
Entering a New Budget 
 

When you create a budget or set allocations in EARS and you want to enter that in ServTraq You will 

need to start in the Administration section of ServTraq.  

 

Under Administration click on “Agency details” then find the word “contracts” in the left hand 

navigation column and click on it. You should now be able to see the contract you would like to budget 

for, click on the contract number to access that contract. 

  

 

When you have clicked on the contract number you will be taken to the “Edit Contract” screen. Find the 

Section marked “Programs”. Here You will see what programs you have associated with that contract. 

 



 

Click on the arrow to view the program budget groups for that program 

 

 



You will want to match it to the EARS report for the program year. 

 

 

To access the budget line items for each budget group, click on the arrow for that budget group 

 



Click on the pencil and paper icon to edit this budget line item. Once you have finished click the floppy 

disk icon to save. 

 

 

Continue this process for each budget group and its associated budget line items. 

To mark the expenditure of the allocated amounts, Go to the Weatherization tab, then the 

“weatherization admin” section and click on “Contract Expense Entry” 

 

 



Make sure to enter you Contract Expense Entry Parameters at the top. Select the appropriate contract 

and Program. 

ServTraq is set up for you to enter your expenses after each report period. Select the appropriate report 

period and then you can click the paper and pencil icon for each Line Item you wish to edit. 

 

 

Enter the amounts and click the floppy disc icon to save. Continue this process as needed. 

 

 

To run reports on the expenditure go to the Reports tab, then “weatherization reports” then near the 

bottom of the list you will find “Contract Expenditure Progress” You can pick the print version of the 

report or the standard version. 



 

 

This report will show you the program, budget group, line item and its allocation, current amount, 

reported amount and remaining amounts 

 



 


