
Web Tutorial: How to Create or Modify a Budget 

 

Create Budgets 

1 

A. Login 

B. Click My Account 

C. Expand (+) Site Administration 

D. Click Budgets 

E. On the Budgets page, click Create 

New Budget to begin 

F. Enter criteria for any or all  

selections 

G. Select Control Policies 

H. Click Submit 
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View/Modify 

A. Log-in 

B. Click My Account 

C. Expand (+) Site Administration 

D. Click Budgets 

E. Click View/Modify 
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Modify Budget 

A. Modify the amount of the budget, 

unit item price or quantity limits 

on individual items for order. 

B. Modify the control policies. 

C. Click Submit and Apply to Addi-

tional Locations. 

D. Check the box for locations you 

want to add or uncheck the box if 

you want to remove. 

E. Click Apply, a notification will ap-

pear that the budget has been 

applied to the following locations 
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