
 
 

WORKDAY QUICK GUIDE 
Create Budget Amendment 

A budget amendment is formerly known as a budget adjustment. Please refer to the helpful hints 

below to locate an account. Budgets are input with natural accounting format. Positive (debit) is an 

increase in budget expense or decrease in budget revenue. Negative (Credit) is decrease in 

budget expense or increase in budget revenue.   

 
 

1. Search “Create Budget Amendment” in 

the search bar.              

 

 

 

 

2. Select “Budget Structure”. Budget 

Structure defines the type of budget: 

 

• Award (Grant or Contract) 

• Designation Budget (Typically 

non-operating accounts) 

• Gift Budget (Gift Account) 

• Operating Child (Operating 

Account) 

• Operating Parent (Do not select 

as for Accounting use only) 

• Project (Capital Project Account) 

 

Then select Mercer University as the 

company. 

 

 

 

 

Select the appropriate fiscal year and 

budget template. “Operating Child 

Budget Template” for operating 

accounts.  For example, “FY 23 

Operating Child Budget Template”. If 

gift account, select “Gift Budget 

Template”.  If Designation or Project. 

For a Grant, select the budget name will 

be the Award number (AW-##-

######).  

                                                                           

 

 

 
 



 

Select Ledger/Account Summary. 

Ledger Account Summary is not as 

detailed as a “Spend Category” or 

“Revenue Category”. The Ledger is 

similar to the pool 53000 currently used. 

You can select more than one 

Ledger/Account depending on how 

many needed. For example, you can 

select “52000” and “54000” to move 

budget between those lines.  

 

If an operating account, 4xxxx will 

represent revenue and 5xxxx will 

represent expense. “52000” would be 

selected for an amendment to Other 

Supplies, Non-Capital, and Maintenance. 

“5300” Professional or Contracted 

Services. “54000” Travel. “55000” 

Equipment.  “50110” Salaries and 

Wages.  

 

 

 

 

 
 

 

If a Gift account, select Standard Parent: 

Revenue, Standard Parent: Expense OR 

both if adjusting budget for both. 

 

If a Grant account, select Standard 

Parent: Expense.  Grant accounts do not 

budget revenue.   

 

 

 
 

 

3. Next enter the Worktags which will be 

the account that is selected to amend 

the budget. Enter a Cost Center if you 

are using a departmental account 

(formerly began with a 2). If using gift, 

grant, project, or designation account, 

please enter that first in the respective 

field and the Cost Center and Worktags 

will automatically populate. Please 

enter only one. Also, please do not 

 



change any Worktags or it will create 

an error. Please see helpful hints below 

regarding how to locate an account.  

 

Then click “OK” 

                                                                       

 

 
 

 

4. Select Amendment date which should 

automatically populate. Please enter a 

description. Amendment Type will be 

“One Time Budget Amendment”.  Click 

“Balanced Amendment” for all 

operating accounts (Example Cost 

Center accounts).  For Grant accounts, 

check balanced amendment if moving 

funding between budget categories.  If 

new funding, then do not check 

balanced amendment. 

 

Then enter the amount to adjust by line 

item in “Amount Change” column. Do 

not enter Percent change.    

 

If need to add lines, please click “+” to 

add a line. When entering a line, 

populate the Budget Template (which 

should match the template chosen in the 

header reference Step 2), Ledger 

Account, Revenue or Spend Category, 

And Cost Center, Gift, Designation, 

Grant, OR Project.  Enter only one of 

these as the Worktags will automatically 

populate.  

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

5. Click “Submit”                

 

 

  



Helpful Hints regarding Accounts 
Please refer to the user guide for the 

FDM Extract. This can be used to enter 

the former account number in Vantage 

which will translate and provide the 

account number in Workday. Most Cost 

Center accounts were previously in 

Vantage as budgeted accounts that 

begin with a 2xxxxx. New grant account 

numbers will be provided by the GCO. 

New project account numbers 

(previously began with 7xxxxx) will be 

provided by Accounting. New Gift 

account numbers (previously began 

with 5xxxxx) will be provided by 

Accounting. A designation account is 

not a traditional departmental account 

and is established for a specific purpose 

such as research seed account, study 

abroad, or a specific program.  

 

 


