
BRIDGE Job Aid: How to Check the Status of a 
Base Budget Adjustment Request, Modify & 

Resubmit 

 

 

Use this process to review the status of a Base Budget Adjustment Request. You can also 
use this process to modify or resubmit a returned Base Budget Adjustment Request. 

  

Step 1: Navigate to the Base 
Budget Adjustment Module  

• Login to BRIDGE.   
• On the dashboard, select 

the Base Budget card.   
• Then, select the Base 

Budget 
Adjustment card to open 
the form.   

 

 

 

Step 2: Locate the 
Existing Request 

• Find your 
request in 
the list. 

• Check 
Agency 
Status and 
OSBM 
Status. 

• Returned 
requests will 
show Draft. 

 



 

 

 

Step 3. Review Return Comments 

• Find your request. 
• Read Returned Comments on the right to see 

what needs to be updated. 

 

 

Step 4: Open and Edit the Request 
• Right-click the request. 
• Select Add or Edit Base Budget 

Adjustment Detail. 

 

 

Step 5. Update 
Requirements or 
Receipts 
• Right-click 

Requirements or 
Receipts 
depending on the 
comment. 

• Select the 
appropriate 
Add/Edit option. 

• Enter any needed 
adjustments. 

• Click Save and 
then OK. 

 



 

 

 
 

 
 
 
 

 

Step 6. Add a New 
Adjustment 
Row (If 
Needed) 
• Right-click 

inside 
Requirement
s or Receipts. 

• Select Add 
New 
Adjustment 
Row. 

• Complete 
runtime 
prompts, as 
needed. 

• Click 
Launch, then 
OK. 

 
 

 

Step 7. Verify Updates 
• Return to the Base 

Budget Adjustment 
- Summary page 
(tab at the bottom of 
the page). 

• Confirm the 
updated values 
appear. 

 

 
 



 

 

 
 
 
 
 

 

Step 8. Resubmit the 
Request 
• Go back to the main 

BBA page (tab at the 
bottom of the page). 

• Right-click the 
request. 

• Select Change 
Status > Submit to 
OSBM. 

• Click Launch, then 
OK. 

 
 

 
 

 

Step 9. Confirm Submission 
• Agency Status: Submitted to 

OSBM. 
• OSBM Status: Under Review. 

 
 
 

 
 

Tips for Success 
• Returned requests must be manually checked within BRIDGE.  Automated 

notifications will not be sent. You check for returned requests on the Base Budget 
Adjustment form.  

• In the Action Menu, BRIDGE refers to modifications as ‘edits.’ 
• Ensure all reviewer notes have been addressed before resubmitting. 
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