
Operating Budget 
Training 
Finance Department 



This Training Will Cover.. 

• Accessing Your Budget And Account 

• Running Budget Reports 

• Completing a Change A/P 

• How To Complete An Internal Budget Adjust/Transfer 

• Quick Tips 

 





HOW TO ACCESS AN 
ACCOUNT FROM THE 
G/L ORGANIZATION: 

From the New World home 
screen, click on Financial 

Management > Inquiries > 
General Ledger > G/L 

Organizations 













HOW TO RUN A 
BUDGET WORKSHEET: 

From the New World home 
screen, click on Financial 
Management > Reports > 
Annual Budget > Budget 

Worksheet 









HOW TO RUN A BUDGET 
PERFORMANCE 

REPORT: 

From the New World home 
screen, click on Financial 
Management > Reports > 

Budgetary > Budget 
Performance Report 









How To Complete An 
Internal Budget 

Adjustment/Transfer 

• Finance Authority 

• What is an Amended Budget 

• Explanation for Transfer 

• Department Manager Signature 



ACCOUNT NUMBERS 

• Some accounts are specially budgeted 
and are not eligible to be transferred out 
of.   



Quick Tips 

• Adding shortcuts 

• Account Inquiry 

• Vendor Inquiry 

• Sorting by Project Number 

 

 

 



Finance Contacts 

• Amber Shipman x 8786 – New World Permissions 

• Sara Cowell x 8785 – Internal Budget Transfers/Running Reports 

• Cristina Caguiat x 8792 – Change A/P 

• Leila Menor x 8776 – Project Account Numbers 



Any Questions? 
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