
CBAT Job Aide #10 
 

HOW TO DELTE A REVENUE SOURCE IN A CAPITAL 
PROGRAM 

 
 

This Job Aide will provide the USER with the tools necessary to “Delete a revenue 
source in a capital program”. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

TIP:  
 

To log on to the CBAT Production system, you need to be sure you are using 
one of the following web browsers 

 Google Chrome 
 Edge 
 Fire Fox. 

 
 
 

IMPORTANT: 
 
In order to log on to the CBAT system, you need to have security access.  
 
To get security access to the CBAT system, please refer to Job Aide #7 – How to Request 
USER Access to the CBAT Production System 
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Step Action 
 
1. 

 
First, you need to select the capital program you will be working on by CLICKING on the 
capital program. 

Your selection is identified when it is highlighted in grey. 
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Step Action 
 
2. 

 
Since capital programs are budgeted at the “PROJECT” level, you need to CLICK on the 
“PROJECT” icon 

          
 
 

 

 
3. 

 
Next, you will be taken to the “PROJECT” page where you will find a listing of all the 
capital projects associated to the capital program you have selected.   

For this example, there is only one “capital project” associated to the “capital program” 
selected. 
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Step Action 
 
4. 

 
To begin the budgeting process, you must select the capital “PROJECT” you wish to add a new 
revenue to. 

To select the capital “PROJECT”, simply CLICK on the project. 
 
Your selection is identified when it is highlighted in grey. 
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Once you have selected the capital “PROJECT”, three icons will appear 

a. Edit Project 
b. Budget 
c. Forecast 

 
Select the “BUDGET” icon 
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Step Action 
 
6 

 
Once the “BUDGET” icon is selected, you will be taken to the budgeting page 
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Step Action 
 
7 

 
To delete a revenue source, you must first open the revenue to be deleted by 
selecting the down arrow. 

By CLICKING on the down arrow, you are expanding to the revenue box for 
budgeting purposes. 

 

 
           
 

 

Step Action 
 
8 

 
Once you have selected the down arrow of the revenue to be deleted, you will see 
that the window expanded to the budgeting page. 
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Step Action 
 
9 
 
 
 

 
Next, zero out ALL the values assigned to the revenue you have selected to be 
deleted. 
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After you have zeroed out all the values assigned to the revenue source to be 
deleted, CLICK on the “Save” icon 
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Step Action 
 
11 
 
 
 

 
After you have CLICKED on the “Save” icon, you will be taken back to the budgeting 
screen. 

 

 
 
 
 
 
 
 
 

 
Step Action 
 
12 

 
Once again, open the revenue source to be deleted by CLICKING on the down 
arrow to expand the revenue box for budgeting 
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Step Action 
 
13 
 
 
 

 
Next, CLICK on the “Remove Revenue” icon, to delete the revenue source you have 
selected. 

 
 

Step Action 
 
 
14 

 

Immediately after CLICKING on the “Remove Revenue” icon, the message box 
below will appear.  

The message box provides the User with an opportunity to abort the revenue 
deletion process, should you have deleted the revenue in error. 

If you wish to continue with the revenue deleting process, simply CLICK on the “OK” 
icon. 

 

 

 
 



   
 
 

10 
 

Step Action 
 
15 

 
After CLICKING on the “OK” icon, you will immediately be taken back to the 
budgeting screen below. 

You will notice, that the revenue source you selected to be deleted, no longer 
appears in your capital program. 

Next, CLICK on the “Save” icon to complete the process.  

 

 
 

 
 
 
 
 
 
 

 
 
 
--End Activity-- 


