
PBM – Project Budget Modification 

 
1. In QuickBase go to your Project Authorizations – Home Dashboard. 
2. On the left-hand side search for your Project. 
3. Search using your project ID. (2-1000, 3-1000,4-1000) 

   

 

4. When the new window populates choose the most recent PA or PBM.  

 

a. Click on the Pencil to Edit         

 

b. Only the Original Requestor can make the PBM REQUEST. 
 

 

 

 

 

 



 

6. Your project will populate. 
a. Select actions 

 
 
 

5. Select Generate PBM Request 

 

6. Click Save and Close 

 

 

7. Click on the HOME button. 

 



8. On the top of the page, you will see your project PBM appears under MY NEW 
REQUESTS.  

a. Edit by selecting the Pencil 

 

 

 

9. Project tab – be very sure your Project Budget Page is correct. There are times when 
a project crosses years and a new budget has been approved, or page numbers 
could have changed. 

 



 

10. Tasks Tab – Enter new totals into your budget column.  
a. Your new Total Budget cannot exceed your prior Fiscal Year expenditures plus 

your current fiscal year budget. (DKJ664 “March of prior year” + “Budget Book 
Total for current year”) 

EXAMPLE. 

Expenditures to date 2025 = $826,970 

Fiscal Year 2026 Budget       = $300,000 

New Budget                                $1,126,970 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



12. Now that we have established our total Budget. 
a. Go to QuickBase  
b. Tasks Tab 
c. Enter our new budget amounts. 

 

 

 

  



d. If a budget on a specific line (Services, Equipment, etc.) does not 
change- enter the same number as the previous budget. 

1. Services stayed at $49,801 because we no longer need 
to pay any service PO’s.  

DKJ664 March Services - expenditures to date = 49,801 - by entering that same number into 
QuickBase we will keep the balance at ZERO because originally you budgeted that amount 
and you also spent that amount. You cannot change your expenditure to date so you must 
cover that amount when changing the budget in QuickBase.  

2. Equipment increased by $300,000 

DKJ664 March Equipment – expenditures to date = $777,169. By increasing this number by 
300,000 we would come to a total of $1,077,169.   

 

Results 

 

 

PLEASE SEE ADDITIONAL EXAMPLES AT THE END OF THE 
DOCUMENT. 

 

 

 

 

 

 



 

 

13. Attachment Tab  
a. Update your DKJ664 for the prior Fiscal year end. 
b. Current year Budget Book page. 
c. Any additional information that would help to process your PBM. 

 

 

14. Funds Tab 
a. Enter your new total Budget amount. 

i. This number will need to tie out to your tasks page.  

 

b. If multiple funding sources- there will be some math involved.  
i. You will need to stick to the percentages based on your Budget 

Page. 



 

Example 

 Total Project budget = 225,000 which is split between 3 funding sources. 

 FTA Funding    -          180,000 / 225,000 = 80% 

NYSDOT Funding -      22,500 / 225,000 = 10% 

NFTA Funding -             22,500 / 225,000 = 10% 

 

 

 

 

 

 

 

 

 

 

 

 

 



15. Approvals - These should be easy as they really won’t change unless an 
approver is no longer in their position. 

 

 

 

 

 

 

 

 

 

 



16. Actions  
a. Add any comments as needed. 
b. Check Submit request  
c. Click the GREEN save and close button on the top left. 

 

 

 

 

 

 

 

 

 

 

 

 



 

BUDGET EXAMPLES 

EXAMPLE 2 

- When processing this PBM take note that you have an ENCUMBERED 
amount of $17,776. This means there is an outstanding Purchase Order 
that must be paid.  This invoice will be paid from your FYE26 (Current year) 
budget. Meaning you have already spent this money, and your $1,126,970 
budget is $282,224. 

 

   DKJ664 March of PRIOR year    826,970 

   Current Year Budget                      300,000 

   Total Budget                                   1,126,970 

 

   Budget Book Total     300,000 

   Encumbered              -   17,776 

 Remaining Budget     282,224 

 

 



 

EXAMPLE 3 

 

- It’s important to run the DKJ664 for the current month. This will show you if 
any money has been spent already in the current fiscal year.  This amount 
would also deduct from the budget you’re attempting to add.  

- In the example below the budget was approved after the department had 
already spent money before the PBM had been approved.  This is why you 
see the Current Budget total at $1,126,970. Yes, you must enter your new 
budget at 1.1M but need to be cognizant that you no longer have the 
$300,000 budgeted to spend. 

 

 

 

 

 

 



 

Example. 

 2025 Expenditures to date = $826,970 

 Budget Book FYE26 Total=     $300,000 

 Total 2026 Budget=                  $1,126,970 

 

 Budget Book FYE26 Total = $300,000 

 FYE26 spending =                 -$125,000 

 Encumbered Amount=      - $17,776 

 Remaining Balance for project = $157,224 

 

OR 

 

 Expenditures to date FYE26  =            $902,169 

 Encumbered =                                     +    $17,776 

      $919,945 

 

 

 Current Budget =                              $1,126,970 

 Exp + encum  =                            -     $919,945 

                  $157,224 

 

 

 

 

 


