the top of the page.
	If project is a current pending revision, message will appear, “If you want to submit this Budget Revision Request, then click OK button.  If you want to save it as a work in progress, the click CANCEL button.
	Yes/No (if no, describe result)











  TEAM-Web                                                                                                     Federal Transit Administration

                                                                               1 


