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Create Budget Accounts Prerequisite Steps  1. Synchronize Chart of Accounts 2. Manage 
Objects-verify all desired accounts are marked "IsBudgeted" 3. Manage OrgUnits-verify all 
desired accounts are marked "IsBudgeted" 
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Purpose: Create Budget Accounts  This procedure is creating budgeting accounts to store 
budget values. 
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Click on System Management.  
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Click on Accounts. 
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Click on Create Budget Accounts. 
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Click on the CompanyDB dropdown list. Make a selection.   In this example, we will select 
DB3147_two18. 
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Click on the BudgetID dropdown list. Make a selection. In this example, we want to select 
2020 test, but its missing from the list.   Note: There are 2 reasons the budget will not be 
listed in the dropdown list. 
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Reason 1: The budget is not checkmarked IsBudgeted.   Reason 2: The budget is locked. 
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Now Click System Management
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Click on Budgets.
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Click on Manage Budgets.
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Click on Show Budgets.
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Note: We see the 2020 Test budget listed below.  The budget is locked and NOT check 
IsBudgeted.
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Click on Locked.
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Click on Unlock Budget and Accounts.
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Click on the red X to close this window.
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Checkmark IsBudgeted.
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Now the 2020 Test budget is NOT locked and is checkmarked IsBudgeted.
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Click on Save Budgets.
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A message will appear that reads, Saved Budgets successfully.
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Click on the Create Budget Accounts tab.
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Click on he CompanyDB dropdown list. Make a selection.   For this example, we will select 
DB3147_two18. 
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Click on the BudgetID dropdown list. Now you see the 2020 Test budget listed.  Now you 
can proceed with the Create Budget Accounts process.  
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That's It. You're Done.
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