
Steps 

1. Select all expenses, by checking the first tick as highlighted. 

 

2. Click on Allocate 

 

 

 
 
 
 



 
3. Click on Add to add the Budget Index. 

 

 
 
 
 

4. Type the Budget Index Code, the list will populate the code, select it and save it. 

 



5.If required you may add another Budget Index Code by clicking on Add 

 

 

6. After adding the Budget Index, type in the amount. 

 



 

 


