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INSTRUCTIONS FOR MUNIS BUDGET ENTRY  
 
Note: These steps only need to be completed if your next year budget request 

for any single line item is different from the original budget. 
 
1. Go to Departmental Functions, then “Next Year Budget Entry”.  Make sure 

you are in the Live Database which is labelled “CMCSS-Prod HUB.” 

 
 

 
2. You will open up to the “account find screen”.  You will find the desired 

projection number by clicking on the ellipsis (…) to the right of the 
projection number.  The first four digits are the new fiscal year followed by 
one of these digits: 1 for General Purpose, 3 for Child Nutrition, 4 for 
Transportation, and 5 for Extended School.  For example, for FY2023-24, 
General Purpose projection number would be 20241. 
 

3. Enter the projection that you are looking for.  Make sure you select the 
next year’s budget projection and not a current or previous year’s 
projection MAKE NO CHANGES TO THE BUDGET LEVEL AND 
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CALCULATION FIELDS. Then click the green check mark to go to the 
bottom part of the screen to enter accounts. 
 

 
 

4. In the account find criteria area, you can enter your org code under 
“Organization” and any other account information that you would like to 
pull up the accounts you want to review and update. Hit enter or green 
check mark.  
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5. You may update in two ways-Update on the front screen or go into each 
account info screen and update there.  

a. Select the update button on the main screen. 

 
  

Then key your updated amounts in the next year department amount 
column and click accept when you are done. 
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b. The other option is to select your account and then select the 
“account info” button (top row to the right).  

 
 
 
 
 
 
 
 
 
 

Then select the update button on this screen and enter the amount in the 
department field.   

 
 
 
 Note that this section provides you with historical 

budget amounts. 
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6.  To update additional accounts you may use the navigational buttons at 
the bottom of the screen to move to different accounts.  

 
 
7. If you are in the account info screen, when you have entered in all of your 

data and click accept, you can exit by clicking the back button to get to the 
main overview screen. 

 
 
8. From the main screen, if you want to change an org or object, click the 

search button to go back to the start (step #3). If you want to export the 
data to compare amounts, click the Excel button. 
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9. To exit the Next Year Budget Entry Screen, click the back button. 

 
 
 
 
 
 

 


