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Instructions for Budget Request Submission 

Budget Request Home Page 

'ĞŶĞƌĂů�ŝŶĨŽƌŵĂƚŝŽŶ�ĂďŽƵƚ�ƚŚĞ�ĂŶŶƵĂů��ƵĚŐĞƚ�ƉƌŽĐĞƐƐ�ĐĂŶ�ďĞ�ůŽĐĂƚĞĚ�ŽŶ�ƚŚĞ��ƵĚŐĞƚ�KĨĨŝĐĞ͛Ɛ�ǁĞďƐŝƚĞ͗�

�ƵĚŐĞƚ�WƌŽĐĞƐƐ�tĞďƐŝƚĞ��

dŚŝƐ�ƐŝƚĞ�ŝŶĐůƵĚĞƐ�ƚŚĞ�ĂŶŶƵĂů�ďƵĚŐĞƚ�ƉƌŽĐĞƐƐ�ƚŝŵĞůŝŶĞ͕�ŝŶƐƚƌƵĐƚŝŽŶƐ͕�ĂŶĚ�ůŝƐƚŝŶŐƐ�ĨŽƌ�ĚŝǀŝƐŝŽŶ�ďƵĚŐĞƚ�

ŚĞĂƌŝŶŐƐͬƉƌĞƐĞŶƚĂƚŝŽŶƐ�;ǁŚŝĐŚ�ǁŝůů�ďĞ�ƵƉĚĂƚĞĚ�ŽǀĞƌƚŝŵĞ�ĂƐ�ƚŚĞǇ�ĂƌĞ�ƐĐŚĞĚƵůĞĚͬĚĞǀĞůŽƉĞĚͿ͘�

dŚĞ��ƵĚŐĞƚ�ZĞƋƵĞƐƚ�ŚŽŵĞƉĂŐĞ�ĐĂŶ�ďĞ�ůŽĐĂƚĞĚ�ŚĞƌĞ͗��ƵĚŐĞƚ�ZĞƋƵĞƐƚ��

dŚŝƐ�ƐŝƚĞ�ƌĞƋƵŝƌĞƐ�Ă�ůŽŐŝŶ�ĂŶĚ�ĐĂŶ�ďĞ�ĂĐĐĞƐƐĞĚ�ďǇ�Ăůů�ƵŶŝǀĞƌƐŝƚǇ�ĞŵƉůŽǇĞĞƐ͘���

Submitting a Request 

dŽ�ƐƵďŵŝƚ�Ă�ƌĞƋƵĞƐƚ͕�ĐůŝĐŬ�ŽŶ�ƚŚĞ�ƉƵƌƉůĞ�͞^Ƶďŵŝƚ�EĞǁ��ƵĚŐĞƚ�ZĞƋƵĞƐƚ͟�ďƵƚƚŽŶ͘���Ǉ�ƐƵďŵŝƚƚŝŶŐ�Ă�ƌĞƋƵĞƐƚ͕�

ǇŽƵ�ĂƌĞ�ĂƚƚĞƐƚŝŶŐ�ƚŚĂƚ�ǇŽƵ�ĂƌĞ�ĂƵƚŚŽƌŝǌĞĚ�ƚŽ�ƐƵďŵŝƚ�ƚŚĞ�ƌĞƋƵĞƐƚ�ŽŶ�ďĞŚĂůĨ�ŽĨ�ǇŽƵƌ�ĚĞƉĂƌƚŵĞŶƚ͘�

https://login.microsoftonline.com/login.srf?wa=wsignin1.0&whr=wcu.edu&wreply=https://account.activedirectory.windowsazure.com/applications/signin/BudgetRequests/757134ca-83c2-47e8-853a-b4e36017c4d7
https://www.wcu.edu/discover/campus-services-and-operations/budget-office/budget-process/
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�ƚ�ƚŚĞ�ĞŶĚ�ŽĨ�ƚŚĞ�ĨŽƌŵ͕�ƵƐĞƌƐ�ǁŝůů�ƉƌĞǀŝĞǁ�Ăůů�ĞŶƚƌŝĞƐ�ŽŶ�Ă�ƐŝŶŐůĞ�ƉƌĞǀŝĞǁ�ǀŝĞǁ͘��hƐĞƌƐ�ĐĂŶ�ƐĞůĞĐƚ�ƚŽ�ƐĂǀĞ�

ƚŽ�ĚƌĂĨƚ�ŝĨ�ĂĚĚŝƚŝŽŶĂů�ĞĚŝƚŝŶŐ�ŝƐ�ŶĞĞĚĞĚ�Žƌ�ƐƵďŵŝƚ�ŝĨ�ƚŚĞ�ƌĞƋƵĞƐƚ�ŝƐ�ĐŽŵƉůĞƚĞ͘�

Viewing University Requests (drafts, this year, and last year) 

>ŝŶŬƐ�ƚŽ�Ăůů�ƌĞƋƵĞƐƚƐ�;ĚƌĂĨƚ͕�ƐƵďŵŝƚƚĞĚ�ƚŚŝƐ�ǇĞĂƌ͕�ĂŶĚ�ƐƵďŵŝƚƚĞĚ�ůĂƐƚ�ǇĞĂƌͿ�ĂƌĞ�Ăůů�ĂǀĂŝůĂďůĞ�ŽŶ�ƚŚĞ�ďƵĚŐĞƚ�

ƌĞƋƵĞƐƚ�ŚŽŵĞ�ƉĂŐĞ͗��ƵĚŐĞƚ�ZĞƋƵĞƐƚ�

Cancelling or Changing a Submitted Request 

dŽ�ĐĂŶĐĞů�Žƌ�ĐŚĂŶŐĞ�Ă�ƐƵďŵŝƚƚĞĚ�ƌĞƋƵĞƐƚ͕�ĐŽŶƚĂĐƚ��ůŝƐŽŶ�:ŽƐĞƉŚ�ŝŶ�ƚŚĞ��ƵĚŐĞƚ�KĨĨŝĐĞ�;ǆϯϬϰϮ͕�

ĂũŽƐĞƉŚΛǁĐƵ͘ĞĚƵͿ͘�
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