
fminirra Guide 

DESCRtPnOA! 

PATH 

IhlSTRUCTlCJWS 
STEP '1 

i j HOW TO RESEARCH A BUDGET ZRROE ON A REQU~S~TION I 
I 

lnsrrucliona dsmortstiats how lo determine the n a t ~ r s  of the budge: error en a. requ~sitlon. --? i -- 1 Purchasing, Requisitions, ~ainiainxequisitians. 
t 

i 
i 

D itsrns 
b Cost Accounting 
[4. Vsrrdors 
7 Purchasing 

Requisjflctn~ 
5 Reconciie Requisitions 
k Review Requisitton 

tnbrmatian 
b Reports - Ma~ntain Reaursitinr~s 
- Aa~rave Amaunts 
-- Antnrove Char tF leU 
- Rcr.aue.stitienu!sitinurs - Load Rsauislt~ons - U~tfate Dron Ghl#menbz 
". &&&&&& 
- Entw Event Reaues1 

&ggg&ecxuisifinn 
Reasfs - &proval \@nrMmt 

....... 
8. - , "  * , 

1 Ctick on Find. an Existing Vakue tab and enter taa aeqursiiio~i number. Zilch Searcr,. I 
j ! 

F%eegatislaic~sas 
Use the following ssarch to lookfat an ex!silng F:equ!31fron. 

F&q&aion DR [ begins Gvitn 3 [0000~0389[; 

- 
L Cam SenoRa~e 



- 
STEP 3 

- 
ick on the Line E X G B ~ ~ ~ O ~ G  tab. 

OR[; 

CJRG 

OR3 

ORG 

OR0 

D R TY 

URG 

ORG 



- ,, -.- 
: STEP 4 i .sbk.& view f ~ @ p e a ~  Det~[lg. . ~ o r . ~  

1 ! I " j 

i p m w w -  ....__._ . ................. hcepa'mm - i i 

i STEP 5. the show aatPi cokurrnnc icon, 
I 
I t -1 

Tr'&wm0ll Tyw: Purchase Reqursifrori 

Req&#ian m 00000GJ890 

k c  D&nadmtr, Bud Wf 
! 

!&I 
; ' I  0973G PET.Rlt 5>'.36? %Of;?. Mflfifi? Ci? ??4 t.L& RP2llDf1 
: .  
j 1 '2 Error OUT30 I jRG 050C19 2363 r-1305:) C31025 NA BF711105 

j i 5 \warnin$ O U U ! j  f i ~ ~ ;  85009 20Gy ~ 1 0 ~ 5 7  ~ 1 0 2 5  1 . 4 ~  
. . . . . . . .  : :  . . . .  . . . . . . . . . . . . . . .  . . . . . . . . . . . . . . . . . . . .  
BP2005 



----- --. . . . .-. . . . - ---. - . . - -- -. . 
i SrEp & i Review the ExceptBono with the Type Esmr.. 

I ' ?VllsmingDD73<f U a A I t  5436'2 2063 MI051 Dl025 M& RF,700S Hucqet and Areg  
C I ~ ~ H  DUter 1 / a 7 3 0  ORB B50W 20.3 ti052 Dl V25 MA BP2005 &-8 

i 
i 
3 

8r20D5 Buwet wd Acctg 3 Warrnng DDtSU OR2 B'J0OEI 2063 HOGS? Di025 MP. 
bab Dllier I 

-- -- ---- 
{ EXPECTED RESULTS User can auccessiiuliiy r5s~arcl-t budget errors or; sa requisition 
1 ~adgtach copies of supporkihing 

reports or panel shots, If 


