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Revising a Budget Manually 
 
Concept 
 
Use the Maintain Term Budgets component to manually create or maintain an existing term 
budget.  
 
It is important to note the difference between Standard and Non Standard budget categories. 
 
Standard budget categories are those that are assigned during the batch budget process. These are 
typically tuition and fees, room and board, books and supplies, travel, miscellaneous, and 
sometimes loan fees. Any categories set up to be included in the batch budget process will be 
automatically updated whenever budgets are run. 
 
Non Standard budget categories are available to assign to students but are not assigned 
automatically by the batch budget process. Examples of these categories might be computer 
expenses, dependent care costs, or additional tuition and fees expenses. 
 
Most Standard budget categories have a corresponding Non Standard category, usually called 
"Other" or "Additional." For example, if the Standard budget category is Travel, the Non 
Standard category might be Other Travel. A budget increase should typically be made by adding 
the correct Non Standard category. The reason is that any category included in the batch process 
will be updated and therefore possibly changed when budgets are run. Any Non Standard 
category will not be adjusted when budgets are run. 
 
For example, you initially budget a student $500 for books. The student appeals because he has 
unusually high book costs for one term. If you increase the existing Standard Books item to $700 
and the student is later run through the batch budget process, the budget amount will be reset back 
to the standard amount. Using the Non Standard "Other Books" item ($200 in our example) will 
avoid this problem. 
 
Budget reductions must be made to existing line items, since negative numbers can not be 
entered. If you make reductions, you may want to use the Budget Lock option in conjunction with 
the Budget Assign Flag process (see documentation on Budget Assign Flag). 
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Procedure 
 
 
 

Step Action 
1.   Navigate: Financial Aid > Budgets > Maintain Term Budgets. 

 
  

 

 
Step Action 

2.   Enter search criteria to identify the student, the Institution and the Aid Year. 
 
Click the Search button. 
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Step Action 

3.   The student in this example has budgets built for two terms, and the rows are in 
reverse order. To look at the first term, click the Show next row button. 
 
Make sure you are working with the correct term. 
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Step Action 

4.   You can look up additional data about the student using the links on this page. 
 
Click the FA Term link. 
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Step Action 

5.   Click the Return link. 
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Step Action 

6.   Click the Need Summary link. 
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Step Action 

7.   Click the Return link. 
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Step Action 

8.   Click the Student Detail link. 
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Step Action 

9.   Click the Return link. 
 

10.   To revise the budget for this term, you must add a new effective-dated row. 
 

  



Process Document 
Financial Aid: Revising a Budget Manually-092608  

  
 

Page 10 Last changed on: 10/28/2008 1:52 PM
 

      
 
 

 

 
Step Action 

11.   Click the Add a new row button. 
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Step Action 

12.   The budget items and amounts are copied from the prior row. You can now revise the 
amounts and/or add new items. 
 
To add a new budget item, click one of the Add a new row buttons on the right side 
of the item list. 
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Step Action 

13.   Look up the list of Budget Categories for this Institution. 
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Step Action 

14.   Select a Category. The categories set up for your Institution may be different from this 
example. 
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Step Action 

15.   Look up the Item Code for this Category. 
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Step Action 

16.   Click an entry in the Search Results list. 
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Step Action 

17.   The Amount field for the new row is populated based on the information entered in 
budget set up for this Category and Item Code. You can edit the field. 
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Step Action 

18.   Enter any other budget adjustments necessary. Click the Save button. 
 

  



Process Document 
Financial Aid: Revising a Budget Manually-092608  

  
 

Page 18 Last changed on: 10/28/2008 1:52 PM
 

      
 
 

 

 
Step Action 

19.   The Budget Lock checkbox can be selected to indicate that this student's budget has 
been modified. The Budget Lock selection can be used in conjunction with the Assign 
Budget Flag process (refer to the documentation), to prevent the budget from being 
recalculated when there is a change to the student's FA Term. 
 
Remember to Save. 
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Step Action 

20.   If you try to rebuild a budget online using the Create Student Budget component, 
and the Budget Lock checkbox was selected for a given term, you will see the 
message shown in the example above. 
 

21.   End of Procedure. 
 
  


