Welcome to the WebITOMS online training tutorial. This tutorial will explain the steps on how to assign funds to an order.

Click on the Assign Order Funding Action Folder

Click on the Order ID to open the Assign Funds page.
Click on the Edit button on the TOF grid.

Enter a valid Act Number in the Act Number field and press Tab to validate it. 
Now, select a BFY from the drop-down list.

Click Add/Replace Funds link to pop up a Choose Funds page.

Enter the Funding Document number and click “Go”.
Once the search results are displayed, select the desired citation by clicking on the checkbox.

Click “Apply Citation” once you have selected all citations to be applied to the order.

Close the Choose Funds page and return to the Assign Funds page. The citations have been added to the TOF grid.

Enter the appropriate amounts in the Dedicated fields, and then click Save. Once saved, there will be a message at the top of the page confirming that the assigning of funds has been saved successfully.

This concludes the tutorial on how to fund an order.

