
 
 

 

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 

 

 

 
 
 
 
 
 
 

 
 

 

How to duplicate a 
budget 

 
 

 

 

 

 

 

mailto:hello@schoolbusinessservices.co.uk


  
 

 
2 

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 

 

 

Duplicating a Budget 
 

1. Follow the path Settings > Budgets  

 
2. Select your current working budgets name in blue 
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3. Select the actions cog in the top right 

4. Select the option to ‘duplicate’ 
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5. This will prompt a confirmation message, select 
‘OK’ 

6. This lead you to the edit page of your new budget and a confirmation 
message will appear 
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7. Manually make any necessary amendments, e.g. 
rolling the budget forward a year and updating the 
Budget name 

8. Use the save icon in the top right (the green tick) once you have made 
you amendments 
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9. Set your new budget as your current and continue 
working 
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