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Pass to Override Budget Officer at Header Level 

 
NCAS users will now be able to select the ‘Pass to Budget Officer’ check box at the header as well as line 
item level on change orders. Only lines that fail due to unavailable funds are eligible to be passed to the 
budget officer for approval. The Override Funds Exception functionality remains the same (The Override 
Funds Exception box will always appear at the line item level).   
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1. Click the ‘Change’ button on the PO that failed encumbrance. The ‘Pass to Budget Officer’ checkbox 

appears in the header directly under the ‘Transmit to Supplier?’ check box. The ‘Pass to Budget 
Officer’ checkbox is unchecked but editable. 

 
2. Check the ‘Pass to Budget Officer’ check box and select ‘Submit’. 

 
 
 Note:   The ‘Pass to Budget Officer’ field can also be edited at the line item level. 
 
  

‘Pass to Budget 
Officer’ check box 
available at the header 
level on change orders.

‘Pass to Budget 
Officer’ check box also 
available at the line level 
on change orders. 


