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Instruction 1:  From the Main Summary Page click on Add Recipient
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Instruction 2:  
a)  In the Recipient Agency Name type in Turning Point of Lehigh Valley Inc. – Northampton 
b) Hit search; you will get no results
c) Click on Add New Recipient

Instruction 3:  The following screen will appear:
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Instruction 4:  Complete the information on the Agency Details screen shown above with the Agency Name Turning Point of Lehigh Valley Inc. – Northampton the remainder of the information will be the  same information you use for Turning Point Lehigh Valley Inc. 

Instruction 5:  Hit Save (this will create a new recipient agency so you can prepare a budget for the expenses associated with serving Northampton County. This will take you to the Main Summary Page.  
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Instruction 6: You will now see the newly established Recipient Agency reflected as shown in the screenshot above.  Hit the save button at the bottom of the page
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Instruction 7:  Click on the Budget Detail line as shown in the screenshot above.
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Instruction 8:  The Budget Setup screen will appear.  Turning Point of Lehigh Valley Inc. – Northampton will appear in the Recipient Agency Name column.  Please mark each Recipient Agency as an Agency Budget.

Instruction 9:  You will now have a separate Budget for each county you service.  Click on the desired county and complete the budget as normal.
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'BUDGET SETUP
'BUDGET SETUP DEFINITIONS.

‘Master Budget - Provides one “overall” budget consisting of PCCD's standard budget categories (Personnel, Benefits, Travel, Equipment, Supplies, Consutants, Construction, Other).

Agency Budget - Provides a separate budge(s) within the Master Budget, allowing specific departments within 3 county o input their budget line item detail (Agency Budget) separate from the Master Budget.
These costs willthen be consolidated into the Master Budget categories.

Pass Through Budget - Select when funds are being passed through the applicant agency to other organizations or contractors (senice providers). Allows for the input of a separate budget, including budget line
item details,for these organizations. The total of each Pass Through Budget will be incorporated into the Consultant category of the Master Budget.

Click the Help bution in the upper right corner for examples.
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