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ON -Line Budget Adjustment   

 
 

 

 

If you have been set up for Budget Adjustment Workflow, you can enter your budget 

adjustments on-line directly into the KVS Financial Management System.  The budget 

adjustments can then be electronically approved, creating a completely paperless budget 

adjustment process. 

 

 

Getting Started: How to Enter a Budget Adjustment 

 

¶ Log on to the SBI Website (subboard.com) 

¶ Click the ñAccountingò tab. 

¶ Click on ñKVSò 

¶ Click on ñConnectò to connect to the Remote Terminal. 

¶ Log onto the Remote Terminal with your UBIT Name and Password. 

¶ At the KVS Login Screen, Log in with your UBIT Name and Password. 

 

 

¶ After logging into KVS, select the General Ledger option from the Main Screen: 
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¶ At the General Ledger Main Screen, click on ñBudget Adjustmentò: 

 

 
 

 

¶ This will open the Budget Adjustment screen in ñEntry Modeò.  (If you are not in Entry 

Mode, click on the ñPlus Signò button to access Entry Mode): 
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You may now begin entering a budget adjustment.  Fields in red are required. 

 

¶ FIRST:  You MUST change the ñTrans Typeò to  B3-Adjust  by clicking on the pull-

down arrow.  Please DO NOT use any Trans Type other than B-3: 

 

 
 

¶ If you wish, you may enter the name or initials of the person requesting the Budget 

Adjustment in the ñRequestedò box (not required).   

¶ You may also enter a description of the budget adjustment you are entering in the 

ñDescriptionò box (not required). 
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¶ You must enter the account number that you are adjusting in the ñAccount Noò box 

(required).  If you need to look up the account number you are adjusting, use the pull-down 

arrow to open a list of the accounts in your user profile: 

 

 
 

 

¶ Double click on the account you are adjusting to send it to the budget adjustment ñAccount 

Noò box: 
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¶ After entering the account number, tab across to the ñAmountò box and enter the amount of 

the adjustment.  (If you are increasing the budget for this account, enter the amount as 

positive.  If you are decreasing budget for this account, enter the amount as negative by 

using a minus sign before the amount): 

 

 
 

 

¶ You may enter additional information in the form of a ñNoteò for any line by clicking on the 
ñNò at the end of the line you are entering.  This will open up a box for you to enter 

additional information about this line of the budget adjustment: 
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¶ If you wish to delete an entire line of the budget adjustment, make sure your cursor is on the 

line you wish to delete.  Then click on ñRecordò on the menu bar at the top of the screen, 

and select ñRemoveò from the list of options: 

 

 
 

 

¶ Once you have completed the budget adjustment, you must save it by clicking on the 

ñDisketteò icon, or by closing the budget adjustment screen (ñDoorò icon): 
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¶ If you would like a hard copy of the budget adjustment you may print it out by clicking on 

the ñPrinterò icon at the top of the screen. 

 

 
 

 

 

The budget adjustment is now ready for approvals. 

 

 

 

 

 

 

 

 

 

 

 

 

On-Line Budget Adjustment Approvals: How to Approve a Budget Adjustment 

 

¶ Log on to the SBI Website (subboard.com) 

¶ Click the ñAccountingò tab. 

¶ Click on ñKVSò 

¶ Click on ñConnectò to connect to the Remote Terminal. 

¶ Log onto the Remote Terminal with your UBIT Name and Password. 

¶ At the KVS Login Screen, Log in with your UBIT Name and Password. 
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¶ At the KVS Main Screen click on ñGen. Ledgerò: 

 

 
 

 

¶ From the General Ledger Main Screen, click on ñBudget Adjustmentò: 
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¶ From the Budget Adjustment Search Screen, change the mode from ñSearchò to 

ñApproveò: 

 

 
 

 

¶ In ñApproveò Mode, double click on the Budget Adjustment to be approved: 

 

 


