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GETTING INTO TEAMBUDGET 
 

 Web-based application 

 Hosted on Multnomah County Servers 

 Budget Office recommends that you use it in Google Chrome  

 Accessible outside the firewall 
 

 LOGGING IN: 
 

1. Go to web address  

  https://www4.multco.us/teambudget/login.aspx 

     ↑ (remember to type the “s”) 
 

 
 

2. Enter User Name & Password – these are the same as your 
County network user i.d. and password (what you use to log onto your 
computer in the morning; do not include a domain, e.g. multforest) 

 

 Having trouble logging in? 
 

1. Check with your business manager to make sure you are on the 
user list (users are designated by departments and added by the 
Budget Office) 

 

2. Double-check the web address you typed 
 

 BROWSER SETTINGS 
 

For instructions, go to multco.us/budget/teambudget 

(or call the Budget Office and we’ll help you get set up) 

 Allowing popups 

 Opening screens in new tabs instead of new windows 

https://multco.us/budget/teambudget
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TEAMBUDGET HOME SCREEN 
 

 What you see when you first log in 

 

 Will always be left-most TeamBudget tab 

 

 This tab must stay open. If you accidentally close this tab, you will 
need to log in again to get it back. 

 

 

 

 

 

    TOP MENU 

    LEFT MENU 

ANNOUNCEMENTS 

BOOKMARKS 
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TEAMBUDGET HOME SCREEN – TOP MENU 
  
 

 

 

 

 

 

 

 

 

 

 

 

 

TEAMBUDGET HOME SCREEN – LEFT MENU  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

 

 

 

User manual and 
page specific help 

Change personal 
settings and 

themes 

Access 
bookmarked 

documents and 
reports  

Logout  

 

Operating: View adopted budgets and actuals 
by cost object and view allocations by position 

Salaries: View bargaining unit wage tables, 
position and employee information and 

benefit and insurance costs 

General: Navigate to home page, access 
documents and run reports 
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FIND/OPEN A BUDGET MODIFICATION 

 

 From the Home Screen, click on “Documents” in the left menu. 
 

  
 

 The appearance of your left-most TeamBudget tab will change to the 
Documents Screen. 
 

 
 

Search: 
 

o To pull up all documents for your department, click “Search” without 
typing anything. 
 

 
 

o To pull up a specific document, type the document number or relevant 
word(s) into the blank box – then click “Search.” 

 

 
 

 In the resulting grid, double-click the row of the document you 
want to view. 

  

In this example, the user typed a 
budget modification number. 
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Advanced Search: 

 

o To conduct more complex searches, click “Advanced” and select 
“Advanced Search…” from the dropdown. 

 

 
 

 This will take you to the Advanced Document Search screen where you 
can create your advanced search. Click on the plus sign to add 
parameters.  

 

 
 

 Click on “Search” to run your advanced search.  
 

 The example below will search for all FY 2015 budget modification 
documents. 

 
 

 Note: To delete a search parameter, place your cursor to the left of 
it and click on the “x” that appears.  
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o To save your advanced search 

 

1. Click on “Save As” 

 

 
 

2. Type a name for your search in the new screen, then click “Save” 

 

 
 

3. The next time you go to the Documents Screen and click on 
“Advanced,” your saved search will appear in the dropdown list 

 

 
 

Reminder: in the resulting grid, double-click the row of the 
document you want to view  
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Sort by Number of Budget Modification: 
 

There are 3 different types of budget modifications: internal, formal, and 
contingency. You can see your budget modifications sorted numerically and by 
type by sorting the Document Number column. 
 

1. Place your cursor where the column header says “Document Number” 
and right-click. 

 

 
 

2. Click on “Sort A to Z.” 

 

3. Note how the documents are sorted. 
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BOOKMARK A BUDGET MODIFICATION 

 

1. Open a budget modification. 

 

2. Click on the star in the upper right corner. (The star will change color to 
indicate the program offer has been bookmarked.) 

 

 
 

FIND A BOOKMARKED BUDGET MODIFICATION  

 

1. Go to the TeamBudget Home Screen and choose from the Top Menu or 
Bookmarks List. 

 

 
 

 

  

TOP MENU: Select 
Bookmarks/Documents and 
choose from the list 

BOOKMARKS LIST: Double-click on 
the document you wish to open 
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BUDGET MODIFICATION SCREEN 
 
 

 
 
 

BUDGET MODIFICATION SCREEN – LEFT MENU 
 

 
 

    LEFT MENU 

    TOP MENU 
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 General – only the Document Name is editable by Department. This is 
what will appear in the “Agenda Title” section of the APR. There is a 
100-character limit. 
 

 
 

o Document Number – Budget Office can change for you, if necessary 
(contact your Business Manager) 

 

 Documents – tool for internal use only. When relevant, please attach 
Class/Comp letters; NOIs would also be appreciated. The Budget Office 
will attach the required memo for contingency budget modifications. 
 

 
 

 Notes – optional tool for internal use only  
 

 
 

 A number will appear next to “Documents” and/or “Notes” in the 
document’s Left Menu when something is attached. Documents and 
Notes do not display in the APR or exp/rev/FTE  report. 
 

 

What appears in the APR: 
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 Budget Modification 

 

Don’t forget to save! 

 

 
 

Scroll down using the scrollbar on the right 
 

 
 

Do not change the BudMod Type without 
approval from the Budget Office. 

The department must enter a 
date here (cannot type text). 

On this screen, questions may be shortened from how they appear 
in the printed APR that goes to the Board. For example, here is the 
full text of Question 2 as it appears on the APR: 

 

To help you navigate the document, different sections on the 
screen in TeamBudget are labeled to match what’s in the APR: 
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Only answer questions under “For Contingency Requests Only” 
if this is a Contingency Budget Modification.  

Note: if you enter text in these boxes and it is not a contingency 
budget modification, the text will not appear on the APR. 

  
 

Do not enter any text under “For Board Clerk Use Only” 

  
 

Don’t forget to save! 
 

SAVE THE BUDGET MODIFICATION 
 

1. Click on “File” in the top toolbar 
 

 
 

2. Select “Save” from the dropdown. 
 

 
 
COMMONLY USED SPECIAL CHARACTERS  
 

NOTE: type the numbers on your number keypad.  
 

 Tab = Alt+09  

 Bullet • = Alt+7  

 Hollow bullet ○ = Alt+9 
 Superscript 1 = Alt+0185 

 Superscript 2 = Alt+0178 

 Superscript 3 = Alt+0179  
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VIEW/PRINT A BUDGET MODIFICATION APR 
 

1. Open a budget modification. 
 

2. Click on “Reports” in the top toolbar. 
 

 
 

3. Select “BudMod APR” from dropdown. 
 

 
 

 

4. Click on floppy disc icon ( ) and select “PDF” to see the budget 
modification APR in its final form. 
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VIEW/PRINT BUDGET MODIFICATION EXP/REV/FTE DETAIL 
 

1. Open a budget modification. 
 

2. Click on “Reports” in the top toolbar. 
 

 
 

3. Select “BudMod Exp/Rev/FTE” from dropdown. 
 

 
 

 

4. Click on floppy disc icon ( ) and select “PDF” to see the budget 
modification detail in its final form. 
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BUDGET MODIFICATION SCREEN - TOP MENU 
 

 
 

 File – Save, Save and Close, or Close   
 

 
 

 Document  
 

 

 

o Delete – do not use this feature (permanently deletes document); if 
you need to delete a document, call the Budget Office 

o Lock – do not use this feature (locks a document to editing) 

o Promote – addressed later  

o Change Type – department cannot do 

o Copy – department cannot do 

o Refresh – addressed in later training 
 

 Reports – addressed above (see pp. 14-15) 
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 Tools 

 

 

 

o Create Subscription – sets email alerts; the Budget Office does not 
recommend using this feature. 
 

o Check Spelling - you should not use this feature if you are using 
Chrome, which has an in-browser spell check. 

  

 Help  
 

1. In Top Menu of current screen, select Help/Help with This Page… 
 

 
 

2. A new screen will appear with information provided by the Budget 
Office when relevant. 
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DOCUMENT WORKFLOW 

 
 

 Budget Modification documents begin in the stage: Dept. Sandbox. 

 When a Budget Modification document has been promoted to Dept. 
Submit, you can run reports that will show you the dollars/positions for 
a program offer as modified by the budget modification. 

 When everything is finalized, the department will promote the Budget 
Modification document to Budget Office Review. At this point, you 
can see – but not change – the budget modification. 

 When the Budget Office sends the Budget Modification to the Board 
Clerk, the Budget Office will promote the document to Pending Board 
Approval. 

 After the Board approves the Budget Modification, the Budget Office will 
promote the document to Revised. 
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BUDGET MODIFICATION APPROVAL PROCESS 

Note: In the future, this entire process could be accomplished 
within TeamBudget. For now, the process is almost identical to 
current practice. 

After the department has created the APR & exp/rev/FTE in TeamBudget: 

1. The relevant person from the department (e.g., Budget Analyst) will 
generate pdfs of the APR & exp/rev/FTE detail from TeamBudget. 

2. The relevant person from the department will circulate the pdfs and 
any other relevant documents (such as class/comp letters) to 
reviewers/signers. 

3. Reviewers/Signers email back with approval to add their electronic 
signature. (Note: under the pre-TeamBudget process, signer would 
have typed her name into a Word document.) 

4. The department forwards the email chain with all signer approvals to 
the Budget Office. 

5. When the department sends the email chain, the department 
promotes the Budget Modification document in TeamBudget to 
Budget Office Review. 

6. The Budget Office reviews the Budget Modification APR and details. 
 

a. If changes are needed, the Budget Office works with the 
department. 

 

7. When the Budget Office has approved the Budget Modification, 

a. The Budget Office exports the APR and exp/rev/FTE detail 
from within TeamBudget as pdfs. 

b. The Budget Office inserts the electronic signatures and dates 
into the APR pdf and adds fillable fields for the Board Clerk 
Only section. 

8. The Budget Office forwards all relevant Budget Modification 
documents to the Board Clerk & Chair’s Chief of Staff and cc’s the 
department’s Business Manager. 


