Department Entry
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NaviLine Login 16 Steps (2

STEP 1

Sign In

¢ CENTRAL JUARE NaviLine Login
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STEP 2

Click on Application Menu

My Favorites

TECHNOLOGIES

Favorites
Yz My Favorites My

« I .
I DAppIicaticm Menu » GM - Account balance inquiry

PR - Employee information El
GM - Vendor inquiry

Pl - Requisition entry

Pl - Requisition approval

PI - Receipts processing

Pl - Requisition inquiry

Pl - Purchase order inquiry

GM - Expenditures over budget
PR - Grade/step table

GM - Transaction Entry Menu

Group maintenance
Copy / reverse groups

Import GL transactions

STEP 3

Click on Fiscal Services

CENTRAL My Favorites

TECHNOLOGIES

F My Favorites
0 Application Menu

[ Human Resources
Community Service

@ Utilities

¥ System Administration

Pl - Purchase order inquiry
GM - Expenditures over budget
PR - Grade/step table

GM - Transaction Entry Menu

Group maintenance
Copy / reverse groups
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STEP 4
Click on Govt Mgmt & Budgetary Acct

Fiscal

Y7 My Favorites
[OFiscal Services

[B Accounts Receivable
$ Cash Receipts
@ Global Financials

B Govt Mgmt & Budgetary .. |

Payrol I/Personnel
@Purchasing/Inventory

[B Procurement Card Tracki...
[2Year End Processing

[8) Extended Reporting

[B User Menus

STEP 5

In the Budgeting Menu; Click on Budget/estimate entry

Inquiry Menu Transaction Entry Menu

Account balance inquiry Group maintenance
Eing Menu Vendor inquiry Copy / reverse groups
Project master Import GL transactions
Encumbrance master
Systemn control Budgetlng Menu
Vouchers/encumbrances - vendor —nnnn
Budget allocation inquiry Budget set-up maintenance
Fiscal year control Budget set-up inquiry

Bank code numbers Category maintenance
Group inquiry by year {Budget/estimate entry|
Payment inquiry Budget/estimate inquiry

Retainage inquiry Budget copy/merge/clear
- - Budget projection

Demand Reports Menu Biidger spreaci=heet
Worksheet maintenance

Selective general ledger Print worksheets
Preliminary general ledger Create next fiscal year accts
Trial balance - on demand Project budget maintenance
Statement of revenues

Revenue report

Statement of expenditures

Summary budget report

Analysis of chgs in fund bal

Balance sheet

Cash receipts & disbursements

Detail budget report

Object of expenditure report
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STEP 6

Click on Select next to the open level

When doing Revenues select the Sequence level with Revenue in the Description field; when
doing Expenses select the Sequence level with Expense in the Description field.

L opens | sequnaas | mwes | oeriwons | |

100 BUDGET FY25 ORIGINAL BUDCET
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STEP 7

Click on OK; or double click on the level.

> CENTRAL Select Budget Level

TECHNOLOGCIES

VOK ? —Jump To-

® Exit

2025 =

Refresh

Select

STEP 8

You will type in your Account number

CENTRAL Budget Level Account Selection

TECHNOLOGIES

OK C |
Budget Level FY25 ORIGINAL BUDGH
Exit

—Jump 1o
Cancel

counts With Budget Info...
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STEP 9

Then click the arrow to continue; or Enter

nt Selection

FY25 ORIGINAL BUDGET

opens [ comermis |

STEP 10

101-0000-311.11-00 | GENERA|

Click on Select next to the account you will have changes in.

s With Budget Info...

Created with

Account Number 5
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101-1000-411.03-3;
All accounts from this point

Delete
Select

oy

101-1000-411

&

101-1000-411.04-13

101-1000-411.04-1

101-1000-411.04-33

101-1000-411.04-4

101-1000-411.04-43
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STEP 11

Click on OK, or double click the account.

> CENTRAL Budget Level Account Selection

TECHNOLOGCIES

I ¥ OK i Budget Level FY25 ORIGINAL BUDGET

® Exit

s I —Jump To
ancel

Accounts With Budget Info...

eat
Print -

-]

STEP 12

Click on Miscellaneous Information Entry

» CENTRAL Budget Level Entry

TECHNOLOGIES

v OK
X Exit
€ Cancel

Budget Level
Account Number

Fund
Account Inquiry

Miscellaneous Information ... | Department

Monthly Entry Division

Projects
Basic

Activity

Element
Object

Actual
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STEP 13

You will make changes to the lines you need to reduce or increase.

# CENTRAL!

V¥ OK
x Exit
€ Cancel

Copy
Update

Created with

\"£ Budget Level Miscellaneous Information Entry

L}
Budget Level FY2S ORIGINAL BUDGET Account Number 2025 101 1000 411 03 30

PROFESSIONAL & TECHNICAL

Sequence Number/ Priority & Freeform Information

100 MGT FOR INDIRECT COST ALLOCATION STUDY
200 MUNISERVICES
300 PATTERSON DBA MEEDER
400 TOM GREEN COUNTY APPRAISAL DISTRICT
500 DEBTBOOK
600 ZACTAX
7,00 CLEARGOV
800
900
1000

noo

Total Budget A.. 1161992

R Eport | ©

Amount ¢

12500

1050

37500

1065462

15000

10000
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STEP 14

Click on Update once you have made the changes need to that account.

You must click UPDATE (F7) to save your changes!

Budget Level Miscellaneous Information Entry

e
Budget Level FY25 ORIGINAL BUDGET Account Number 2025 101 1000 411 03 30 Total Budget A... 1161992
® Exit
4 Cancel

2 ) [ o e iy
R
[ |

CLEARGOV

PROFESSIONAL & TECHNICAL
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STEP 15

No changes will be made to this screen, Click OK

Do not make changes on this screen, they must be made under Miscellaneous Information
Entry only.

#) CENTRALSOUARE Budget Level Entry

(vok T sudgetieve

*® Exit
4 Cancel

Account Inquiry
Miscellaneous Information ...
Monthly Entry

Projects

Created with

Account Number
Fund
Department
Division
Basic
Activity
Element
Object
Actual

2023

Actual

2024

YTD Actual
2025

Original Budget

Revised Budget

Budget/Estimate Amount

100 FY25 ORIGINAL BUDGET
101-1000-411.03-30

GENERAL

FINANCE

FINANCE

GENERAL GOVERNMENT
ADMINISTRATION
PROFESSIONAL & TECHNICAL

CONTRACT SERVICES

1,003,454.40

595,196.52
1161992.00

00
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STEP 16

Repeat steps 8 - 15 to make sure all the accounts you need to update are
complete based on the targets set for your department/division.

These are steps that apply to both Revenue and Expense entries.

‘" Budget Level Acco

v OK
% Exit
4 Cancel

(-]
Budget Level FY25 ORIGINAL BUDGET
-Jump To -

Accounts With Budget Info...
Multi Entry

.
Print
i  omes [ aeewemes [ owmes
— 101-1000-41.03-30 | PROFESSIONAL & TECHNICAL / CONTRACT SERVICES
_ 101-1000-41.03-32 | PROFESSIONAL & TECHNICAL / SOFTWARE MAINTENAN
I B o
R B v e T R

I O e e R
B T e T
s e omonoes |
B B e L T
s O T T
T s e oo |
s O g e
I B B e e

— 101-1000-411.05-42 PURCHASED SERVICES / LE¢ JOTICES
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Never miss a step again. Visit Tango.ai




