
HOW TO REACH YOUR BUDGET REQUEST FOLDER ON-LINE:


1.
Log on to your computer.


2.
On your desktop, find the icon folder labeled “02-03 Budget Req.”  Double click on the icon.


3.
Click on the folder labeled “HS.” 


4.
One of the files should have your name on it. Double click on this folder and a request form should appear.


5.
Fill in the line item budget requests. 


6.
Save and close.
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