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CREATING A BUDGET FORECAST RECORD

PROJECT BUDGET FORECAST RECORDS
Project Budget Forecast records are used to document the anticipated cost of a project. Forecasts can be 
made periodically during the project as conditions and expectations change.

The Project Budget Forecast records are an estimated amount, which can be above or below the original 
estimated cost of the project. The forecast is based on analysis of factors that are involved in the project 
and is used to track changing projections. All forecasts use the same currency that is used for the project 
that the budget belongs to.

A Project Budget Forecast should be created on a quarterly basis to anticipate or prepare for the 
upcoming quarter.   You can also create a new Budget Forecast anytime a substantial change occurs on 
the project, such as supply chain changes or third-party contractor issues.  

You DO NOT have to set up a Forecast at the start of a project.  



CREATING A BUDGET FORECAST RECORD

 To begin, access the Facilities 
Connect Home Screen

 In order to review Project Financials as 
outlined in this job guide, the project 
must:

a. Be an existing project, already 
created in Facilities Connect.

b. Have its Project Category 
selected as Capitalized and 
include a capital chartstring.
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Locate your desired project, contained 
within the ‘My Projects’ Phase portlets 
(center of Facilities Connect Home 
Screen)

1) Click on the Project Name to open 
project details.

<<Upon clicking, the Capital Project 
Record will open as a new window 
displaying project details>>
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2) Click Revise to make changes to the 
Project Record
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CREATING A BASELINE BUDGET

To access and view project financial 
information, 

3) Select the Budget tab.
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CREATING A BASELINE BUDGET

Scroll down to the Project Budget 
section.  It provides a record of project 
budget updates; this includes the creation 
of the original project budget as well as 
budget changes and Baseline Budget.  
Each update includes the date entered.   

4) Click on the Add button.

5) Select Project Budget Forecast from 
the dropdown.

<<Upon clicking, Project Budget Forecast 
record will open in a new window>>
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To create a new Project Budget Forecast, 

6) In the General section, apply a Name 
to the new Budget Forecast

7) Next, click on Pull From Baseline to 
see chartstring items for this project.

<<Upon clicking line items will appear in the 
Items section.  This may take 30-60 
seconds to load.  >>
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To create a new Project Budget Forecast 
(cont.), 

8) Fill in the Anticipated Future 
Expenses for each Chartstring.

• This represents the amount that is 
left to spend based on the Baseline 
Budget. 

• Note: this column has been made to 
default to $0.00 for all Items when 
“Pull from Baseline” is used. 

9) Click the Create Draft button to create 
the Budget Forecast.
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Baseline 
budget - Current 

Commitment =
Anticipated 
Future 
Expenses 
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To enable the Project Budget Forecast:

10) Click the Issue button.

<<Upon clicking, the Baseline Budget 
record will close.>>
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ADJUSTING SCHEDULE DATES AS NEEDED

Once back on the Budget tab,  

11) Click on the Save button to update the 
record view.  

12) The Project Budget Forecast will also 
appear as Issued under the Project 
Budget section.  
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Unlike the Baseline Budget, multiple Budget 
Forecasts can exist on the Project Record at 
one time.  



CREATING A BASELINE BUDGET

Once all updates have been made to the 
Project Record, 

13) Click on Activate to bring the record 
back to the Active status and 
incorporate all changes. 

<<Upon clicking, the Project Record 
window will close.>>
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