How to create a budget request without receiving a
“Failed Budget Check” notification

From the search bar, type “Create Request”.
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Once you click on “Create Request”, Select “All”.
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Next, select “Budget Adjustment”
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Once selected, click “OK”.

You will then be taken to the “Budget Adjustment” template.

Budget Adjustment s

 This is to request that budgeted funds be moved from one ledger account to another.
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