
Entering Baseline Adjustments 

 

 

 

If a request is entered as a baseline adjustment, but should be a supplemental (or vice 

versa), the Budget Office can change the request type. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

BASELINE ADJUSTMENT 

Increase to an existing line item 

Example: increase training and travel line item from $1,000 to $2,500 

  Verify Budget Year 2022-2023 is selected. 

1. Baseline Adjustments are submitted in Questica as a Change Request. 



 

2. Click +Add Change Request at the top right 

 
 

 

 

The following steps are required for a Baseline Adjustment.  

• Baseline Adjustment Overview 

o Department – Select the appropriate department from dropdown menu. 

o Change Request Type – Select Baseline Adjustment from the dropdown 

menu. 

o Name – Enter the HBU & a  

one-to-three word description.  

o Description – Enter the current date and a detailed description in this field. 

 

 

 



• Baseline Adjustment Information 

o The Change Request Information will replace the previous white paper. Be 

sure to:  

▪ Use complete sentences. 

▪ Use proper spelling and punctuation. 

▪ Add the $ amount and a description in the description field. 

▪ The Strategic Plan field can be left blank.  

▪ Provide sufficient information in the Justification box. 

▪ The FTE and Vehicles check box should be left blank.   

▪ Select the appropriate check box: One-Time Request, On-Going 

Request, or both. 

 

 

At the top-left of your screen, select “Change Request” 

 

 

 

 

To access Change Request Information:  



• Baseline Adjustment Details 

       Below is an example of a completed Change Request Information screen 

 

 

 

 

 

 

 

 

 

 

 

 

To the left of your screen, select ”Operating Changes”, then select “Display Options” 

 

 Next, you will enter the details of your baseline adjustment request.  

 



Enter the following fields:   

o HBU 

o Description 

o Object Code 

o Sub-ledger (if applicable) 

o Amount goes in 2023 (Also enter the amount in the 2024 column for an 

ongoing adjustment.) 

 

• Baseline Adjustment Approval 

Select Change Request on the top tool bar then Promote. Promote to 

Finance Review and click OK. No comment is required.  

  

 

 

 

 

 

 

 

 

 

 

Baseline Adjustment Ranking Form 

Once all baseline adjustments have been entered into Questica for your department, 

complete the Baseline Adjustment Ranking Form for your department. Save your 

completed form in your department folder in the O drive. The template and your 

department folder are available here: O:\Budget 22-23\Operating Budget Documents 

 



Entering Supplemental Requests 

Supplemental Requests are also submitted in Questica as a Change Request. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Click +Add Change Request at the top right 

 
 

  

The following steps are required for a Supplemental Request.  

• Supplement Request Overview   

o Department – Select the appropriate department from dropdown menu. 

o Change Request Type – Select Supplemental from the dropdown menu. 

o Name – Enter the HBU & a one-to-three-word description.  

o Description – Enter a current date and a detailed description in this field. 

1. Verify Budget Year 2022-23 is selected. 



 

  

• Supplemental Request Information   

Supplement Request Information Screen 

 

Click on Change Request from the menu on the left. Enter a response into all fields.  



o If the supplemental request includes a new FTE or FTEs, select the number 

of FTEs in the dropdown.  

o If the supplemental request includes a new vehicle, select the vehicle 

box.  

o If the supplemental request includes neither of those, leave both fields as 

they are.  

o Select the appropriate check box: One-Time Request, On-Going Request, 

or both. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Acct. Reference – This field may be left blank. 

2. Description –  The description should carry over from the overview. 

3. Comments – Enter the relationship of the request to City Council’s expressed 

priorities, and/or your department’s strategic goals. 

4. Justification – Enter the current practice and issues as well as how approval of 

the supplemental request will provide a solution.  

5. Documents – under “other” on the left-hand menu. If you have additional 

supporting documents to help justify your request, please upload them here. 

 

 

 

 

 

 



 

 

Supplemental Request Details 

 
At the top-left of your screen, select “Operating Changes”, then select “Display 

Options” 

 

 

 

 

Next, you will enter the details of your supplemental request.  

             Enter the following fields:      

o HBU 

o Description 

o Object Code 

o Sub-ledger (if applicable) 

o Amount goes in 2023 

 

 
 

 

• Supplemental Request Details- Ongoing Cost  

 

If your supplemental requests has ongoing expenses, enter the amount in the 

year 2023. For example, a software purchase has an initial cost of $5,000 (2023) 

and recurring licensing fees of $1,000 (2024).  



• Supplemental Request Approvals 

Select Change Request, then Promote. Promote to Finance Review and click 

OK. No comment is required.  

  

 

Supplemental Adjustment Ranking Form 

Once all supplemental requests have been entered into Questica for your department, 

complete the Baseline Adjustment Ranking Form for your department. Save your 

completed form in your department folder in the O drive. The template and your 

department folder are available here: O:\Budget 22-23\Operating Budget Documents 

 

 

 

 



 

Change Request Status 

 

  

To check the status of a supplemental request, go to Operating > Change Request. 

Enter the HBU and choose Supplementals – Approved in the Advanced dropdown 

menu. You may also view submitted supplementals by selecting Supplementals - 

Submitted. 


