
If indexes don't have any budget dollars or any finance transactions, they won't appear 
in Budgeting. To add them so they appear in the index box, follow these steps. 
 
1 – Click the 3 lines in the Index box to open the Select box. 
 

 
 
2 – Click the Add button in the pop-up box. 
 

 
 
3 – Type the index number in the box. 
 

 



4 – Make sure the index number and title appear in the box -- press the Enter key and it 
will let you know if it is valid or not.  Click Open Only, unless you want to save anything 
on the screen behind the pop-up box. 
 

 
 
 
 
5 – The index will appear on the screen so you can add budget information -- be sure to 
click the Save button so it remains in Budgeting. 
 

 
 
 
Repeat these steps if other indexes must be added to the department index list. 
 


