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How to add a new Budget 
entry 
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Creating a new Budget Entry 
 

1. Follow the path Planning > Budget Entries 

 
2. Select the create sign in the top right (pen with a plus) 

 

 
 

mailto:hello@schoolbusinessservices.co.uk


  
 

 
3 

t. 0345 222 1551 f. 01908 410063 e. hello@schoolbusinessservices.co.uk 

www.schoolbusinessservices.co.uk  
Head office: Poole | Suite 22 Discovery Court, Wallisdown Road, Poole, Dorset, BH12 5AG  
Milton Keynes | Unit 211, Milton Keynes Business Centre, Foxhunter Drive, Linford Wood, MK14 6GD 

Registered in England No. 06443524 

 

 

3. This will give you the option of Brought Forward, Income or Expenditure 

4. Give the Budget Entry a name (description) 
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5. Select the relevant Budget Code from the drop down  

Only Budget Codes that are relevant to the type of Budget Entry selected 
will be displayed. 
 

6. Select a Cost Centre from the drop-down options, if relevant 
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7. Complete the Analysis Tags/Fund Codes if relevant 

8. Select the ‘Profile’ tab 
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9. Enter the value of the Budget Entry  

10. You can then cascade the value to future years 
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11. You can also apply inflation to future years 

12. There is also the ability to Profile Budget Entries 
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13. Select how you would like the entry to be profiled 

14. Once all the data is in the entry, select the save and new icon if you 
have more of the same type of Budget Entries to create 

 
 
 
 
 

mailto:hello@schoolbusinessservices.co.uk


  
 

 
9 

t. 0345 222 1551 f. 01908 410063 e. hello@schoolbusinessservices.co.uk 

www.schoolbusinessservices.co.uk  
Head office: Poole | Suite 22 Discovery Court, Wallisdown Road, Poole, Dorset, BH12 5AG  
Milton Keynes | Unit 211, Milton Keynes Business Centre, Foxhunter Drive, Linford Wood, MK14 6GD 

Registered in England No. 06443524 

 

 

15. If this is the last Entry to be created, select the save icon (the green 
tick) 
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