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	HOW TO RESEARCH A BUDGET ERROR ON A PURCHASE ORDER 

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


	PATH
	Purchasing, Purchase Orders, Maintain Purchase Orders.
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	INSTRUCTIONS

STEP 1
	Click on Find an Existing Value tab and enter the purchase order number.  Click Search.
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Enter any information you have and click Search. Leave fields blank for a list of all values.
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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.
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	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 purchase order.
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