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EP.080.070 - Updating BUD REF for all Requesters at YE

	1.  
	Click the BOR Menus link.
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	2.  
	Click the BOR Purchasing link.
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	3.  
	Click the BOR PO Use and Processing link.
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	4.  
	Click the Update Requestor Budget Ref link.
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	5.  
	Click the Add a New Value tab.
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	6.  
	Enter a valid value e.g. "budrefupdt" in the Run Control ID field. 

	7.  
	Click the Add button.
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	8.  
	Confirm the Business Unit and Budget Reference fields are populated correctly and update if necessary.

	9.  
	Click the Run button.
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	10.  
	Click the OK button.
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	11.  
	Click the Process Monitor link.
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	12.  
	Click the Refresh button.
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	13.  
	Click an entry in the Details column.
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	14.  
	Click the View Log/Trace link.
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	15.  
	Click an entry in the Name column.
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	16.  
	Congratulations. You have just completed the Updating BUD REF for all Requesters at Year End topic. Below is a summary of the key concepts of this topic.

- The BUD REF default for all Requesters should be update at year end each year.

- The BUD REF, along with the Budget Date, determines to what budget year the PREENC is charged.

End of Procedure.
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