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Use this procedure to enter an allocation (ALOC). Allocation is an optional distribution, dependent upon agency requirements.
Use the following menu path(s) to begin this transaction: Funds Management [image: ] FM Process Budget Execution and Distribution [image: ] Record/Maintain Budget Authority [image: ] Enter allocation/Sub-Allocation.
[image: ]ENTER FOLLOWING INFORMATION:
1. Process – Drop down and Select “Transfer”
2. Document Type – Drop down and Select “ALOC” (Allocation)
3. Version  “0” or Drop down and Select

SENDER 
4. Fiscal year – “2011” Current Year
5. Fund – AR0001BASE (Annual Fund)
6. Budget Period – 1111 (Annual Fund)

RECEIVER
7. Fiscal year – “2011” Current Year
8. Fund – AR0001BASE (Annual Fund)
9. Budget Period – 1111 (Annual Fund)

[image: ]
ENTER THE SENDER INFORMATION (First Line):
10.  -/+  “-“
11. Fund Center “AR01000000”
12. Type “4610”
13. Funded Program
14. Functional Area “AGDEFAULT”
15. Commitment Item “ALLOBJECTS”
16. Amount “ 500.00”
ENTER THE RECEIVER INFORMATION (Second Line):
17. -/+ “+”
18. Fund Center “AR01099000”
19. Type “4610”
20. Funded Program
21. Functional Area “AGDEFAULT”
22. Commitment Item “ALLOBJECTS”
23. Amount “ 500.00”
24. Text “ Description”
25. Click “ PREPOST”   
26. Print Screen or write down Document #

Use the following menu path(s) to begin this transaction: Funds Management [image: ] FM Process Budget Execution and Distribution [image: ] View and Approve Budget Authority [image: ] Approve Allocation/Sub-Allocation
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1. Click “Menu”
2. Select “Edit and Find”
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1. Enter “Document Year”
2. Enter “Document #”
3. Click Check
4. Select “Menu” and Click “Display/Change”
* Verify that all information is entered correctly
5.   Click “POST”   
6.   Print Screen 
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