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CATE Budget Decrease – Budget Home 
 
Print showing all allocations had a decrease. 
 

 
  
 
New Budget Decrease button. This button is ONLY available for selection IF the Budget item is part of 
the item impacted by the Decrease. For example if Federal was NOT given a decrease you would not see 
the button for SP 12.  The Budget Decrease will only be available when applicable  
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CATE Budget Decrease - Create New 
 
User will select the Budget Decrease button and enter the decrease info (Decrease Amount and 
Reason for Decrease) select Create. If the decrease amount exceeds the available amount for 
that line item an edit message will display to the user. Note that the system will take into 
consideration any amendments and expenditures during this process.  
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CATE Budget Decrease - Create New Cont.  
 
Once Create is selected the item displays on the Budget Decrease Listing page. The item can be Edited, 
Deleted or Submitted.  In addition the Amount link can be selected to access the Budget Decrease 
Details page. This will display the history for the Decrease item.    
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CATE Budget Decrease - Edit 
 
From the Budget Decrease Listing page select Edit. The Decrease amount and Reason for Decrease can 
be edited/changed.  When complete select Save.  
 

 
 
Changed Decrease Amount from 111.11 to 60.00 New Budget amount is. Select Save. Confirmation 
message displays and listing page contains updated amount.  
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CATE Budget Decrease – Edit – Cont. 
 
 
Listing page now reflects the Changed amount. Note Item can also be deleted. Note Budget Decrease 
items can be deleted at any point before they are approved by the Grant Admin (CATE Admin GAPS 
Adim).   
 

 
 
Once item is ready, user selects Submit 
A confirmation message displays indicating the item(s) has been submitted to the Sub Recipient.  
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CATE Budget Decrease Cont. – Create New - Email 
 
Emails are generated/sent to the Sub Recipient Finance as well as the Coordinator.  
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CATE Budget Decrease – Sub Recipient Review (Return) Cont. 
 
S/R logs in, navigates to the Budget Decrease listing page. Select the New amount hyperlink for 
the specific Budget item  
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CATE Budget Decrease – Sub Recipient Review (Return) Cont. 
 
 
Select Return 
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CATE Budget Decrease – Sub Recipient Review (Return) Cont. 
 
Reason field displays to enter the Reason for the return, select Return. A confirmation message will 
display. Select OK 
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CATE Budget Decrease – Sub Recipient Review (Return) Cont. 
 
 
A confirmation message displays indicating the item has been returned and emails are generated. The 
new Status is now Returned. The Coordinator will review the item and make any necessary changes 
and/or delete the item. Process is repeated until item is deleted or approved. The same process occurs if 
Ed Associate or the CATE Admin Returns the item to the Coordinator.  
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CATE Budget Decrease – Ed Associate Review 
 

On the above Budget Decrease item the coordinator has gone in; edited the item and resubmitted to 
the S/R Finance.  The S/R Finance has now approved the item. The item is now in the status of 
Submitted to Ed Associate.  The Ed associate can Submit the item to the CATE Admin or Return the item 
back to the Coordinator. The ED associate has the ability to approve items via Bulk or Individual.  When 
the Ed Associate selects Submit the item is considered approved by the Ed associate and the item is then 
placed in Submitted to the SCDE Program Admin.  
 
Select the hyperlink for the amount which will display the Details page to provide details page. This is 
where the Ed Associate can Return or individually Approve the item. 
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CATE Budget Decrease – Ed Associate Review cont. 
 
Return will return the item to the coordinator and place the item(s) in Pre submittal.  
Selecting Approve will change the item to Submitted to SCDE Program Admin  
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Important Notes 

1. The Budget Decrease is initiated when an award/allocation has been reduced. This can 

be done manually or via uploading the Allocation workbook.  

2. A Budget can be decreased during any point in the Finance process. Even if 

Amendments, Expenditures or Refunds have been processed (pending or approved).  

3. As in any other situation, if all funds are not budgeted or if there is a negative budget 

amount, Amendments, Expenditures and Refunds are not available to process. They will 

be available for View only.   

4. The Decrease Budget option will only be available if the award for that line item has 

been reduced For example: For CATE if the Federal award was not reduced, the Federal 

Subprograms will not have a Budget Decrease option available.  

5. An Ed Associate Report (titled Budget Decrease) has been created so these users can 

view sub programs impacted by the Budget Decrease. This report is available to the Ed 

Associates and the CATE Admin.  

6. The Approval workflow is the same as it is with Budgets and Amendments.  

 District Coordinator enters and Submits to the District Finance 

 District Finance can Return the item to the Coordinator or Submit to the SCDE 
Program and Ed associate.  There is no Deny function for Decreases. The item 
can be edited or deleted by the coordinator when it’s returned. 

 Where applicable the Ed Associate can Return to the Coordinator or Submit to 
the SCDE Program office.   

 The SCDE Program Office can Return the item to the Coordinator or Approve the 
item.   

 Once the item is approved the Budget Summary page will be updated and the 
decrease item will no longer display as pending. The Budget item amount will be 
changed to reflect the decrease.    

 There is no option to Deny a Budget Decrease (only Approve and Return). The 
item can be deleted and edited when its returned to the coordinator. 

    
7. A budget line item can only have a single Budget Decrease processed against it. This may 

be changed in the near future to allow multiple Decreases to a single line item. 

8. When selecting a line item from Budget Summary, at this point expenditure amounts (if 

any) are not reflected. But if you attempt to process a Budget Decrease that exceeds the 

available amount due to pending or approved expenditures or pending amendments the 

system will alert you if you attempt to ‘over decrease’ the line item.   

9. Throughout out the Budget Decrease process the Original Amount will be the Budget 

line item amount from the Budget Summary. The Original Amount will not be changed 
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during the process. However, once the Budget Decrease is approved the Budget 

Summary will reflect the new line Item amount.    

10. Budget Decrease processing includes email notifications just like other line item 

processing. 

11. A Budget Decrease item that is in Pre submittal can be deleted. Even if it is in Pre 

submittal after being returned to the Coordinator. There is no need to retain history on 

a deleted Budget Decrease.   

12. Budget Decrease information (excluding deleted decreases) is retained in the History 

like other transactions.  

13. The decrease amount must be greater than zero (0.00). If zero is entered for the 

Decrease amount, an edit message will display indicating the amount must be greater 

than zero.   

14. User will receive an edit message if they exceed the decrease amount. 

15.  
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Examples – Budget Decrease with pending Expenditures 

Expenditure summary page indicates there is a pending expenditure for 14,000 which happens 
to be the entire line item amount. 
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Examples – Budget Decrease with pending Expenditures Cont. 

Coordinator selects the item from Budget Summary 

 

Select Budget Decrease
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Examples – Budget Decrease with pending Expenditures Cont. 

Note the Amount Remaining is now 0.00 (zero) because at this point the system calculates any pending 
or approved expenditures and revalues the amount 
 

 

If user attempts to enter an amount a message will display indicating the user exceeded the amount 
available. 

 


