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SUPPLEMENTAL BUDGET 

REQUESTS
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SUPPLEMENTAL REQUEST OVERVIEW

Supplemental Budget Requests 

for the current fiscal Year that 

have a non-net-zero impact will 

now be made directly via PBCS 

for approval. 

Upon approval, the request will 

be moved to a budget 

adjustment reflected in the total 

budget and ERP Budgetary 

Control.

To access Supplemental Budget 

Requests:

Select the Supplemental 

Budget Req Card
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SUPPLEMENTAL REQUEST FORMS

Supplemental Budget Request Selection

Supplemental Budget Request Input

Supplemental Budget Request Review
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SUPPLEMENTAL REQUEST SELECTION 
FORM

The Supplemental Request 

Selection Form is the starting 

point for Users to make 

Supplemental Budget Requests 

for the current fiscal year that 

have a non-net-zero impact. 

Users will make selections in the 

first open/available 

Supplemental Request Row and 

become the owner of that 

Supplemental Request.

Supplemental Requests with the 

Status of Approved or In 

Process will no longer be open 

for input.
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SUPPLEMENTAL REQUEST AREA 
OWNER

Similar to Strategic Requests, 

The Supplemental Request 

Area Owner Drop-Down Menu

contains a list of Level-2 and 

Level-3 Organizations for users 

to select the appropriate owner 

of the Supplemental Request.
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SUPPLEMENTAL REQUEST APPROVAL 
STATUS

Similar to Strategic Requests, The Supplemental 

Request Approval Status will be updated by the 

Treasurer’s Office as Supplemental Requests are 

reviewed. 

Approval Statuses Include:

Approved – Added to Budget and Sent to ERP

In Process 

Pending Review 

Not Approved 

Supplemental Requests with an Approved or In 

Process status will be closed to the Users for 

editing.
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SUPPLEMENTAL REQUEST 
DIRECT LINK TO INPUT

Upon making a Supplemental Request Area Owner Selection, Users 

should move to the Supplemental Request Input Form.

In order to move to the Input Form, Users should right-click on their 

Supplemental Request and then select  “Go to Supplemental Budget 

Request Input Form” from the top of the pop-up menu. Right-clicking is 

the preferred method because it will automatically put the correct 

Supplemental Request in the POV.
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SUPPLEMENTAL REQUEST INPUT 
FORM The Supplemental 

Request Input Form 

will be the location 

for Users to input 

Revenues and 

Expenses. 

This form can be 

accessed via Right-

Click from the 

previous form and 

the Supplemental 

Request # that was 

right-clicked on 

should match the 

Supplemental 

Request # in the 

POV.

Strategic Request Input Form 

with data entered by a User

NEW Supplemental Request 

Form with no data yet
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SUPPLEMENTAL REQUEST INPUT ADD ROW

The Supplemental Request Input Form will be 

blank upon opening when starting a new 

Supplemental Request. 

To begin inputting data, Users can right-click on any 

cell in the form and select “Add New Row to 

Supplemental Budget Request” from the top of 

the pop-up menu. Additionally, Users can access the 

same pop-up menu by clicking on Actions.

“Add New Row to Supplemental Budget 

Request” will open a window for Users to select 

Account, Organization, Category, Program, and 

Fund. Users can key in member names or use the 

Member Selector.
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SUPPLEMENTAL REQUEST INPUT ADD ROW

Upon making selections, by either keying in the member name or using the Member Selector, Users should 

click “Launch”. This will create a row on the Supplemental Request Input Form for the user to input data 

and comments for 3 years. Users can add as many rows as needed for their Supplemental Request.

NOTE: All members selected 

must be Level-0 to allow for 

input
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SUPPLEMENTAL REQUEST REVIEW 
FORM

The Supplemental Request Review Form allows Users to view All Supplemental Requests, grouped 

by approval status, within their Organization alongside the Prior Year Actuals, Current Year Forecast 

and Current Year Budget. Any requests within Approved Supplemental Requests have been sent to 

ERP Budgetary Control.


