
MSI Budgeting



Open MSI Budget Planning Module



1) Enter MSI password

2) Click ‘OK’



Under Maintenance Menu, click on 
‘Budget Entry’



If you do not Tab you will pull up the entire chart of accounts which will take a long time!

Tab over the Object Field and enter the last 5 digits
Of the GL number that you want to budget for 



Please note:  2012 Budget line items are same as 2011.  Make sure you change or 
delete numbers for 2012

Press Tab

You will then see all revenue and expenses for that program.



Highlight the Revenue Line item in the top
Box.



2)Tab to Factor and enter a ‘1’

3)Tab to Fee and enter the Charge for that rate

4) Tab to Sess’ns and enter the number of sessions
(example: 4 five week sessions for this program)

5) Tab to Classes and enter the number of classes per session
(Ex 2 classes per 5 week session)

6) Tab to Enrollment and enter the expected 
amount of participant per each class

1)In the bottom box, enter the description 
for the first type of revenue 

ex: Resident Rate 1



Click Tab until this appears in the bottom box.

You may now begin entering any additional revenue rates



You may enter as many types as you would like and 
the total at the top will update after each line item added



When done entering Revenue click on the Payroll line



Enter description of first class of employee, tab to hourly rate, 
hours per day, days per week, #of hours per week, and # of employees



Add as many classes of payroll employees as needed



When done entering all payroll detail, 
highlight Contractual line item 



For a flat contractual fee 

2) Enter 1 for factor

3) Enter flat fee in fee box

4) Tab until this appears in the bottom box

1) Enter Description



For a contractual instructor paid a percentage

1) Enter Description

2)Tab to factor and enter the percentage 
they are paid

3) Tab to fee and enter the total revenue
Which their percentage is based off.

4) Tab until this appears in bottom box.



For a contractual employee paid an hourly rate 1) Enter Description of this employee

2) Tab to factor and enter the # of employees
required

3)Tab to fee and enter the hourly rate 

4)Tab to sessions and enter the number of sessions
The employee is needed

5)Tab to classes and enter the number 
of classes per session required

6)Tab until this appears in the bottom box



When done entering all contractual line items highlight
Materials and Supplies



1) Enter Description

2) Tab to factor, enter the number required 
For each class

3)Tab to fee and enter the unit price

4)Tab to Sess’ns and enter the number of session
This supply is needed for.

5)Tab to Classes and enter the number of
Classes per session

6)Tab to enrollment, enter # of participants if relevant

7)Tab until this appears in the bottom 
Box.



Enter as many lines of Materials and Supplies detail
As needed



1)Scroll to bottom of top screen

2)Take note of your net surplus/deficit and 
percentage of net surplus to total revenue



1) Check to make sure you have finished 
entering everything

for this program. 

2)Click printer icon

Have your supervisor review after you enter your first program



Click yes to print detail information



For any line item you wish to add additional text 
Detail. Click on the text balloon button

Entering Comments



1) Enter any additional comments for this line item

2)Click ‘OK’



When done entering all information for this program, click ok



To enter non program related revenues or expenses

1)Tab to class and the 2 digit class that refers to your department
(xx-xx-27-xx-xxxxx)

2)Tab until all information appears in the bottom box



1)Scroll until you see a non-program related item to enter

2)Highlight desired item



1)Enter description

2)Tab to Quantity, enter quantity

3) Tab to Unit $, enter unit price

4) Tab until all information appears in bottom box



When you are done entering, click ‘OK’



Click Exit



You must split your budget when you think you will get it



Click on the % logo at the top



Put the percentage in time you expect to use or receive



Make sure to use the full 100%



Under Reports Menu, click on Detailed Budget



1)Check box next to ‘Line Items
Within a Specified Class’ 

2)Enter class
(xx-xx-27-xx-xxxxx)

3)Click include line item descriptions

4)Click ‘OK’


