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Budget Preparation 
Creating Your New Year Budget 
 

• The creation of the new year budget also creates the chart of accounts for 
the new year.  If new accounts are added the process to "Rebuild Budget 
Records" must be run to bring those accounts into the new year chart. 

• Multiple Scenarios can be created for budget preparation.  When year-end 
is processed, you will be asked for the budget scenario to use and the 
figures must be moved to the final stage. 

• Once created, there are system entry options with account security.  An 
alternative option available is to Export/Import Option where Excel can be 
used for Budget Preparation. 

 
New Setup Options under System Console-System Settings: 
 

 
 

• The stage can now be named.  This literal will be your column headings 
both on the screen and on the Budget Report.  Please note, stage 4 needs 
to be your final budget as these figures will carry to your new year during 
year end process. 

• Locked Stage allows for "shutting off" entry into a stage.  An example may 
be departmental entry into the first "requested" stage and once the budget 
process continues past that stage, locking it will enforce that no further 
changes are made.  Only reporting will be allowed. 
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Existing Budget Security - Group security exists both for functions within 
preparing budgets and to the phases of your budget.  To setup this security, 
please contact Logics' support for assistance and further explanation.  Please 
note, existing security to System Console is necessary to make any system security 
changes. 
 
To start your Budget Process and Create your New Year Chart: 
 

• General Ledger 
• Budget 
• Tools 
• Create a Budget Scenario 

 

 
 

• Create a New Fiscal Year - creates the chart and budget scenario for the 
new year. 

• Create a New Budget Scenario for "current fiscal year" - will allow you to do 
a new budget for the existing fiscal year.  This can then be loaded into the 
existing year via the Rebuild BY under General Ledger-Journals-Tools. 

 



 

301 Tilton Road, Northfield, NJ 08225 
www.EdmundsGovTech.com | 609.645.7333 | Info@EdmundsGovTech.com 

 
 
Create a New Fiscal Year 

• The Account Structure will appear asking to keep it for the new fiscal year.  
We do not recommend changes and NO will cancel this process.  If 
changes are required, please contact Logics Support to discuss prior to this 
process. 

• Answering Yes will continue the process. 

 
 

• Set of Books Information will display allowing entry of Budget Scenario 
Description.  This description will be used for searching and reporting.  
Remarks can also be entered.   

• Note:  Auto Estimate is no longer available from this option.  Calculate 
Estimates is available from Tools and is documented below. 
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• Answer OK to bring over all accounts.  All accounts must be brought into 
the budget.  Cancel will exit the process. 

• Display will confirm the budget has been created.   

 
 

• Budget Narratives can be copied to the New Budget Scenario. 
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Budget Preparation Entry 

 
• Account Security limits the Accounts accessed 
• Security limits the entry into specific "Phases"  

 
To access Budget -  

• General Ledger 
• Budget 
• Search - Expenses and/or  Revenues  
• Find 

 

 
 

• Your budget accounts will display with the entry screen in the top section 
and historical information in the bottom section along with the department 
total for the account that is highlighted. 

• For basic account entry, entry into the top grid in the appropriate column.  
(Headings and Security on these columns are set in System Console) 

• VERY IMPORTANT - Revenues must be added as NEGATIVES 
• For Detail account entry or entry of Narratives, double click on the 

appropriate line and the below detail screen will appear for the account 
number requested. 
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• Note the Refresh button in the top right of the Grid.  This will update all 

total fields.  This is not done as each amount is entered to allow for faster 
entry without constant calculation.  When accessing the budget, all figures 
will appear updated as saved.  Refresh is not required when first accessing. 

 

 
 

• Add Detail will allow entry into detail lines.  These lines will now total into 
the amount for this line item.  Direct entry in that line is disabled so all 
dollars will need to have detail lines.  

• Narrative is available for comments. 
• Save will save the entry and update the header 
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• If you add new GL accounts to your chart of accounts after the budget 
scenario has been created, Budget > Find > Tools > Rebuild Budget Records 
> Save.  *Please note the new accounts may not fall in chronological order, 
they may be at the end of the fund or the end of the entire budget.  Just 
sort the budget by Account Number and it will fall in place.  

 

 
 
Print Budget Report - Accessed via Tools sidebar 
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• Account Type - Choose Revenue, Expense, or Revenue & Expense - Account 
Security will apply, so your report will only include accounts you have 
access to.  Additional Account Report Options allow ranges within your 
account security (Example - security allows for multiple departments, but 
account segment or range options would allow for printing just specific 
departments) 

• Budget Scenario - be sure you are choosing the appropriate budget 
scenario for your current budget process.   

• Checkboxes - Click on appropriate checkboxes for your report choices.  A 
few highlighted above are most commonly used. 

• Optional Columns - Choose any historical columns to include but be aware 
of appropriate spacing on reports when choosing Landscape or Portrait 
PDF. 

• Excel option is available but will not include Budget Detail and Narratives. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Questions can be directed to support@edmundsgovtech.com or  
support line 919-232-2300. 
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