
Budget Line Instructions: Create/Edit/Activate/Deactivate/Delete/Renumber 

1. Line Numbers Classification (Line Types) :

The Budget Line number is classified into “Line Type” based on the purpose for which the line 

is created.  Account Strings are added to the Budget Line number to help in determining the 

line number classification.  The combination of Account Number, Sub Account Number, 

Object Code, Sub Object Code and Project Code together form an Account String.  Based on 

the line type classification the attributes of an Account strings can be combined to form unique 

combinations.  

Line Types are classified into the following 5 ways: 

1. Single Incumbent Line

2. Wage Pooled Line

3. ERE Pooled Line

4. Operational Line

5. Commitment/Savings/Budget Only Line

1. Attributes of a Single Incumbent Line:

a. Object Code: Specific to positions (1140, 1150, 1180 etc.)

b. Line Name: Incumbent Name for all filled Positons. “Vacant” for unfilled positions.

c. Incumbent: Single Incumbent

Line Type 



d. Expenditure and Encumbrances: Expenditure and Encumbrances by Position and

Incumbent

e. Account String Behavior/Relationship:  A Position Number can have unique

combinations of an account string. A Position cannot be repeated on multiple lines in

the same department.

LINE POSITION NBR ACCOUNT SUB ACCT OBJECT CD SUB OC PROJECT 

1.5 12345678 1000000 1150 OK 

1.5 12345678 1000000 1150 DUPLICATE 

1.5 12345678 1245000 123 1150 OK 
1.5 12345678 1000000 1150 ABC OK 

1.5 12345678 1000000 1150 ABC TEST DUPLICATE 

1.5 12345678 1000000 1110 ABC TEST OK 

2.0 12345678 1000000 123 1110 ABC TEST DUPLICATE 

3.0 44412334 1000000 1110 OK 

2. Attributes of a Wage Pooled Line:

a. Object Code: Wage Pool: 1300 – 1399 but not 1360

b. Line Name: User Defined

c. Incumbent: Multiple Incumbents (position numbers)

d. Expenditure and Encumbrances: Expenditure and Encumbrances by Position and

Incumbents

e. Account String Behavior/Relationship:  A Line can have multiple Position Numbers

with a unique combination of account strings. A Position cannot be repeated on

multiple lines in the same department. Account strings can be repeated on the same line

but with different position numbers.

ACCT STRING DUPLICATED 

on Line 1.5 

POSITION NUMBER DUPLICATED: A single incumbent position 

number cannot be on two line numbers within the same 

department. 



LINE POSITION NBR ACCOUNT SUB ACCT OBJECT CD SUB OC PROJECT 

45 12345678 1000000 1300 OK 

45 12345678 1000000 1330 OK 

45 44444444 1000000 123 1300 DUPLICATE 

101 44444444 1000000 123 1300 DUPLICATE 

101 55555555 1000000 1300 ABC TEST OK 

101 55555555 1000000 1330 OK 

3. Attributes of a ERE Pooled Line:

a. Object Code: ERE Pool: 2000-2999 and 7933;

b. Line Name: Has the word ERE in it.  ERE Pool: “ERE”, “ERE-Student” etc.

c. Incumbent: No Incumbents.

d. Expenditure and Encumbrances: Expenditure and Encumbrances by unique account 

string.

e. Account String Behavior/Relationship:  A Line can have multiple unique account 

strings.  Account strings cannot be repeated on multiple lines in the same department. 

LINE POSITION NBR ACCOUNT SUB ACCT OBJECT CD SUB OC PROJECT 

2000 1000000 2001 OK 

2000 1000000 2002 DUPLICATE 

2001 1000000 123 2001 OK 

2001 1000000 2002 DUPLICATE 

2001 1000000 2001 ABC TEST OK 

4. Attributes of an Operational Line:

a. Object Code: Specific to Actual Expenditures and Encumbrances (3000, 3590, 5230,

5290 etc.) and revenue object codes.

b. Line Name: User Defined.

c. Incumbent: No Incumbents.

d. Expenditure and Encumbrances: Expenditure and Encumbrances by unique account

string.

e. Account String Behavior/Relationship:  A Line can have multiple but unique account

strings.  Account strings cannot be repeated on multiple lines in the same department.



LINE POSITION NBR ACCOUNT SUB ACCT OBJECT CD SUB OC PROJECT 

3590 1000000 3590 OK 

3590 1000000 3591 DUPLICATE 

3590 1000000 123 3591 OK 

5230 1000000 3591 DUPLICATE 

5230 1000000 3591 ABC TEST OK 

5290 1000000 3568 OK 

5. Attributes of Commitment/Savings/Budget Only Line:

a. Object Code: Object Code 1000, 6000, 7000 only and all lines with no incumbents.

b. Line Name: User Defined

c. Incumbent: No Incumbents

d. Expenditure and Encumbrances: No Expenditure and Encumbrances

e. Account/GL String Behavior/Relationship:  Line Numbers and Line names are

unique.  Account string cannot be repeated on the same lines in the same department.

LINE NAME ACCOUNT SUB ACCT OBJECT CD SUB OC PROJECT 

1000 SAVINGS 1000000 1000 OK 

1001 TRAN FUND 1000000 1000 OK 

1001 TRAN FUND 1000000 123 1000 OK 

45 SAVINGS 1000000 7000 OK 

45 SAVINGS 1000000 7000 DUPLICATED 

6 .  Line restrictions by Summary Object Code: 

Line 0.0001-1999.9999 for Summary OC 1000. 

Line 3000.0000-6999.9999 for Summary OC 3000, 5792, 6100, 6200, or 6800. 

Line 7000.0000-9999.9999 for Summary OC 7000, 7800, 7930, 7939, or 7975. 

7. Line number restriction for Income Object Codes:

When creating line numbers for object codes < 1000, line number must begin with 9 + object 

code number. (Line Number for object code 0930 will be 90930). Position numbers are not 

allowed on Income Object Code (Operations Line Type). 



8. Creating New Budget Line/Editing Existing Budget Line:

a. Add New Lines by department in the Budget System.

Click to 

Add/Delete Line 

Click to Add New 

Line 
Click to 

Edit/Renumber/Deactivate/Delete 

Existing Line 



 

 

 

 

 

 

 

 

 

 

 

 

Enter Line Information  

Click for more 

rows  

Save Changes 

Save Changes 

Correct the Errors 



b. Edit Existing Lines by department in the Budget System. 

 

 

c. Delete Lines by department in the Budget System. 

Only Account string s that do not have any activity (‘0’ Base Budget, ‘0’ Next Year Budget, 

‘0’ Current Year Budget and no activity (RBC’s) can be deleted 

 

 

d. Renumber Lines by department in the Budget System. 

The New Line Number chosen should not exist in the department.  All RBC documents 

associated with the Old Line Number get renumbered to the New Line Number. 

 

 

Edit Line 30 

Add Account Strings 

Save Changes 

Save Changes 
Select Rows to delete 

Select to Renumber 



 

 

 

 

e. Deactivate/Activate Lines by department in the Budget System. 

 

Only Account string s that do not have any NY/CY budget (‘0’ next year budget, ‘0’ current 

year budget with/without activity (RBC’s) can be deactivated/activated.  The purpose of the 

Deactivate/Activate feature is for Analytics Reporting.  Users will be able to choose to view 

only active/inactive/both lines using a drop down in the analytics report. 

 

 

Enter New Line Number 

Save Changes 

Line Renumbered 

Documents (RBC’s) 

renumbered 

Renumbered 

Changes 

Renumbered Line 

Save Changes 
Select to Deactivate 

 

‘0’ Budget 


