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Making Budget Journal Entries 

When you become aware that something in your budget and/or your general 

ledger needs to be corrected, what you need is a journal entry. 

You may begin on the main budget menu or the General Ledger menu.  The 

Budget Journal Entry option provides a full range of options and flexibility.  You 

may perform multiple tasks or just a single one.  You may hit the budget and the 

G/L or just one or the other.    

 

 

 

Access Budget Journal Entries 

This is the budget journal entry screen:
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For example, let’s assume you have a situation where you need to do an adjusting 

journal entry because you used a portion of your booked prepaid expenses.   You 

would enter the budget account number to charge it to, the dollar amount (no 

decimal point) and a description.  Then, you would follow it with the G/L debit 

account code (in this case the budget expenditure account 60200) and G/L credit 

account code (in this case the miscellaneous prepaid expense account 19103).   

You may also enter a brief journal reference.  

 

 

The date is very important.  You 

may make entries into any valid 

date within the fiscal year. 

The EEID field is for entries related to payroll costs 

for a particular employee.  It is not mandatory, but 

it does affect the Employee Distribution History.  

You will receive a warning on the edit listing if you 

do not supply an EEID# when the JE includes 

objects in the 100 or 200 series, but it is not 

required and the entry will still post okay. 

This is an additional Budget Expenditure, 

so the G/L Debit is to the Budget 

Expenditure Control Account, 60200. 

The G/L credit is to Asset account 

for the prepaid expense, 19103. 
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The following is the rule for making journal entries to increase Budget 

Expenditures: 

 

 

The following is the rule for making journal entries to decrease Budget 

Expenditures: 

 

 

Revenues are similar:  A positive amount is still an increase, a negative amount is 

still a decrease, but the Debits and Credits are different.   

To increase budget expenditures: 

1. The budget account number must have an object 

2. The dollar amount is positive 

3. The G/L Debit is to 60200 

4. The G/L Credit will depend upon the reason for the entry 

To decrease budget expenditures: 

1. The budget account number must have an object 

2. The dollar amount is negative 

3. The G/L Debit will depend upon the reason for the entry 

4. The G/L Credit is to 60200 
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The difference is because Expenditures are Debit Balance Accounts, and 

Revenues are Credit Balance Accounts. 

The following is the rule for making journal entries to increase Budget Revenues: 

 

 

The following is the rule for making journal entries to decrease Budget Revenues: 

 

 

If you need assistance with this, please call OSAS.  They can help you figure it out. 

To increase budget revenues: 

1. The budget account number must have a ZERO object 

2. The dollar amount is positive 

3. The G/L Debit will depend upon the reason for the entry 

4. The G/L Credit is to 30200 
 

To decrease budget revenues: 

1. The budget account number must have a ZERO object 

2. The dollar amount is negative 

3. The G/L Debit is to 30200 

4. The G/L Credit will depend upon the reason for the entry 
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To make an entry that does not need to hit the budget, but rather is to correct 

the General Ledger: 

 

 

If the G/L accounts are in different funds, this will require two separate entries.  

Simply use a common cash account for the off-setting account. 

 

 

Enter the fund number and leave the rest of the budget account number blank. 

For a G/L only entry, the amount is always positive. 
 

This is the first entry, using 

cash account 10101 as the 

off-setting account. 

This is the second entry, with the 

same cash account as the off-setting 

account.  The two entries for account 

10101 will net to zero. 
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If your Non-General Journals are out of balance, you may use a journal entry to 

balance it. 

 

 

While journal entries are generally used for increasing or decreasing YTD spent, 

you can also use journal entries to change the Adopted figure for a Budget 

Account.  In OSAS, these are referred to as Appropriation Journal Entries.  The 

following is an example of such an entry: 

 

Please contact OSAS if you have questions at (541) 266-4041. 

Use a 1-sided entry to supply 

just what is missing. 

No General Ledger accounts 

are used.  The dollar amount 

may be positive or negative. 

Entering an ‘A’ in this field is what 

makes it an Appropriation journal 

Entry.  Such entries affect the 

Adopted figures only.  This 

provides a great audit trail! 

Use of this reference field is optional. 


