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The Budget Department maintains the Budget documentation for the Internet and Intranet. The process for uploading the appropriate documents to their respective areas on-line is described below: 

Monthly Budget Document:  (Displayed on the Intranet)
1. The monthly Pagemaker files are exported as a PDF files to the local hard drive of the budget department person responsible.

2. That person then, using Internet Explorer, proceeds to the Intranet admin area at http://204.115.144.82/Login/Default.asp. Assuming that the person is a valid user, they enter their user name and password and with successful authentication are directed to the Budget menu. There they can choose to update the Budget documentation.

3. The user clicks the “Budget Information” button and is taken to the menu.

4. Once on the menu page, they click the “Upload Monthly Budget File” 

5. On the upload page, the user is directed to Browse their hard drive to find the appropriate monthly pdf file (i.e. for January, the file should be named “jan.pdf”) file they wish to upload using a Windows Explorer type interface. When they have located the file on their hard drive, they click on it, then click “open”. The browse window should close and the file path and name should be in the text box next to the browse button. 

6. When ready, the user clicks the “Upload” button. The system does not alert them they are writing over the existing file with the same name.

7. After a successful upload, the user is shown that 1 file has been uploaded. They are also asked to verify the file is correct by clicking on the provided link.

8. After verifying the link, they should go back 2 pages in their browser and log off the system.

Annual Budget Document: (Displayed on the Internet)
9. The complete Annual Budget Book Pagemaker file is exported as a PDF file by the name “ab.pdf” to the local hard drive of the budget department person responsible.

10. That person then, using Internet Explorer, proceeds to the Intranet admin area at http://204.115.144.82/Login/Default.asp. Assuming that the person is a valid user, they enter their user name and password and with successful authentication are directed to the Budget menu. There they can choose to update the Budget documentation.

11. The user clicks the “Budget Information” button and is taken to the menu.

12. Once on the menu page, they click the “Upload Annual Budget File” 

13. On the upload page, the user is directed to Browse their hard drive to find the “ab.pdf” file they wish to upload using a Windows Explorer type interface. When they have located the file on their hard drive, they click on it, then click “open”. The browse window should close and the file path and name should be in the text box next to the browse button. 

14. When ready, the user clicks the “Upload” button. The system does not alert them they are writing over the existing file with the same name.

15. After a successful upload, the user is shown that 1 file has been uploaded. They are also asked to verify the file is correct by clicking on the provided link.

16. After verifying the link, they should go back 2 pages in their browser and log off the system.
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