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	HOW TO RESEARCH A BUDGET ERROR ON A REQUISITION 

	DESCRIPTION
	Instructions demonstrate how to determine the nature of the budget error on a requisition.


	PATH
	Purchasing, Requisitions, Maintain Requisitions.
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	INSTRUCTIONS

STEP 1
	Click on Find an Existing Value tab and enter the requisition number.  Click Search.
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	STEP 2


	Click on the Budget Status Error link.
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	STEP 3


	Click on the Line Exceptions tab.
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	STEP 4 
	Click the View Exception Details icon.
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	STEP 5
	Click the show all columns icon.

[image: image6.png]Exception Details

TransactionType:  Purchase Requisition

Requisition ID: 0000003890

Transaction Line

Line Number Schedule Distribution Line
1 1 1

Budget Exception Detals and the Budget lems
|/ Budget charteas

Business Ledder

Twe Dot " Group  Account Fund  Department Program Project  BudRef
fWaming 00730 DETAL 64362 2083  HO052 D025 NA BP2005
2Emor 00730 ORG  BSO0S 2083 HOOSZ  D1025 NA BP2005
3Waming 00730 ORG  BS003 2063  HOOS2 D025 N BP2005







	STEP 6
	Review the Exceptions with the Type Error.
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	EXPECTED RESULTS

(attach copies of supporting reports or panel shots, if desired)
	User can successfully research budget errors on a requisition.
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