Budget Amendment Approval
1) Select Finance.
2) Select Budget.
3) Select Budget Transfer Approvals.
4) Click the Update button.
5) The cursor will be under the “Code” heading for the first amendment to be approved.
6) To view the amendment, click the “View Journal” button.

a. When the next screen comes up, click the “Lines” button to see the actual budget codes on the amendment.

b.  To exit the budget amendment, click File & Exit on the Budget Amendment Detail Lines screen.

c. Also click File & Exit on the budget amendment entry screen. 
7) To approve the amendments, put an “A” in the “Code” column next to each amendment.
8) To reject an amendment, put an “R” in the “Code” column on that line.  It will take you to a comment field where you can put an explanation of why it is being rejected.


9) When you are through either approving or rejecting the budget amendments click the green check mark.
10) All the amendments that you took action on will disappear.

11) Select File & Exit to exit the budget amendment approval screen.


Please contact John McGee x 2224 with questions.
