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Adjusting a Distribution 

1. From the My Task List > Budget Preparation >Manage position and employee data >
Maintain filled positions form,

2. Right-click on the employee for which you wish to change the distribution.

Right click here 
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3. Click the Edit Employee Details option

4. Click the Distributions tab.

5. Click the Entity Segment drop down field for the desired allocation.
(You may need to click the current Entity value to see the drop down arrow.)

6. Enter the desired Entity number into the field. (e.g., "D_1302".)

7. Click the desired Entity.

8. Click the Fund Segment drop down field.
(You may need to click the current Fund value to see the drop down arrow.)

4. 

5. 
6. 

7.
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9. Click the desired Fund/Budget Reference/Source of Funds option (e.g., 101-CRRNT-
NO_SOF).

10. Click the Program Segment drop down field.
(You may need to click the current Program value to see the drop down arrow.)

11. Click the desired Program option (e.g., PRG_1100)

12. Click the Save button.

8. 

9. 

10. 

11.
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Notice the yellow fields no longer appear once you save your changes. 

If you need help with… 

• Technical issues, contact the UF Help Desk:
o 392-HELP(4357)
o helpdesk@ufl.edu

• Policies and Directives, contact the UF Budget Office:
o 392-2402
o http://cfo.ufl.edu/administrative-units/budget/
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