

Review/Approval:  Access: Deobligation

1. Click Deobligation on the Main Menu.

2. On the Query Applications page, select Year: 2001.

3. Select Active/Closed: Active.

4. Select Amend: Current.

5. Select Project Status: Deobligation Required
6. Click Submit Query on the Query Applications page.

7. Select any project from the Project Query Results page by clicking the row on which the desired project appears.  

	Click Deobligation under the Review and Approval menu item on the Main Menu.
	The deobligation page will appear
	Yes/No (if no, describe result)

	Click the radio button underneath of Type of funding
	This will allow you to choose which type of funding the grant falls under.
	

	Click the highlighted box underneath of the Acct Class Code-FPC field
	This will allows you  to choose the ACC-FPC you would like to deobligate from.
	

	Click the Account Class codes –FPC 
	This will populate an amount in the table to the bottom right

NOTE: scroll through to find the Account Class Code-FPc that has an amount in the Acct-FPC total Unliq. Balance field.
	

	Click in current deobligations
	The zeros will disappear and the box will indent
	

	Type in the amount you would like to deobligate and press the tab key
	An amount will appear in the box beside Current deobligation amount and the amount will change in the box under current Deobligations.

NOTE: If the amount you are trying to deobligate then you will receive an error message stating “Deobligation amount may not exceed the Acct-FPC unliquidated balance. Resetting to prior value.  Clcik the ok button and you will be returned to the deobligation screen and your values will be reset.
	

	Click the OK button
	You will be returned to the Project Query Results page
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