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Questica – Change Requests
TOAs and BARS

The Questica Change Request Module allows departments to make amendments to 
the Final Adopted Budget via a Transfer of Appropriations (TOA) or a Budget 
Amendment Resolution (BAR).

After today’s training, the Change Request Module will be available to all Questica
Users to prepare and submit TOAs and to prepare BARs for approval by the Imperial 
County Board of Supervisors via a board agenda item.  

Please note that approval of TOAs will be processed after the adoption of the FY 2022-
2023 Final Budget (September 27, 2022).
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To prepare a TOA or a BAR Change Request, you 
will need to have the following information:

1. Department Function
2. Justification
3. Org. Keys, Object Codes, Dollar Amounts 

(no cents)

NOTE:  If you are approving (promoting) a TOA 
Change Request as a Department Head, you will 
need to ensure that you are on the Authorized 
Signature List under Request for Transfer of 
Appropriations. 

Questica – Change Requests
TOAs and BARs
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To prepare a TOA or a BAR 
Change Request, select 
BUDGETING from the 
Dashboard Menu

Questica – Change Requests
TOAs and BARs
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Locate the Operating Module and 
select ORGs

Questica – Change Requests
TOAs and BARs
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Questica – Change Requests
TOAs and BARs

To begin a TOA or a BAR in Questica, you
will first need to locate your
DEPARTMENT FUNCTION

1. To locate your Department Function,
ensure that you are in the correct Fiscal
Year (2022-2023)

2. Search for the Org. Key that will be
associated with your TOA or BAR by
typing the Org. Key in the Search Box or
clicking on LOAD DATA (blue button
located in the middle of your Questica
screen)
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Questica – Change Requests
TOAs and BARs

Once you locate your department’s Org. Key
(Org. Code/ Budget/ Budget Number), look for
the DEPARTMENT FUNCTION column, which
aligns with your Org. Key.

Example: The Department Function for Org.
Key 1004001 is 05-1004 – Public Assistance,
Imperial County Community and Economic
Development

Example: The Department Function for Org.
Key 1001001 is 01-1001 – General
Government-Board of Supervisors
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Questica – Change Requests
TOAs and BARs

After locating your Department 
Function, select BUDGETING from your 
Menu.

NOTE:  As you become familiar with 
your corresponding Department 
Function(s), you will be able to skip 
these steps.
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Locate the 
CHANGE REQUESTS 
Module

Questica – Change Requests
TOAs and BARs
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Select CHANGE 
REQUESTS

Questica – Change Requests
TOAs and BARs
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Select the correct 
fiscal year for the 
Change Request.

Questica – Change Requests
TOAs and BARs
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Transfer of Appropriations
(TOA)
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Questica – Change Requests
TOAs

To create a TOA, select 
ADD (+)
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Questica – Change Requests
TOAs

A new window will pop-up titled New 
2023 Change Request

In this window, you will be required to 
provide the following information:

- Director
- Change Request Type (TOA)
- Name of your TOA
- Purpose of the Budget Amendment
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Questica – Change Requests
TOAs
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Questica – Change Requests
TOAs
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Select from the drop down 
menu or type the name of your 
department



Questica – Change Requests
TOAs
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Select the corresponding 
Department Function



Questica – Change Requests
TOAs
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Change Request Type:
Select Transfer of Appropriations (TOA) 
from the drop down menu
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Questica – Change Requests
TOAs



Questica – Change Requests
TOAs
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Enter the Name and 
Purpose of your TOA 
request.

Select OK once the 
information is entered



Questica – Change Requests
TOAs
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After the TOA Change 
Request is created, a 
new tab will open.  

Your request will contain 
an Auto Generated 
Number and the 
information entered 
from the previous page.



Questica – Change Requests
TOAs

In this tab, you will continue to enter necessary 
information and/or revise the information previously 
entered for your TOA.

Number*:  An Auto Generated Number is provided for 
each TOA.

Acct. Reference (Account Reference) and Publish Date:  
Leave blank.  Do not enter any information here.

Purpose of Budget Amendment:  This information was 
added as part of the initial step (See Slide #17).  The 
purpose may be revised to included further information.  

Comments:  Leave blank.  Do not enter any information 
here.

Justification:  Leave blank.  Do not enter any information 
here.

Department Function:  This information was added as 
part of the initial step (See Slide #17).    
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Click on the SAVE button 
once you have filled out 
the required fields. 

DO NOT FILL



Questica – Change Requests
TOAs

Adding Org Keys, Object Codes and Amounts to 
a TOA:

After entering the general information of your 
TOA and SAVING your request, select 
OPERATING from the menu.

Select CHANGE REQUEST BUDGET LINES from 
the drop down menu.
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Questica – Change Requests
TOAs

A new tab will open in the 
OPERATING BUDGET section.

Select ADD (+) to enter a budget 
line/ account for the TOA
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Questica – Change Requests
TOAs

A new, blank budget line will appear.

STEP 1:  Click on the ORG arrow located on the 
blank budget line to select from the drop-
down menu or type in the ORG KEY.

STEP 2:  Hit the TAB key to move to the 
OBJECT column or click on the OBJECT arrow 
located on the budget line.  Select the OBJECT 
CODE from the drop-down menu or type in 
the OBJECT CODE.

STEP 3:  Hit the TAB key to move to the 2023 
column and enter the dollar amount.  DO NOT 
include cents, commas “,” or “$” signs.  

Hit the ENTER key to add the budget line to 
the TOA.

Repeat the steps from Slides #24-25 to add 
another budget line(s) and enter the account 
information to complete the TOA request. 25



Questica – Change Requests
TOAs
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Questica – Change Requests
TOAs

Select PROMOTE after the 
TOA – Change Request is 
complete. 
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Questica – Change Requests
TOAs

From the Workflow Change 
Request Stages window, 
Click on the next review 
STAGE (GSA – Budget Fiscal 
Review) and Select NEXT to 
submit your request.

DO NOT skip a stage.
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Questica – Change Requests
TOAs

A Notes and Comment window will 
appear.  

Add a comment for GSA-Budget Fiscal 
if needed.  Otherwise, leave blank and 
Select SAVE.



Questica – Change Requests
TOAs:  How to Print a Copy of Your Request
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Select REPORTS from the 
menu.  

Select CHANGE REQUEST 
SUMMARY from the drop-
down menu.
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Questica – Change Requests
TOAs:  How to Print a Copy of Your Request



Budget Amendment Resolution 
(BAR)
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To prepare a Budget Amendment Resolution (BAR) Change Request, follow 
the same steps from Slides #3-11 of this handout.

Find your Department Function and go to the Change Request Module.
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Questica – Change Requests
BARs

To create a BAR, select ADD (+)
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Questica – Change Requests
BARs

DIRECTOR:  
Select from the drop-down menu or type the name 
of your department.

DEPARTMENT FUNCTION:  
Select the corresponding function from the drop-
down menu.

CHANGE REQUEST TYPE:  
Select BUDGET AMENDMENT RESOLUTION (BAR) 
from the drop-down menu. 
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Questica – Change Requests
BARs

NAME:  
Type in a name of your BAR.  (If it is related 
to a grant or contacts, you will need to 
include that information here.)

PURPOSE OF BUDGET AMENDMENT:  
Type in the purpose for your BAR.

Select OK once the information is entered.
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Questica – Change Requests
BARs

After the BAR Change Request is created, a new 
tab will open.

Your BAR will contain an Auto Generated Number 
and the information entered from the previous 
page.

In this tab, you will continue to enter necessary 
information and/or revise the information 
previously entered for your BAR.

Acct. Reference (Account Reference):  If 
transferring funds from an Agency or Trust fund, 
enter the account number here.

Publish Date:  Leave blank.  Do no enter any 
information here.    

Purpose of Budget Amendment:  This section 
may be revised to include detailed information 
relating to your BAR.
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Questica – Change Requests
BARs

Comments:  Leave blank.  Do not enter any 
information here.

Justification:  Leave blank.  Do not enter any 
information here.

Department Function:  This information was added 
as part of the initial step (See Slide #34).    

Resolution Number:  Leave blank.  Do not enter any 
information here.

Budget Amendment Resolution & Immediate 
Amendment Section:  Leave this entire section blank.  
This is for GSA-Budget Fiscal use only.
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Questica – Change Requests
BARs

Adding Org Keys, Object Codes and 
Amounts to a BAR:

After entering the general information of 
your BAR and SAVING your request, select 
OPERATING from the menu.

Select CHANGE REQUEST BUDGET LINES 
from the drop-down menu.
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Questica – Change Requests
BARs

A new tab will open in the 
OPERATING BUDGET section.

Select ADD (+) to enter a budget 
line/ account for the BAR
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Questica – Change Requests
BARs

A new, blank budget line will appear.

STEP 1:  Click on the ORG arrow located on the 
blank budget line to select from the drop-
down menu or type in the ORG KEY.

STEP 2:  Hit the TAB key to move to the 
OBJECT column or click on the OBJECT arrow 
located on the budget line.  Select the OBJECT 
CODE from the drop-down menu or type in 
the OBJECT CODE.

STEP 3:  Hit the TAB key to move to the 2023 
column and enter the dollar amount.  DO NOT 
include cents, commas “,” or “$” signs.  

Hit the ENTER key to add the budget line to 
the TOA.

Repeat the steps from Slides #39-40 to add 
another budget line(s) and enter the account 
information to complete the BAR request.
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Questica – Change Requests
BARs

Select PROMOTE after the 
BAR – Change Request is 
complete. 
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Questica – Change Requests
BARs

From the Workflow Change 
Request Stages window, 
Click on the next review 
STAGE (GSA – Budget Fiscal 
Review) and Select NEXT to 
submit your request.

DO NOT skip a stage.
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A Notes and Comment window will 
appear.  

Add a comment for GSA-Budget Fiscal 
if needed.  Otherwise, leave blank and 
Select SAVE.

Questica – Change Requests
BARs
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To print a copy of a BAR after 
it has been reviewed in 
Questica, locate Questica’s
main Dashboard Menu.

Select REPORTS

Reminder – A copy of the BAR will need to be attached to the department’s Board Agenda Packet for Board approval.  In 
addition, the department will need to save copy of the BAR, in Word Format, and email it to Clerk of the Board.

How to Print a Copy of a Budget Amendment 
Resolution After it has Been Reviewed in Questica.



BARs:  How to Print a Copy of Your Request
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A new tab will open titled 
REPORT CENTER.  

Place your cursor on the 
SEARCH BOX.

TYPE the word “CUSTOM” 
and hit the ENTER key.
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BARs:  How to Print a Copy of Your Request

After TYPING “CUSTOM” in the 
SEARCH BOX, a customized report 
list will appear.  

Select CUSTOM BUDGET 
AMENDMENT RESOLUTION 
REPORT



47

Select RUN PRINT REPORT 
located at the bottom right hand 
side of the screen.  

BARs:  How to Print a Copy of Your Request
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A new tab will open.  You will 
need to select a few PARAMETERS 
to find your BAR:

1.  AUTO-FILL:
2.  BUDGET YEAR:
3.  DEPARTMENT FUNCTION:
4.  ORG:
5.  CHANGE REQUEST:

BARs:  How to Print a Copy of Your Request
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BARs:  How to Print a Copy of Your Request

1.  AUTO-FILL:
Skip this section.  Do not select 
anything from the Auto-Fill drop 
down menu.  

2.  BUDGET YEAR:
Select 2022-2023
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3.  DEPARTMENT FUNCTION:
Click on the SELECT button.  A 
SELECT ITEMS window will appear.  
TYPE or SEARCH or search for the 
Department Function that is 
associated with your BAR request.

Once this is complete.  Select OK.

BARs:  How to Print a Copy of Your Request
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BARs:  How to Print a Copy of Your Request

4.  ORG:
Click on the SELECT OPTIONS
button.  A drop-down menu will 
appear with the Org. Keys that are 
associated with any department’s 
BARs that are in the process of 
being reviewed and approved in 
Questica.  

Click on the Orgs. that are related 
to the specific BAR.  Once the 
selection(s) is/are made, click the 
“X” located on the top right 
corner of the drop-down list or 
click outside the box to close it.
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5.  CHANGE REQUEST:
Click on the SELECT OPTIONS
button.  A drop-down menu will 
appear with the NAME of the 
BARs that have been prepared by 
the department.  Select the BAR 
name.

Once the selection(s) is/are made, 
click the “X” located on the top 
right corner of the drop-down list 
or click outside the box to close it.

BARs:  How to Print a Copy of Your Request
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BARs:  How to Print a Copy of Your Request

After the parameters have been 
selected, click RUN PRINT REPORT.
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BARs:  How to Print a Copy of Your Request

A Budget Amendment Resolution 
Report is generated. 

You may click on the arrows to see all 
pages.
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BARs:  How to Print a Copy of Your Request
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BARs:  How to Print a Copy of Your Request

To save a copy, select the Floppy Disk 
icon and save the report in WORD
format. 
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BARs:  How to Print a Copy of Your Request

The WORD Doc will appear at the 
bottom left hand side of your screen. 

Click on the ARROW from the Word 
Doc and Select OPEN. 

***Once the Word Doc is open and 
no further information needs to be 
added, select print. 
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***Resolution No. 2022-128



COI Live Demo
TOA and BAR 

Change Requests
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