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How to Amend Your EANS T
Funding

LANS AMENDMENTS WILL BE DUE THE 15T OF EACH
MONTH AND SUBMITTED VIA JOT:0RM .
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1. Create a new tab
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approved budget.

OPEN YOUR ALREADY APPROVED BUDGET. RIGHT
(LICK ON THE TAB “SHEET 1™ AND SELECT
"MOVE OR COPY "

2. Select create a
copy and rename

3. Color code your

u anges.

the new tab requested changes
CREEN - AN ADDITIONAL LTEM

RENAME YOUR COPLED TAB B RED - A REMOVED [TEM

DOUBLE CLICKING ON THE TAB AND YELLOW - A CHANGE WITHIN APPROVED

TIPING " AMENDMENT 1* OF ITEMS

WRICHEVER AMENDMENT TRIS I

VA N2

4

-

DOUBLE CHECK YOUR GRAND TOTAL TO ENSURE IT DOES NOT EXCEED YOUR APPROVED
PLANNING ALLOCATION . ONCE YOU HAVE CONFIRMED YOUR AMOUNTS AND
CHANGES SUBMIT YOUR REQUEST TO OUR JOTEORM BY CLICKING

AMENDMENTS WILL BE REVIEWED AFTER THE FIRST OF EACH MONTH. @

{OURE ALL SET - ALWAYS FEEL FREE TO REACH OUT WITH ANY QUESTLONS - AND HAVE A WONDERFUL
DAY!
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4. Check your totals and
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