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Log in to your SSO  locate your SSO Menu and select CANOPY 

Hover your mouse over the FRS menu and select  Search  Account Search. 
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Once you are on the Search window, enter the SL of the account under Account Number or you may 
select the  Summary  Tab. Make sure that the Yes option is selected. Select the account you are wanting 
to make corrections.  

Click on the Transaction tab. Find the transaction/expense you would like to make corrections and click 
on Details.  
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Then Click Create DCR. 

 

Select  Create FY YYYY Document 
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Fill in the highlighted sections and click Save. 

 

 

Make sure it says Header – Record has been successfully modified (Message:  0003)  
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On the far-right side, select Correct. It will populate a second line named New Account.  

Update the highlighted area with the correct account information. Click Save. 

 

 

Then at the top of the screen under DCR Action, select 
CLOSE (checks acct and $$$) and then Submit. 

 

 

 

 

 

We need to do the same action again. This time 
select  ROUTE for approval and then Submit. 

If you scroll down, you should be able to see the 
routing process.  

 

 

 


