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Budget Check a Purchase Order from the PO Page 
 

Budget check is now available on the PO Header. Users can go to the PO header and click the icon to budget check 

the purchase order. This feature will only be available to individual Purchase order’s.  Agencies will not have access to 

Budget check a batch of PO’s. 

 

Navigation:  

 
Nav Bar > Menu > Core-CT Financials > Purchasing > Add/Update PO 
 
Or 
 
Select Core- CT Financials  
Click the Purchasing tile  
Click Add/Update PO tile 
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1. Click Find an Existing Value. 
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2. Enter Business Unit. 
3. Click Search 
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4. This purchase order is Dispatched/Valid therefore the purchase order has already been 
Budget Checked. 

 

 
 

5. If a purchase order is not valid and displays Approved / Not checked, the Agencies can now 

budget check directly on the PO header by clicking the Budget Check icon . 
 

 
 

 



 Budget Check a Purchase Order from the PO Page 
Updated as of: November 21, 2024 

 
 

   Page 5  

 
 

6. After the PO is successfully budget checked, the PO will display Approved/Valid. 
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Budget checking Tips… 
 

• The Purchase order is required to be fully approved before you can budget check. If you 
click on the Budget check, it will run the process, but it will stay as not checked. This PO 
will not be Budget checked.  

• This feature will only be available to individual PO’s.  Agencies will not have access to 
Budget check a batch of PO’s. 

• An important thing to remember is the budget check runs through Batch automatically at 
10, 12, 2 and overnight. This new feature is in place in case you need to run the budget 
check in between these times, but it is not to replace the normal batch. It is also important 
to not budget check during the normal batch times, but don’t worry if you accidently run it 
at the same time the system will stop you. 

• Purchase Order In Error: If a purchase order does not successfully budget check it will 
Approved/ERROR. In this case, the buyer is required to find the budget discrepancy, adjust 
the PO, submit for approval and re budget check the PO. 

 
 

 
 


