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j Training Guide HOW BQ RESEARCH A BUDGET ER2OR ON ,, PURCHASE CTXDER 

Instrustions darnanstrare how to determine the nature o? the 9udgai errur on a Durchase 
ordei. 

Pur*asmg, Purchase Orders, 6Vliaintairt k.jri7hase Orasrcc 
. .".,".... 
7 Purchasing 
b Requtsmans 
D Request for Quores 
b Procursment C o n t r a c L  
7 Purchase Orders 
I$. Bulld I Source POs 
P Cl?anlp~ Orders 
b Recanelle PCls 

R e v k ~  PC1 '1rtfotrnat1an 
I> Reporis 
I> BudgetYear End 

1 II(STRVCT13NS Value: tab and enter the purchase order number. Click 1 
STEP 'I Seim~h. 
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j Snter any ~ntoreriation \rm have an6 LIIcI.: S~atc l t .  LE~VF:  fields blar~'rt:;ni b I IS I  O: air vaIu8; 
I 
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i STEP ?i 
1 Circk con the hrne Exceptions tab. 
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STEP 5, 

-............. .......... 
CR& the: View %~apkicsri Detaiis icon.. 

CST 0@1212004 007 3CI 

D6T 08s12f2004 DC730 

DST 58f12'21iUC 011730 

UST 00!132004 U07311 

LIST 09M 2f2004 OGT3C 
................................................................ 

Purchase Urder F Y ~  I Line Fxcspt~ons 

- ....-.... 
Cllck the show caiiumns. rcam, 

Exception Details 

Cine Number &&&I& D!arii i~ola Line lm.!i 

1 B!&E!B!ESL~~ ,& --- ELElG D e ~ l e s m M  P m  Bud R d  
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EXPECTED RESULTS : 3ser can iiuccmsiuily researefs auclget ermrs on a purcnase order. 
{attach copies of scrpportlnq i 

> 

I reports 0: panet shots, If I 


