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Deleting a Distribution 

1. Navigate to: My Task List > Budget Preparation > Manage position and employee >
Maintain filled positions.

2. Right-click the Name/UFID of the individual field.

3. Select Edit Employee Details.

4. Click the Distributions tab.

5. Select the Allocation you wish to delete. Right click to select Delete Distribution Information.
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The distribution is deleted. 

6. Click in the Percentage Allocation field of the remaining allocation. 

7. Enter "100". 

Remember, the lines must add up to 100. 

8. Click the Save button. 

 
 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/  

 

mailto:helpdesk@ufl.edu
http://cfo.ufl.edu/administrative-units/budget/

	Deleting a Distribution

