
PB Link is http://uxpbud:9080/performancebudgeting/login.jsp



Select Budget Tasks, then Formulate a Budget Request

Click on Positions, 

Employees and 

Assignments

You can use the drop-

down menu *OR* the 

links in the middle of 

the page



Budget Layout 

Selection Page: click 

on Search to see 

available layouts



Highlight Budget and 

Click “Select”



Click “Search” - your 

available Budget 

layouts will appear as 

a list. If blank, call 

your budget analyst.



Highlight Budget 

Layout to be edited 

and Click “Edit”



You will first see “Edit 

Budget Request” page. 

Click on “Budget Lines” tab

Then Click on Budget 

Object header to sort 

by object.



Layout now sorted by 

Budget Object. To 

request funds, Click 

on Budget Object box 

and then “Itemize”



A budget line has five identifiers that make it unique: Organization, Budget Object, 

Function, Function Type (aka Mandate), and Main Program.

Funding for 1010 Annual Regular will already be populated when you open your budget 

request. Fringe benefit object codes will also be populated for those departments with 

internal fringe budgeting. 

The only way to request or change funding is to itemize.

Certain budget objects cannot be itemized: 1010 Annual Regular and the fringe benefit 

codes (1650, 1651, 1680, 1720, 4937, and 4945). Using 1010 as an example, to add 

to or decrease funding requires use of a 1010:01 budget line. In most cases, this line 

will appear in your budget layout. If not, additional instructions will show you how to 

add a line to a Budget Layout.

Note in the previous slide the column titled Request. All boxes will be grayed out except 

the box for 1010 and fringe benefits. NEVER ENTER A DOLLAR AMOUNT IN THIS 

BOX. To change 1010 Annual Regular funding, you must use a 1010:01 budget line 

and itemize.



This is the Budget Line Details 

page, aka Itemization Page. Last 

year’s itemization lines will usually 

appear in this page without a dollar 

request value. Check off the 

“Name” box to see the background 

text.

Boxes with a red asterisk must be 

completed.



Here we are requesting $2,000 for 

overtime. Once itemization line is 

complete, click Refresh to refresh 

this page, and then click on Update 

to exit the itemization page and 

return to Budget Lines Page.

NEVER click on Save or 

Back from the Itemization 

Page.



Now back on Budget Lines

Page. $2,000 appears in the 

request column but not in the 

total column. Now Click on 

Save. 



$2,000 appears in the 

Total column. 

Task completed. 



To exit Budget Lines 

page, only use Back 

button. Do not click 

Internet Explorer 

red X in upper right 

corner.



To exit PB page, only 

use Logout button. 

Do not click 

Internet Explorer 

red X in upper right 

corner.



Miscellany

• Include detailed description of funding request in Itemization Page’s Comment box.

• Enter revenue increases as positive values. PB will convert entry to a tax levy 

reduction.

• Try to complete PB work in one uninterrupted time period.

• If PB times out due to inactivity while you are “in” a Budget Layout, or if you exit a 

Budget layout incorrectly, the next time you try to access that Layout, you will receive 

a “Write Lock” error. Call you budget analyst (or any budget analyst) to release the 

lock.
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