
Budget Checking Report 
This report will show you if any of the accounts you used on a requisition are over budget. If so, 
please code the expense to another account or contact the Accounting Department.  
 

1. Go to My Workflow > Purchase Requisitions 

 
Note: If you have any requisitions that need to be approved, you will see a bolded number.  
 

2. Click the checkbox for each requisition you would like to check the budget on.  
 
 
 
 
 
 

3. Go to Actions and select Check Budget from the drop down menu. 
 
 
 
 
 
 

4. Select the bubble for Show All Accounts Over Budget and Group by Requisition/PO.  
 
 
 
 
 
 
 
 
 

5. Click the OK button to run the report. 
 

6. Your report will appear in the bottom left hand corner of the screen. Click on the arrow next to 
the report and select “Open” to view the report.  

 
 
 
 

7. Any accounts that are over budget will appear on your report. You may need to recode the 
expense or contact the Accounting Department for help.  


