

Review/Approval:  Reservations
Access:

1. Click Review/Approval 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: Funds Reservation 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 Reservations under the Review/Approval menu item on the Main Menu.
	The Reservations Page should open for the desired project.  The Reserve Funds tab should be the default tab.
	Yes/No (if no, describe result)

	Under the reserve funds tab click on the funding cost center drop down menu 
	A list of funding cost should be displayed to choose from
	Yes/No (if no, describe result)

	Click in the UZA field and type in your UZA and press the tab key

The other option to display your UZA is to click on the Magnifying Glass at the top of the screen.
	The information should display in the UZA Description field, your money should populate in the Total FTA Amount and the Unreserved fields.  Your UZA should also populate under the UZA/Account FPC field.
	

	If you choose to pick your UZA and Account Class code by using the magnifying glass then click on the magnifying glass
	When you click on the magnifying glass select UZA/Account FPC box should appear.
	Yes/No (if no, describe result)

	Scroll down the list by using the bar on the side of the box and click in the box next to the UZA and account you would like to choose
	A check mark should appear in the box next to the account you choose and the option should be highlighted in blue.
	

	Click the OK icon 
	You should be returned to the reservations screen
	

	Type on your Account FPC in the  UZA/Account FPC box
	This should populate the information from your Account/FPC to the table in the lower right corner
	

	Click in Supplemental Agreement either yes or no
	A black dot will appear in the Radio Button.  
	

	Click in Reservations to reserve the funds
	This is an editable field, where you will put in the value of the funds to reserve.  
	

	Type in the value of your funds to reserve in the Reservations field and click tab
	If the funds exceed your funds available then you will receive an error message stating “Total Reservations exceed FTA Amount”.  If the funds to not exceed the amount press the tab key and a total reserved amount will appear in the box beside the total reserved field.  Your amount that is still unreserved will appear in the box beside the Unreserved field.
	

	Click the Blue diskette to save your changes
	The screen should go blank for a second and then return to the Reserve funds tab
	

	Click the Project Funding tab
	The project funding screen should appear
	

	Click in any of the fields under pending reservations
	Type in an amount.  If the amount exceeds the FTA amount you will receive the error message “Total Reservations exceed Total FTA amount”.  If it does not exceed the amount you cursor will appear in the field below the field you typed your amount into.

NOTE:  by reserving funds in this manner you will not be able to identify how much money is left to reserve.
	

	Click the OK icon
	Your screen will disappear and you will receive a message stating “Adjustments have been made to your reservations.  The available amount on one or more of your accounts has decreased or it has been modified by the budget office.  The reservations amount has been decreased accordingly” If you have reduced the reserved funds then you will be returned back to the Project Query results screen. You will be returned back the the query project results page.
	

	Click Reservations under the Review/Approval menu item on the Main Menu.
	The Reservations Page should open for the desired project.  The Reserve Funds tab should be the default tab.
	

	Click on the Change log tab
	There are no editable fields under this tab.  This tab will display any changes to your funds reservations.
	

	Click the green check that says OK
	You will be returned to the Project Query Results page
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