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GL.020.041 - Update Allocation Step
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to update the Budget Reference year in an allocation step. At the end of each year, some allocation steps will require the budget reference field be updated. The following business process walks users through this process.

Topic Objective:
Upon completion of this topic, you will be able to:
- Update an Allocation Step for the next fiscal year.



	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

For this topic, imagine that you need to update the NONOPISTAT allocation step to reflect the new Budget Reference year. Let's see how this is done.

	Step
	Action

	1. [bookmark: ID0x00000357] 
	Click the Allocations link.


	2. [bookmark: ID0x00000358] 
	Click the Define and Perform Allocations link.

	3. [bookmark: ID0x00000359] 
	Click the Define Allocation Step link.

	4. [bookmark: ID0x0000035A] 
	Enter "NONOPISTAT" in the Allocation Step field. 

Note: The value specified in this example is representative. Users should not infer NONOPISTAT is the only allocation step to update. Please verify all allocation steps each year.

	5. [bookmark: ID0x0000035B] 
	Click the Search button.


	6. [bookmark: ID0x0000035C] 
	Click the Target tab.


	7. [bookmark: ID0x0000035D] 
	Enter "2009" in the Budget Reference Value field. 

	8. [bookmark: ID0x0000035E] 
	Click the Offset tab.


	9. [bookmark: ID0x0000035F] 
	Enter "2009" in the Budget Reference field. 

	10. [bookmark: ID0x00000360] 
	Click the Save button.


	11. [bookmark: ID0x00000361] 
	Congratulations. You have just completed the Update Allocation Step topic. Below is the key concept of this topic:

- At the end of the Fiscal Year all allocations should be checked to see if any updates need to be made for the next year.
End of Procedure.
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