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1 Introduction to Using the Participant Guide 

PPMS provides capabilities to capture the project’s cost estimates using the Budget Management feature. 
The Participant Guide helps you get started with the process of creating and managing budget estimates for 
a project and forecast the cash flow requirement for the project budget. 

The options selected for use in this guide are for instructional purposes to showcase the entire lifecycle of 
a project’s cost estimates. Field selections, other than the ones used in this guide, could possibly lead to a 
varied project workflow and may not be covered in this guide. For additional information on the application, 
refer to the User Guide/PPMS Online Help available with the application. 
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2 Process Flow 

The following flow diagram illustrates the budget and forecast creation and approval process in PPMS: 

Optional 

Create Budget 
Estimate

Manage Budget 
Estimate Items

Forecast Item 
Costs

Approve 
Forecast

Revise Budget 
Estimate
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3 Budget Management 
The Budget Management module is a cost budgeting utility that enables you to create multiple budget 
estimates for a project to determine the best spending plan. The most appropriate budget estimate is then 
processed for approvals by the budget estimate stakeholders of the project. 

On approval of a budget estimate, the approved budget estimate cannot be updated. To revise the approved 
budget estimate, you can create a budget estimate revision form. The budget estimate revision form is then 
processed for approvals by relevant stakeholders. On approval of a budget estimate revision form, the 
revisions defined are appended to the original budget estimate. 

The current budget of a project is the sum of the originally approved budget estimate amount and the sum 
of amounts of all the approved budget estimate revisions. 

3.1 Budget Estimates 
A budget estimate is an estimation of the cost of project implementation. To estimate the cost of a project, 
the measurement system used for quantifying work items is first identified, and then items required for the 
project with an approximate cost of each item is identified and listed. The sum of costs of all estimate items 
is the budget estimate of the project. 

If the cost estimate for the project phase is received from the external system ExeVision, a budget estimate 
is automatically created in PPMS with Budget Estimate Type as Development Estimate and saved in the 
Draft workflow status. 

The high-level sequence of tasks to create a budget estimate is as follows: 

• Create a budget estimate 

• Add items to the budget estimate  
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3.1.1 Creating a Budget Estimate 

The Budget Estimates form enables you to create an itemized summary of estimated costs for a project.  

Prerequisite 

• A budget estimate in the Approved workflow stage does not exist. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the list page, double-click the required project. 

3. In the navigation pane, expand the project folder, expand the Budget Management folder, and then 
click Budget Estimates. 
The Budget Estimates list page is displayed. 

4. Click New. 
The Budget Estimate Details page is displayed. 

 
The following information is displayed:  

Field Name Description 

Budget Estimate ID 
An automatically generated alphanumeric code that uniquely identifies the 
budget estimate. 
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Field Name Description 

Project Code The project code for which the budget is being created. 

Project Name The project name for which the budget is being created. 

Created Date The date the budget estimate is created. 

Created By The name of the logged in user. 

Estimate Total in $ 
Once the estimate items are added to budget estimate, the Estimate Total in 
$ is calculated based on the unit price and quantity of estimate items. 

Inflated Estimate 
Total in $ 

Once the estimate items are added to budget estimate, the Inflated Estimate 
Total in $ is calculated based on the inflation rule applied to the budget items. 

5. In the Budget Estimate Details page, provide the required information in the fields, as described in the 
following table:  

Field Name Description 

Budget Estimate 
Name 

Enter a name for the budget estimate. 

Budget Estimate 
Type 

Select the budget estimate type based on the purpose of the budget for the 
project. 
Available options are budget estimate types defined in the Budget Estimate 
Type catalog of the Library. 

Measurement 
System 

Select the measurement system for estimate items. 

Available options are measurement systems defined in the Measurement 
Systems catalog of the Library. 
Note: If a budget template is selected for an estimate, the Measurement 
System is set as the predefined measurement system defined for the selected 
template. 

Description Enter a brief description of the budget estimate. 
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6. Optionally, in the ATTACHMENTS section, attach or link related documents. 
For additional information on attachments, refer to Attachments. 

7. Click Save. 
The Budget Estimates list page is displayed.  
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3.1.2 Managing Budget Estimate Items 

You can create budget items to calculate the development cost for a project phase. You can add work items 
to a budget estimate, associate an estimated price to each item, and attach relevant reference files and 
documents to each item. 

You can create containers to categorize estimate items: 
• Manage containers 

You can add items budget estimate: 
• Add items to a budget estimate 

You can also edit item details: 
• Quick edit of details of an item 

• Edit of item details 

You can reorder or move items: 
• Move an item to a different container 

 Managing Containers 

You can create containers within the existing project phase containers in a budget estimate to categorize 
estimate items.  

Note: You can create project phase containers only in the Project Phases module. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the list page, double-click the required project. 

3. In the navigation pane, expand the project folder, expand the Budget Management folder, and then 
click Budget Estimates. 
The Budget Estimates list page is displayed. 

4. Select the required budget estimate to create a container. 

5. Click Edit. 
The Budget Estimates Details page is displayed. 

6. Click the Budget Estimate Items tab. 
The Budget Estimate Items page is displayed. 
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7. Select the required phase container, click New, and then click New Container. 
The Container page is displayed. 

 
8. In the Name box, enter the name of the container. 

9. In the Description box, enter the description of the container. 

10. In the Notes box, enter the notes for the container. 

11. Optionally, in the Parent Container list, click the container in which the current container must be 
created. 

12. Click Save. 
The container is created. 

 Adding Items to a Budget Estimate 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the list page, double-click the required project. 

3. In the navigation pane, expand the project folder, expand the Budget Management folder, and then 
click Budget Estimates. 
The Budget Estimates list page is displayed. 

4. Select the required budget estimate to add estimate items.  

5. Click Edit. 
The Budget Estimates Details page is displayed. 

6. Click the Budget Estimate Items tab. 
The Budget Estimate Items page is displayed. 
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7. Select the required container, click New, and then click New. 
The New Budget Estimate Item page is displayed. 

 
8. Provide the required information in the fields, as described in the following table:  

Field Name Description 

Container 

If you have selected a container, the name of the selected container is 
displayed.  

To select a different container to categorize items, perform the following steps: 
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Field Name Description 

1. Click . 
The Select Container page is displayed. 

2. Click the required container. 

Pay Item No. Enter the item number. 

Description Enter the description of the item. 

Unit 

Select the unit of measure for the item. 

Available options are measurement units defined in the measurement system 
selected for the budget estimate. Measurement system of the budget estimate 
is defined in the Budget Estimate Details page. 

Funding Rule 
Select the funding rule for the item. 
Options available are approved funding rules defined for the project. 

Inflation Rule 

To consider inflation when estimating project budgets, you can apply an 
inflation rule or set an annual inflation rate to a budget item to determine latest 
budget values inclusive of inflation at any time. In PPMS, the Current Budget and 
the forecasts for budget items display values based on inflation applied to 
budget items. 

To apply an inflation rule to a budget item, perform the following steps:  

1. Click . 
The Select Inflation Rule dialog box is displayed. 
Available options are inflation rules defined in the Inflation Rule 
catalog of the library. 

2. Perform any of the following steps: 
 - To apply an inflation rule to the budget item, click the required 
inflation rule. 
 - To enter the inflation percentage, click Manual. 
 - To remove a previously applied inflation rule, click None. 

3. Click Select. 

Annual Inflation 
Rate (in %) 

- If the selected Inflation Rule option is Manual, enter the annual inflation rate 
in percentage. 
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Field Name Description 

- If an inflation rule is selected, the annual inflation rate as defined for the rule in 
the Inflation Rule catalog of the library is displayed. 

- If the selected Inflation Rule option is None, the annual inflation rate is 
displayed as 0.00. 

Effective from 

Select the date from when the inflation is effective on the price of the item. Based 
on the start date of the item the inflation rate is applied to the item; that is, if the 
start date of the item is on or after the Effective from date the inflation rate is 
applied to the price of the item. 

On creating an item, the start date of the item is considered as the start date of 
the project. However, you can schedule items using the Scheduling tool. 

Accounting Code Enter the accounting code assigned to the item. 

Quantity Enter the required quantity of the item. 

Unit Price in $ 

Enter the cost per unit. 

The Amount in $ box displays the total amount of the item calculated as the 
product of quantity of the item and unit price of the item. 

Fixed 
Contribution 

To consider a fixed fund contribution from a fund source when estimating project 
budgets, you can define a fixed contribution amount and fund source for a 
budget item. 

Select the check box to define the fixed contribution amount and fund source 
for the item. 
Note: If the Fixed Contribution check box is selected, then the Funding Rule will 
be unavailable for the item. 

Fixed Contribution 
Amount in $ 

If the Fixed Contribution check box is selected, enter the contribution amount 
from the fund source for the item. 

Contributor 
Name 

If the Fixed Contribution check box is selected, then to select a fund source for 
the fixed contribution amount, perform the following steps: 

1. Click . 
The Select a Fund Source dialog box is displayed. 
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Field Name Description 

Available options are approved project fund sources and the Fund 
Source Type is not State or Federal. 

2. Click the required fund source, and then click Select. 

Notes Enter any additional information relevant to the item. 

1. To add resources to the work item, in the RESOURCES section, perform either of the following steps: 

• To add resources from the library, perform the following steps: 

a. From the Select Resource Type drop-down list, select the required resource to be added 
to the work item. 

b. Click Add From Library. 
The Title(s) Picker dialog box is displayed. 
Available options are based on the resource type selected in the Select Resource Type 
drop-down list. 
Available options are resources defined in the corresponding catalog of the library for 
the selected resource type. For example, if you have selected Equipment from the 
Select Resource Type drop-down list, then the available options are from the 
Equipment catalog of the library. 

c. Select the required resources, and then click Select. 
The selected resources are added to the table. 
Resource information such as Title ID, Title, Resource Category, Resource Type, Units, 
Fixed Price in $, and Variable Price in $/Unit are displayed for the selected resources. 

d. Double-click the following columns in the table, and enter information as described in 
the following table:  

Column Name Description 

No. of Resources Enter the number of resources required. 

Quantity in Units Enter the number of units for each resource. 
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 The following information is displayed: 

Column Name Description 

Amount in $ 
The amount in $ is calculated as: 
Amount in $ = (No. of Resources) * (Fixed Price + (Variable 
Price * Quantity in Units)) 

• To add resources manually, perform the following steps: 

a. Click Add Manually. 
A row is added to the table. 

b. Double-click the following columns in the table, and enter information as described in 
the following table:  

Column Name Description 

Title Enter a title for the resource. 

Resource Category Select the resource category for the resource. 

Resource Type 

Select the resource type for the resource. 
Perform either of the following steps: 

• If the selected Resource Category is either Equipment 
or Material, then select NA in the Resource Type drop-
down list. 

• If the selected Resource Category is Resource Titles, 
then from the Resource Type drop-down list, select 
Internal, Contractor, or Consultant. 

Units 

Select the required unit of measure. 
Available units are all the units of measure defined in the 
Measurement Systems catalog of the library.  

If the selected Resource Category is Resource Titles, then 
from the Units drop-down list, select Hour, Day, Month, or 
Year. 

Fixed Price in $ Enter the fixed price for the resource. 
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Column Name Description 

Variable Price in 
$/Unit 

Enter the variable price for the resource. 

No. of Resources Enter the number of resources required. 

Quantity in Units Enter the number of units for each resource. 

The following information is displayed: 

Column Name Description 

Amount in $ 
The amount in $ is calculated as: 
Amount in $ = (No. of Resources) * (Fixed Price + (Variable 
Price * Quantity in Units) 

• The Total Item Estimate in $ value displays the sum of the Amount in $ of the item and the 
total of the Amount in $ column of the resources added to the work item. 

• If an update on the budget estimate is received from the external system ExeVision, then the 
corresponding task code is automatically displayed in the Event field. 

2. Optionally, in the ATTACHMENTS section, attach or link related files. 
For additional information on attachments, refer to Attachments. 

3. Click Save. 
Alternatively, click Save and Continue to add more items. 
The Estimate Total in $ field in the Budget Estimate Details page is calculated based on the estimate 
items added. 
The Inflated Estimate Total in $ field in the Budget Estimate Details page is calculated based on the 
inflation rule applied to the estimate items. 

 Associating Fund Rule 

You can associate a fund rule to multiple budget items. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the list page, double-click the required project. 
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3. In the navigation pane, expand the project folder, expand the Budget Management folder, and then 
click Budget Estimates. 
The Budget Estimates list page is displayed. 

4. Select the required budget estimate to edit details of estimate items.   

5. Click Edit. 
The Budget Estimates Details page is displayed. 

6. Click the Budget Estimate Items tab. 
The Budget Estimate Items page is displayed. 

7. Select the required items to associate a funding rule. 

8. Click Associate Fund, and then click the required funding rule. 

 
Options available are approved funding rules defined for the project. 

9. Click Save. 

 Associating Inflation Rules to Items 

To consider inflation when estimating project budgets, you can apply an inflation rule or set an annual 
inflation rate to a budget item so you can determine latest budget values inclusive of inflation at any time. 
In PPMS, the Current Budget and the forecasts for budget items display values based on inflation applied to 
budget items. 

Steps 

1. In the project navigation pane, expand Budget Management and click Budget Estimates. 
The Budget Estimates list page is displayed. 

2. In the Budget Estimates list page, select the budget estimate to apply inflation rules to work items.   

3. Click Edit. 
The Budget Estimates Details page is displayed. 

4. Click the Budget Estimate Items tab. 
The Budget Estimate Items page is displayed. 
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5. Select the required items or select the required containers to select all items in the selected 
containers.  

6. In the OTHERS group, click Associate Inflation Rule. 
The Apply Inflation Rule dialog box is displayed. 

 

7. Click . 
The Select Inflation Rule dialog box is displayed. 
For availability of options in the list, inflation rules must be defined in the Inflation Rule catalog of the 
library. 

8. Perform any of the following steps: 

• To apply an inflation rule to the budget item, click the required inflation rule. 

• To enter the inflation percentage, click Manual. 

• To remove a previously applied inflation rule, click None. 

9. Click Select. 
The Annual Inflation Rate in % box displays the annual inflation rate for the rule as defined in the 
Inflation Rule catalog of the library. 

10. If the selected Inflation Rule option is Manual, perform the following steps: 

a. In the Annual Inflation Rate in % box, enter the annual inflation rate in percentage. 

b. In the Effective from box, enter the date after which the inflation is effective on the price of 
the item. 
Based on the start date of the item the inflation rate is applied to the item; that is, if the start 
date of the item is on or after the Effective from date the inflation rate is applied to the price 
of the item. 
On creating an item, the start date of the item is considered as the start date of the project. 
However, you can schedule items using the Scheduling tool. 

11. Click Save. 
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 Editing Item Details 

You can edit item details such as quantity, unit price, containers, and so on in the following modes: 

• Inline Editing 

• Using the Edit menu option 

You can reorder items, or move them to other containers: 

• Moving an item to a different container 

Inline Editing 

Inline Editing enables you to modify and save item details by directly editing details in the list page. 
You can only edit the Item Description, Unit, Unit Price in $, and Quantity fields. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the list page, double-click the required project. 

3. In the navigation pane, expand the project folder, expand the Budget Management folder, and then 
click Budget Estimates. 
The Budget Estimates list page is displayed. 

4. Select the required budget estimate to edit details of estimate items.   

5. Click Edit. 
The Budget Estimates Details page is displayed. 

6. Click the Budget Estimate Items tab. 
The Budget Estimate Items page is displayed. 

7. Double-click the row of the item you want to edit. 
The editable cells are highlighted. 

 
8. Enter the required information. 

9. Click Save. 
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Using the Edit Option 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the list page, double-click the required project. 

3. In the navigation pane, expand the project folder, expand the Budget Management folder, and then 
click Budget Estimates. 
The Budget Estimates list page is displayed. 

4. Select the required budget estimate to edit details of estimate items.   

5. Click Edit. 
The Budget Estimates Details page is displayed. 

6. Click the Budget Estimate Items tab. 
The Budget Estimate Items page is displayed. 

7. Select the item you want to edit. 

8. Click Edit. 
The  Edit Budget Estimate Item page is displayed. 
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9. Enter the required information. 

10. Click Save. 

Reordering Items and Containers 

You can move items from one container to another or move an entire container with the items in it to a 
different hierarchical level or a different container. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the list page, double-click the required project. 

3. In the navigation pane, expand the project folder, expand the Budget Management folder, and then 
click Budget Estimates. 
The Budget Estimates list page is displayed. 

4. Select the required budget estimate to edit details of estimate items.   

5. Click Edit. 
The Budget Estimates Details page is displayed. 

6. Click the Budget Estimate Items tab. 
The Budget Estimate Items page is displayed. 

7. In the ITEM DETAILS group, click Reorder. 
The Reorder Structure page is displayed. 

 
8. Click Expand All to view all the items in the various containers. 

9. Drag and drop the required item to the required container. 

10. Click Save. 

11. Click Back. 
The Budget Estimate Items page is displayed.  
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3.2 Forecasts and Scheduling 

Forecasts for a project enable you to forecast project costs along with the timeframe of the project. You can 
forecast budgets and manage how the expenses for the project spans out across the duration of the 
project. Forecast distribution considers the calendar selected for the project. 

You can use the forecast engine to generate a budget forecast by dividing the total budget starting from the 
date of forecast to the end of project duration. Budget estimate forecast distribution is based on the Budget 
Management Settings. 

You can schedule all forecasted items in the Gantt view of the forecasts. 

With the Forecasts module, you can perform the following tasks: 

• Forecast item costs within the duration of the item usage 

• Schedule item usage 

• Obtain business decisions from various stakeholders 

3.2.1 Forecasting Item Costs 

You can create a forecast in any of the following methods: 

• Auto-generating a forecast 

• Manually creating a forecast 

• Copying a forecast 

You can schedule items and then forecast item costs in the duration of the item. Prior to scheduling items, 
the duration of budget estimate items is considered as the duration of the project. 

You can also generate and view a detailed forecast report that is also provided with a graphical illustration 
of the forecast values. 

 Generating a Forecast Automatically for Budget Estimate Items 

You can get the application to generate a forecast by linearly distributing item costs over the scheduled 
duration of the item. The default scheduled duration of any item is the duration of the project. That is, the 
start date and end date of the project is considered as the start date and end date of all items. 

Note: The first forecast is automatically generated. 

Note: If an inflation rule is applied to an item, the inflation rate is considered for the forecast of the item 
based on the effective date of the applied inflation rule. The Amount in $ value for the item inclusive of 
inflation is calculated as: 

Ai= ((1 + [r] / 100) ^ (n/365)) * [A]  

Where:  

• Ai - Inflated Amount 

• r - Annual Inflation Rate (in %) 
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• n - Number of days between Effective from date and Start Date of the item if inflation is applicable 

• A - Amount in $ (That is, Quantity x Unit Price in $) 

• Start Date - The start date of the item, that is, for a new project, the project start date is considered. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. Double-click the required project. 

3. In the navigation pane, expand the project folder, expand the Budget Management folder, and then 
click Budget Estimates. 
The Budget Estimates list page is displayed. 

4. Select the required budget estimate, and then click Forecast. 
The Forecast List page is displayed. 
A forecast for the selected budget estimate is generated automatically. 

 Manually Creating a Forecast for Budget Estimate Items 

Note: If an inflation rule is applied to an item, the inflation rate is considered for the forecast of the item 
based on the effective date of the applied inflation rule. The Amount in $ value for the item inclusive of 
inflation is calculated as: 

Ai= ((1 + [r] / 100) ^ (n/365)) * [A]  

Where:  

• Ai - Inflated Amount 

• r - Annual Inflation Rate (in %) 

• n - Number of days between Effective from date and Start Date of the item if inflation is applicable 

• A - Amount in $ (That is, Quantity x Unit Price in $) 

• Start Date - The start date of the item, that is, for a new project, the project start date is considered. 

Prerequisite 

• A forecast is automatically generated. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. Double-click the required project. 

3. In the navigation pane, expand the project folder, expand Budget Management, and then click 
Budget Estimates. 
The Budget Estimates list page is displayed. 

4. Select the required budget estimate, and then click Forecast. 
The Forecast List page is displayed. 
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5. Click New, and then click New. 
The New Forecast page is displayed. 

 
6. In the Description box, enter a brief description of the forecast. 

7. In the Notes box, enter any notes for the forecast. 
The Start Date and the End Date display the project start date and the project end date. 

8. Optionally, in the ATTACHMENTS section, attach or link related documents. 
For information on file attachments, refer to Attachments. 

9. Click Save. 
The Forecast List page is displayed. 

10. To enter forecast details for the project period, perform the following steps:  

a. Select the required forecast, and then click Edit. 
The Edit Forecast page is displayed. 

b. Click Item Details. 
The Item Details page is displayed. 
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Forecast values of items are linearly distributed over the project period. 

c. Expand the required container and double-click an item to modify forecast values. 
The editable columns are highlighted. 

d. Enter the required forecasted amount in each of the columns. 

e. Click Save. 
Note: Ensure the Remaining Amount column for each item displays zero after cost 
distribution. This ensures that the entire budget has been used for the item in the project 
duration. 

 Creating a Forecast by Copying a Forecast 

You can create a forecast by copying a forecast. 

Note: If an inflation rule is applied to an item, the inflation rate is considered for the forecast of the item 
based on the effective date of the applied inflation rule. The Amount in $ value for the item inclusive of 
inflation is calculated as: 

Ai= ((1 + [r] / 100) ^ (n/365)) * [A]  

Where:  

• Ai - Inflated Amount 

• r - Annual Inflation Rate (in %) 

• n - Number of days between Effective from date and Start Date of the item if inflation is applicable 

• A - Amount in $ (That is, Quantity x Unit Price in $) 

• Start Date - The start date of the item, that is, for a new project, the project start date is considered. 

Prerequisite 

• A forecast is automatically generated. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. Double-click the required project. 
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3. In the navigation pane, expand the project folder, expand Budget Management, and then click 
Budget Estimates. 
The Budget Estimates list page is displayed. 

4. Select the required budget estimate, and then click Forecast. 
The Forecast List page is displayed. 

5. Click New, and then click Copy from Existing. 
The Copy Forecast page is displayed. 

 
6. From the Select Forecast drop-down list, select the required forecast to be copied. 

7. In the Description box, enter a brief description of the forecast. 

8. In the Notes box, enter any notes for the forecast. 
The Start Date and the End Date display the project start date and the project end date. 

9. Optionally, in the ATTACHMENTS section, attach or link related documents. 
For information on file attachments, refer to Attachments. 

10. Click Save. 
The Forecast List page is displayed. 
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11. To enter forecast details for the project period, perform the following steps: 

a. Select the required forecast, and then click Edit. 
The Edit Forecast page is displayed. 

b. Click Item Details. 
The Item Details page is displayed. 
Forecast values of items are linearly distributed over the project period. 

c. Expand the required container and double-click an item to modify forecast values. 
The editable columns are highlighted. 

d. Enter the required forecasted amount in each of the columns. 

e. Click Save. 
Note: Ensure the Remaining Amount column for each item displays zero after cost 
distribution. This ensures that the entire budget has been used for the item in the project 
duration. 

3.2.2 Scheduling - Gantt View 

The implementation schedule of a project can be illustrated as a Gantt chart. The Gantt chart displays 
graphically the start dates and end dates of utilization of cost of items, the container schedule of the items 
in the container, and the overall project and contract schedule. You can export and import forecast values 
to generate the Gantt view of the contract. 

The standard features available in the Gantt table include: 

• Specify Start Date and Time, and End Date of utilization of cost of items. 
The duration of the task is calculated based on the Start Date and End Date defined for the item. 

• Specify the progress of a task in the Progress % column. 

• Link tasks with the Predecessors column. In the column list the task ID numbers for the predecessor 
tasks on which the task depends before it can be started or finished. Each predecessor task is 
represented by its task ID number, optionally followed by a dependency type. The dependency types 
for predecessors are FS (finish-to-start), FF (finish-to-finish), SS (start-to-start), and SF (start-to-
finish). The dependency types are illustrated in Interactive dependency line connection in the Gantt 
chart. 

The standard features illustrated in the Gantt chart include: 

• Convert milestones to tasks, and tasks to milestones: 
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• Move the bar to schedule items, and drag bar to extend task duration 

 
• Edit the item schedule in the Gantt table 

 
• Interactive dependency line connection in the Gantt chart 

 
• Edit item progress 

 
• Drag to zoom in/out 
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Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. Double-click the required project. 

3. To access a forecast of a budget estimate, perform the following steps:  

1. In the navigation pane, expand the project folder, expand Budget Management, and then click 
Budget Estimates. 
The Budget Estimates list page is displayed. 

2. Select the required budget estimate, and then click Forecast. 
The Forecast List page is displayed. 

4. Select the required forecast, and then click Edit. 
The Edit Forecast page is displayed. 

5. Click Scheduling - Gantt View. 
The Gantt View page is displayed. 

 
6. Update the Gantt chart, and then click Save and Forecast to save your changes. 

Based on the latest version of Project Calendar defined for the project for budget items scheduling, non-
working days are not available for selection in Start Date and End Date columns. Also, the Duration is 
calculated based on the latest version of the project calendar defined. 

Note:  

If an inflation rule is applied to an item, the Amount in $ column is highlighted and displays the inflated 
amount of the item based on the effective date of the applied inflation rule. The Amount in $ value is 
calculated as:  

Ai= ((1 + [r] / 100) ^ (n/365)) * [A]  

Where: 

• Ai - Inflated Amount 

• r - Annual Inflation Rate (in %) 

• n - Number of days between Effective from date and Start Date of the item if inflation is applicable 

• A - Amount in $ (That is, Quantity x Unit Price in $) 
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• Start Date - The start date of the item 

3.2.3 Approving a Forecast for Budget Estimate 

The Budget Estimate workflow is driven by the Budget Forecast workflow. 

 Forecast Workflow Stages - Budget Estimate 

Steps 

1. To transit a Budget Estimates record through the defined workflow, perform the following steps: 

a. In the module menu, click Projects. 
The Project List page is displayed. 

b. Double-click the required project. 

c. In the navigation pane, expand the project folder, expand the Budget Management folder, and 
then click Budget Estimates. 
The Budget Estimates list page is displayed. 

d. Select the required budget estimate and click Forecast. 
The Forecast List page is displayed. 

e. In the Forecast List page, click the appropriate forecast that is in the Draft workflow stage, and 
then click Select Actions. 

f. Click Approve, and then in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Approved. 

The following table provides the workflow stages (current and subsequent stage) of the Budget Estimates 
record. 

Phase 
Current 
Workflow 
Status 

Stakeholders Action  
Subsequent 
Workflow Status 

Comments 

1 Draft 
• Project 

Manager 

• Scheduler 

Approve Approved 

The workflow status of 
the associated budget 
estimate is 
automatically set to 
Approved workflow 
status. 
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 Forecast Workflow Stages – Planned Project’s Budget Estimate 

1. To transit a Budget Estimates record of a planned project through the defined workflow, perform the 
following steps: 

a. In the module menu, click Planning. 
The Planning Dashboard is displayed. 

b. In the navigation pane, click Planned Projects. 
The Planned Projects List page is displayed. 

c. In the list page, double-click the required project. 

d. In the navigation pane, expand the project folder, expand the Budget Management folder, and 
then click Budget Estimates. 
The Budget Estimates list page is displayed. 

e. Select the required budget estimate and click Forecast. 
The Forecast List page is displayed. 

f. In the Forecast List page, click the appropriate forecast that is in the Draft workflow stage, and 
then click Select Actions. 

g. Click Complete, and then in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Completed. 

h. In the Forecast List page, click the appropriate forecast that is in the Completed workflow stage, 
and then click Select Actions. 

i. Click Publish, and then in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Published. 

Note: Once the Program associated to the project is approved, then the workflow status of the 
Budget Estimates record is automatically set to Approved. 

The following table provides the workflow stages (current and subsequent stage) of the Budget Estimates 
record. 

Phase 
Current 
Workflow 
Status 

Stakeholders Action  
Subsequent 
Workflow Status 

Comments 

1 Draft 

• Project 
Manager 

• Lead 
Designer 

• Scheduler 

Complete Completed - 
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Phase 
Current 
Workflow 
Status 

Stakeholders Action  
Subsequent 
Workflow Status 

Comments 

2 Completed 
• Project 

Manager 

• Scheduler 

Publish  Published 

The workflow status of 
the associated budget 
estimate is set 
to Published. 

Return to 
Draft 

Draft - 

3 Published • Programmer 

Approve - 

You cannot perform 
this workflow action as 
approval of a forecast 
is driven by the 
approval of the 
Program associated to 
the project. 

Un-Publish Un-Published 

In the Un-Published 
workflow status, you 
can update the budget 
estimate. 

4 Un-Published 
• Project 

Manager 

• Scheduler 

Re-
Published 

Published - 
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3.3 Budget Estimate Revision 

Once a budget estimate is approved, you cannot modify any details of the approved budget estimate. To 
amend an approved budget estimate, to add or delete estimate items, or to modify details of existing 
estimate items of an approved budget estimate, you can initiate a budget estimate revision process using 
the Budget Estimate Revision form. 

You can perform the following tasks: 

• Revise details of an approved budget estimate 

• Add items to revise an approved budget estimate 

• Remove items from an approved budget estimate 

• Modify details of estimate items of an approved budget estimate 

• Manage containers 

• Obtain business decisions from various stakeholders 

3.3.1 Revising an Approved Budget Estimate 

Prerequisite 

• Approved budget estimate is available for the project. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the list page, double-click the required project. 

3. In the navigation pane, expand the project folder, expand the Budget Management folder, and then 
click Budget Estimate Revision. 
The Budget Estimate Revision list page is displayed. 
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4. Click New. 
The Budget Estimate Revision Details page is displayed. 

 
The following information is displayed:  

Field Name Description 

Budget Estimate Rev ID 
An automatically generated alphanumeric code that uniquely 
identifies the budget estimate revision. 

Budget Estimate ID 
The code of the approved budget estimate for which the revision is 
being created. 

Budget Estimate Name 
The name of the approved budget estimate for which the revision is 
being created. 

Project Code The project code for which the budget revision is being created. 

Project Name The project name for which the budget revision is being created. 

Budget Estimate Type 
The budget estimate type of the approved budget estimate for which 
the revision is being created is displayed. 
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Field Name Description 

Measurement System 
The measurement system used in the approved budget estimate for 
standard items is displayed. 

Revision Total in $ 
It is calculated based on the unit price and quantity of estimate items 
modified, added to, or removed from the budget revision. 

Inflated Estimate Total in $ It is calculated based on the inflation rule applied to the budget items. 

5. Provide the required information in the fields, as described in the following table:  

Field Name Description 

Budget Estimate Rev Name Enter a name for the revised budget estimate. 

Description Enter a brief description of the budget estimate revision. 

6. Optionally, in the ATTACHMENTS section, attach or link related files. 
For additional information on attachments, refer to Attachments. 

7. Click Save. 
The Budget Estimate Revision list page is displayed. 
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3.3.2 Managing Containers 

You can create containers within the existing project phase containers in a budget estimate to categorize 
estimate items.  

Note: You can create project phase containers only in the Project Phases module.   

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the list page, double-click the required project. 

3. In the navigation pane, expand the project folder, expand the Budget Management folder, and then 
click Budget Estimate Revision. 
The Budget Estimate Revision list page is displayed. 

4. Select the required budget estimate revision record, and then click Edit. 
The Budget Estimate Revision Details page is displayed. 

5. Click the Budget Estimate Revision Items tab. 
The Budget Estimate Revision Items page is displayed. 

6. Select the required phase container, click New, and then click New Container. 
The Container page is displayed. 

 
7. In the Name box, enter the name of the container. 

8. In the Description box, enter the description of the container. 

9. In the Notes box, enter the notes for the container. 

10. Optionally, in the Parent Container list, click the container in which the current container must be 
created. 

11. Click Save. 
The container is created. 
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3.3.3 Adding Items to a Budget Estimate Revision 

Using the Budget Estimate Revision form, you can add items to a budget estimate revision to amend the 
approved budget estimate of the project. On approval of a budget estimate revision to add items, the new 
items are added to the budget estimate of the project. To increase the quantity of an item, refer 
to Modifying Item Quantity in an Approved Budget Estimate. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the list page, double-click the required project. 

3. In the navigation pane, expand the project folder, expand the Budget Management folder, and then 
click Budget Estimate Revision. 
The Budget Estimate Revision list page is displayed. 

4. Select the required budget estimate revision record, and then click Edit. 
The Budget Estimate Revision Details page is displayed. 

5. Click the Budget Estimate Revision Items tab. 
The Budget Estimate Revision Items page is displayed. 
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6. Select the required container, click New, and then click Add Item. 
The New Budget Estimate Revision Item page is displayed. 

 
7. Provide the required information in the fields, as described in the following table:  

Field Name Description 

Container 

If you have selected a container, the name of the selected container is displayed. 

To select a container to categorize items, perform the following steps: 

1. Click . 

2. Click the required container. 

Pay Item No. Enter the item number. 
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Field Name Description 

Description Enter the description of the item. 

Unit 

Select the unit of measure for the item. 

Available options are measurement units defined in the measurement system 
selected in the associated approved budget estimate. Measurement system for 
the budget estimate is defined in the Budget Estimate Details page. 

Funding Rule 
Select the funding rule for the item. 
Options available are approved funding rules defined for the project. 

Inflation Rule 

To consider inflation when estimating project budgets, you can apply an 
inflation rule or set an annual inflation rate to a budget item to determine latest 
budget values inclusive of inflation at any time. In PPMS, the Current Budget 
and the forecasts for budget items display values based on inflation applied to 
budget items.  

To apply an inflation rule to a budget item, perform the following steps:  

1. Click . 
The Select Inflation Rule dialog box is displayed. 
Available options are inflation rules defined in the Inflation Rule catalog 
of the library. 

2. Perform any of the following steps: 
 - To apply an inflation rule to the budget item, click the required 
inflation rule. 
 - To enter the inflation percentage, click Manual. 
 - To remove a previously applied inflation rule, click None. 

3. Click Select. 

Annual Inflation 
Rate (in %) 

- If the selected Inflation Rule option is Manual, enter the annual inflation rate 
in percentage. 

- If an inflation rule is selected, the annual inflation rate as defined for the rule 
in the Inflation Rule catalog of the library is displayed. 

- If the selected Inflation Rule option is None, the annual inflation rate is 
displayed as 0.00. 
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Field Name Description 

Effective from 

Select the date from when the inflation is effective on the price of the item. 
Based on the start date of the item the inflation rate is applied to the item; that 
is, if the start date of the item is on or after the Effective from date the inflation 
rate is applied to the price of the item. 

On creating an item, the start date of the item is considered as the start date of 
the project. However, you can schedule items using the Scheduling tool. 

Accounting Code Enter the accounting code assigned to the item. 

Quantity Enter the required quantity of the item. 

Unit Price in $ 

Enter the cost per unit. 

The Amount in $ box displays the total amount of the item calculated as the 
product of quantity of the item and unit price of the item. 

Fixed 
Contribution 

To consider a fixed fund contribution from a fund source when estimating 
project budgets, you can define a fixed contribution amount and fund source for 
a budget item. 

Select the check box to define the fixed contribution amount and fund source 
for the item. 
Note: If the Fixed Contribution check box is selected, then the Funding Rule will 
be unavailable for the item. 

Fixed 
Contribution 
Amount in $ 

If the Fixed Contribution check box is selected, enter the contribution amount 
from the fund source for the item. 

Contributor Name 

If the Fixed Contribution check box is selected, then to select a fund source for 
the fixed contribution amount, perform the following steps: 

1. Click . 
The Select a Fund Source dialog box is displayed. 
Available options are approved project fund sources and the Fund 
Source Type is not State or Federal. 

2. Click the required fund source, and then click Select. 
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Field Name Description 

Notes Enter any additional information relevant to the item. 

8. To add resources to the work item, in the RESOURCES section, perform either of the following steps: 

• To add resources from the library, perform the following steps: 

a. From the Select Resource Type drop-down list, select the required resource to be 
added to the work item. 

b. Click Add From Library. 
The Title(s) Picker dialog box is displayed. 
Available options are based on the resource type selected in the Select Resource Type 
drop-down list. 
Available options are resources defined in the corresponding catalog of the library for 
the selected resource type. For example, if you have selected Equipment from the 
Select Resource Type drop-down list, then the available options are from the 
Equipment catalog of the library. 

c. Select the required resources, and then click Select. 
The selected resources are added to the table. 
Resource information such as Title ID, Title, Resource Category, Resource Type, Units, 
Fixed Price in $, and Variable Price in $/Unit are displayed for the selected resources. 

d. Double-click the following columns in the table, and enter information as described in 
the following table:  

Column Name Description 

No. of Resources Enter the number of resources required. 

Quantity in Units Enter the number of units for each resource. 

The following information is displayed: 

Column Name Description 

Amount in $ 

The amount in $ is calculated as: 

Amount in $ = (No. of Resources) * (Fixed Price + (Variable Price * 
Quantity in Units)) 
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• To add resources manually, perform the following steps: 

a. Click Add Manually. 
A row is added to the table. 

b. Double-click the following columns in the table, and enter information as described in 
the following table:  

Column Name Description 

Title Enter a title for the resource. 

Resource 
Category 

Select the resource category for the resource. 

Resource Type 

Select the resource type for the resource. 

Perform either of the following steps: 

• If the selected Resource Category is either Equipment or 
Material, then select NA in the Resource Type drop-down 
list. 

• If the selected Resource Category is Resource Titles, then 
from the Resource Type drop-down list, select Internal, 
Contractor, or Consultant. 

Units 

Select the required unit of measure. 

Available units are all the units of measure defined in the 
Measurement Systems catalog of the library. 

If the selected Resource Category is Resource Titles, then 
from the Units drop-down list, select Hour, Day, Month, or Year. 

Fixed Price in $ Enter the fixed price for the resource. 

Variable Price 
in $/Unit 

Enter the variable price for the resource. 

No. of 
Resources 

Enter the number of resources required. 
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Column Name Description 

Quantity in 
Units 

Enter the number of units for each resource. 

The following information is displayed: 

Column Name Description 

Amount in $ 

The amount in $ is calculated as: 

Amount in $ = (No. of Resources) * (Fixed Price + (Variable Price * 
Quantity in Units) 

• The Total Item Estimate in $ value displays the sum of the Amount in $ of the item and the total 
of the Amount in $ column of the resources added to the work item. 

• If an update on the budget estimate is received from the external system ExeVision, the 
corresponding task code is automatically displayed in the Event field. 

9. Optionally, in the ATTACHMENTS section, attach or link related files. 
For additional information on attachments, refer to Attachments. 

10. Click Save. 
Alternatively, click Save and Continue to add more items. 
The Estimate Total in $ field in the Budget Estimate Revision Details page is calculated based on 
the estimate items added, deleted, or modified in the current estimate revision. 
The Inflated Estimate Total in $ field in the Budget Estimate Revision Details page is calculated 
based on the inflation rule applied to the estimate items. 

3.3.4 Removing Items from an Approved Budget Estimate 

Using the Budget Estimate Revision form, you can delete items from the approved budget estimate of 
a project. On approval of a budget estimate revision to delete an item, the entire quantity of the item is 
deleted from the budget estimate of the project. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the list page, double-click the required project. 

3. In the navigation pane, expand the project folder, expand Budget Management, and then click 
Budget Estimate Revision. 
The Budget Estimate Revision list page is displayed. 
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4. Select the required budget estimate revision record, and then click Edit. 
The Budget Estimate Revision Details page is displayed. 

5. Click the Budget Estimate Revision Items tab. 
The Budget Estimate Revision Items page is displayed. 

6. Click New, and then click Delete Existing Item. 
The Delete Existing Item page is displayed.  

 
7. Provide the required information in the fields, as described in the following table:  

Field Name Description 

Container 
To select the container of the item to be deleted, perform the following steps: 

1. Click . 
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Field Name Description 

2. Click the required container. 

Pay Item No. 

To select the item to be deleted, perform the following steps: 

1. Click . 
The list of all items in the approved budget estimate is displayed. 

2. Click the required item, and then click Select. 
If the selected item is not from the selected container, then based on 
the container of the item selected, the Container is updated 
accordingly. 

2. Optionally, in the ATTACHMENTS section, attach or link related files. 
For additional information on attachments, refer to Attachments. 

3. Click Delete to delete the selected item. 
The Budget Estimate Revision Items page is displayed. 
The Total Amount in $ and Inflated Total Amount in $ display the sum of all the estimate items 
added, deleted, or modified in the current estimate revision. 

3.3.5 Modifying Item Details 

Using the Budget Estimate Revision form, you can modify the details of the estimate items of an approved 
budget estimate to amend the budget estimate of the project. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the list page, double-click the required project. 

3. In the navigation pane, expand the project folder, expand the Budget Management folder, and then 
click Budget Estimate Revision. 
The Budget Estimate Revision list page is displayed. 

4. Select the required budget estimate revision record, and then click Edit. 
The Budget Estimate Revision Details page is displayed. 

5. Click the Budget Estimate Revision Items tab. 
The Budget Estimate Revision Items page is displayed. 
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6. Click New, and then click Modify Existing Item. 
The Modify Existing Item page is displayed. 

 
7. Provide the required information in the fields, as described in the following table:  

Field Name Description 

Container 

To select the container to modify the details of an item in the container, 
perform the following steps: 

1. Click . 
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Field Name Description 

2. Click the required container. 

Pay Item No. 

To select the item to modify its details, perform the following steps: 

1. Click . 
The list of all items is displayed. 

2. Click the required item, and then click Select. 
If the selected item is not from the selected container, then based on 
the container of the item selected, the Container is also updated 
accordingly. 
The Description, Unit, Annual Inflation Rate (in %), Effective 
from, Accounting Code, Event, Last Approved Amount in $, and Unit 
Price in $ of the selected item is displayed. 

Funding Rule 
Select the funding rule for the item. 
Options available are approved funding rules defined for the project. 

Inflation Rule 

To apply an inflation rule to a budget item, perform the following steps: 

1. Click . 
The Select Inflation Rule dialog box is displayed. 
Available options are inflation rules defined in the Inflation Rule catalog 
of the library. 

2. Perform any of the following steps: 
 - To apply an inflation rule to the budget item, click the required 
inflation rule. 
 - To enter the inflation percentage, click Manual. 
 - To remove a previously applied inflation rule, click None. 

3. Click Select. 

Annual Inflation 
Rate (in %) 

- If the selected Inflation Rule option is Manual, enter the annual inflation rate 
in percentage. 

- If an inflation rule is selected, the annual inflation rate as defined for the rule 
in the Inflation Rule catalog of the library is displayed. 

- If the selected Inflation Rule option is None, the annual inflation rate is 
displayed as 0.00. 
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Field Name Description 

Effective from 

Select the date from when the inflation is effective on the price of the item. 
Based on the start date of the item the inflation rate is applied to the item; 
that is, if the start date of the item is on or after the Effective from date the 
inflation rate is applied to the price of the item. 

On creating an item, the start date of the item is considered as the start date of 
the project. However, you can schedule items using the Scheduling tool. 

Accounting 
Code 

Enter the accounting code assigned to the item. 

Change in 
Quantity 

To increase the quantity of the selected item, enter the quantity of the item 
that is additionally required. 

To decrease the quantity of the selected item, press the Minus Sign (-), and 
then enter the quantity to be decreased from the original approved quantity of 
the item in the budget estimate. 

Notes Enter any notes for the change in quantity of the item.  

8. To add resources to the selected work item, in the RESOURCES section, perform either of the 
following steps: 

• To add resources from the library, perform the following steps: 

a. From the Select Resource Type drop-down list, select the required resource to be 
added to the work item. 

b. Click Add From Library. 
The Title(s) Picker dialog box is displayed. 
Available options are based on the resource type selected in the Select Resource Type 
drop-down list. 
Available options are resources defined in the corresponding catalog of the library for 
the selected resource type. For example, if you have selected Equipment from the 
Select Resource Type drop-down list, then the available options are from the 
Equipment catalog of the library. 

c. Select the required resources, and then click Select. 
The selected resources are added to the table. 
Resource information such as Title ID, Title, Resource Category, Resource Type, Units, 
Fixed Price in $, and Variable Price in $/Unit are displayed for the selected resources. 
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d. Double-click the following columns in the table, and enter information as described in 
the following table:  

Column Name Description 

No. of Resources Enter the number of resources required. 

Quantity in Units Enter the number of units for each resource. 

The following information is displayed: 

Column Name Description 

Amount in $ 

The amount in $ is calculated as: 

Amount in $ = (No. of Resources) * (Fixed Price + (Variable 
Price * Quantity in Units)) 

• To add resources manually, perform the following steps: 

a. Click Add Manually. 
A row is added to the table. 

b. Double-click the following columns in the table, and enter information as described in 
the following table:  

Column Name Description 

Title Enter a title for the resource. 

Resource Category Select the resource category for the resource. 

Resource Type 

Select the resource type for the resource. 

Perform either of the following steps: 

1. If the selected Resource Category is either 
Equipment or Material, then select NA in the 
Resource Type drop-down list. 

2. If the selected Resource Category is Resource Titles, 
then from the Resource Type drop-down list, select 
Internal, Contractor, or Consultant. 
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Column Name Description 

Units 

Select the required unit of measure. 

Available units are all the units of measure defined in the 
Measurement Systems catalog of the library.  
If the selected Resource Category is Resource Titles, then 
from the Units drop-down list, select Hour, Day, Month, or 
Year. 

Fixed Price in $ Enter the fixed price for the resource. 

Variable Price in 
$/Unit 

Enter the variable price for the resource. 

No. of Resources Enter the number of resources required. 

Quantity in Units Enter the number of units for each resource. 

The following information is displayed: 

Column Name Description 

Amount in $ 

The amount in $ is calculated as: 

Amount in $ = (No. of Resources) * (Fixed Price + (Variable 
Price * Quantity in Units) 

The Total Item Estimate in $ value displays the sum of the Amount in $ of the item and the total of the 
Amount in $ column of the resources added to the work item. 

9. To delete an existing resource of the selected item, in the RESOURCES section, perform the 
following steps: 

a. Select the required resource. 

b. Click Delete. 
A confirmation message is displayed. 

c. Click OK. 

10. Optionally, in the ATTACHMENTS section, attach or link related files. 
For additional information on attachments, refer to Attachments. 

11. Click Save to modify the quantity of the selected item. 
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12. Click the Budget Estimate Revision Details tab. 
The Revision Total in $ and field in the Budget Estimate Revision Details page is calculated based on 
the estimate items added, deleted, or modified in the current estimate revision. 

3.3.6 Generating a Forecast Automatically for Budget Estimate Revision Items 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. Double-click the required project. 

3. In the navigation pane, expand the project folder, expand the Budget Management folder, and then 
click Budget Estimate Revision. 
The Budget Estimate Revision list page is displayed. 

4. Select the required budget estimate revision record, and click Forecast. 
The Forecast List page is displayed. 
A forecast for the selected budget estimate revision is generated automatically. 

3.3.7 Approving a Forecast for Budget Estimate Revision 

The Budget Estimate Revision workflow is driven by the Budget Forecast workflow. 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. Double-click the required project. 

3. In the navigation pane, expand the project folder, expand the Budget Management folder, and then 
click Budget Estimate Revision. 
The Budget Estimate Revision list page is displayed. 

4. Select the required budget estimate and click Forecast. 
The Forecast List page is displayed. 

5. In the Forecast List page, click the appropriate forecast that is in the Draft workflow stage, and then 
click Select Actions. 

6. Click Approve, and then in the Masterworks dialog box, click OK. 
The workflow stage of the record is set to Approved. 
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 Forecast Workflow Stages - Budget Estimate Revision 

Phase 
Current 
Workflow 
Status 

Stakeholders Action  
Subsequent 
Workflow 
Status 

Comments 

1 Draft 
• Project 

Manager 

• Scheduler 

Approve Approved 

The workflow status of the 
associated budget estimate 
revision is automatically set 
to Approved workflow 
status. 

Complete Completed 
This action is only 
applicable to the planned 
projects budget estimate. 
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3.4 Current Budget 

The Current Budget provides a consolidated view of all items that are part of the approved budget estimate 
and all of its approved revisions. The total amount of the budget including the approved budget revisions is 
displayed as a sum of amounts of all items of the approved budget estimate and all of its revisions. 

If an inflation rule is applied to an item, the Inflation Amount in $ column displays the inflation amount of 
the item based on the effective date of the applied inflation rule. The Inflation Amount in $ value is 
calculated as: 

Inflation in $ = Inflated Amount - (Unit Price x Quantity) 

The Inflated Amount value is calculated as: 

Ai= ((1 + [r] / 100) ^ (n/365)) * [A] 

Where: 

• Ai - Inflated Amount 

• r - Annual Inflation Rate (in %) 

• n - Number of days between Effective from date and Start Date of the item if inflation is applicable 

• A - Amount in $ (That is, Quantity x Unit Price in $) 

• Start Date - The project start date for a new forecast  

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the list page, double-click the required project. 

3. In the navigation pane, expand the project folder, expand the Budget Management folder, and then 
click Current Budget. 
The Current Budget Items page is displayed. 
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3.5 Budget Management Reports 
You can generate various budget management reports that illustrate various information views. These 
reports enable various project stakeholders to stay up-to-date on the status of the project budget. 

You can generate budget reports from: 

• Budget estimate list page 

• Budget estimate Revision list page 

• Report gallery 

3.5.1 Budget Estimate List Page Reports 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the list page, double-click the required project. 

3. In the navigation pane, expand the project folder, expand the Budget Management folder, and then 
click Budget Estimates. 
The Budget Estimates list page is displayed. 

4. In the OTHERS group, click Reports, and click the required report. 
The report is generated and displayed. 

You can generate the following reports: 

• Budget Estimate Details 
• List Page Report 

3.5.2 Budget Estimate Revision List Page Reports 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the list page, double-click the required project. 

3. In the navigation pane, expand the project folder, expand the Budget Management folder, and then 
click Budget Estimate Revision. 
The Budget Estimate Revision list page is displayed. 

4. In the OTHERS group, click Reports, and click the required report. 
The report is generated and displayed. 

You can generate the following reports: 

• Budget Revision Details 
• Details Report 
• List Page Report 
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3.5.3 Report Gallery 

Steps 

1. In the module menu, click Projects. 
The Project List page is displayed. 

2. In the list page, double-click the required project. 

3. In the navigation pane, expand the project folder, expand the Budget Management folder, 
click Reports, and in the Report Gallery page, double-click the required report. 
The report is generated and displayed. 

You can generate the following reports: 

• Budget Estimate Details Report 
• Budget Revision Details Report 
• Current Budget Details Report 
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4 Appendix 

4.1 Attachments 

You can upload attachments, or link files in the Documents folders to every form and workflow transition. 
There is no limitation on the number of attachments or the size of attachments that you can upload in a 
form or during workflow transition. 

Refer to the following topics to upload or link, and access attachments: 

• Attaching Files to a Form 

• Accessing Attachments 

You can download, annotate, and update attachments. 

4.1.1 Attaching a File to a Form 

You can upload files to a form or during a workflow transition. You can also link a file in the Documents 
folders to a form or during a workflow transition. 

Steps 

• To upload files, perform the following steps in the ATTACHMENTS section: 

a. Click Upload Document. 
The Choose File to Upload dialog box is displayed. 

b. To upload a single file, click the required file. 
Alternatively, to upload multiple files, press CTRL key, and then click the required files. 

c. Click Open. 
The files are uploaded to the form and are displayed in the ATTACHMENTS section. 

d. In the Title column, enter the titles for the files attached. 

• To link to files in the Documents folders, perform the following steps: 

a. In the ATTACHMENTS section, click Link Document. 

b. Click Masterworks Document. 

c. From the Folder drop-down list, select the required folder where the files exist. 
The list of files in that folder are displayed. 

d. From the list of files, select the required files. 

e. Click OK. 
The files are linked to the form and are displayed in the attachment grid. 

f. In the Title column, enter the titles for the linked files. 

• To link a file in an external storage system, perform the following steps: 

a. In the ATTACHMENTS section, click Link Document. 
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b. Click External Document. 

c. In the URL/Link box, enter the URL to the file in external storage system. 

d. In the Title box, enter the title for the linked file. 

e. Click OK. 
The file is linked to the form and is displayed in the attachment grid. 

4.1.2 Accessing Attached Files 

You can access files that are attached to forms and workflows. 

Steps 

• To access files attached to a form: 

1. In the navigation pane, click the required form. 
The form list page is displayed. 

2. In the tool bar, in the OTHERS group, click Attachments. 
The attachments of all the forms are listed. 

• To access files attached to a workflow:  

o You can access files attached to a workflow from the Workflow History dialog box.  

• To download an attachment, click the required document, and then click . 

4.1.3 Deleting Attached Files 

You can delete files that are attached to forms and workflows. 

Steps 

1. To access the required file, perform either of the following steps: 

• Files attached to a form: 

a. In the navigation pane, click the required form. The form list page is displayed. 

b. In the tool bar, in the OTHERS group, click Attachments.  
The attachments of all the forms are listed. 

• Files attached to a workflow: 

o You can access files attached to a workflow from the Workflow History dialog box. 

2. To delete an attachment, click the required document, and then click . 
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