
Budget Amendments 
 

To move funds from one budget area to another (such as allotting funds to various 
Spend Categories), you must create a budget amendment in Workday. 

Process 
1. Type “Budget Amendment for Organization” in the Search bar and hit Enter. 

2. Delete the default-selected organization and enter the organization (account) 
you wish to amend. 

3. Use the drill-down arrow to locate the Spend Categories you wish to amend. 

4. Enter a negative total to remove funds from one Spend Category and a positive 
total to add the funds to another. 

5. Submit for budget approval.  

6. You can track your budget amendments using the Find Budget Amendments 
for Organization report. 

Spend Categories 
You only need to budget funds into general Spend Categories. For example: 

• 65500 – Educational, Office, and Departmental Materials and Supplies 
o 65501 – Educational Supplies 
o 65502 – Office Supplies 
o 65503 – Diplomas and Covers 
o 65504 – Hazardous Materials (Instructional) 

The funds allocated to 65500 are available for all sub-categories. You don’t have to 
allocate specifically to 65501, 65502, etc. This helps you manage your budget by 
ensuring you have enough funds in general areas without getting bogged down trying 
to estimate how much you’ll need for each sub-category. 

Thus, you can move money into 65500, and then through the year as you code 
requisitions with 65501 or 65502, they will be charged to the correct general area 
while still being specifically categorized for record-keeping and audit purposes. 
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