
Subsidiary/Country user manual 
for HQ Support 



Initial Entry  
Page  

1. To  access the HQ Support menu, click HQ Support menu on the main page. 

- If you are not on the user list, you can not enter the menu.  

- To add user to the user list, ask your supervisor and check User Management manual. 
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1. Budget Management 



Country 
Quantity Adjustment 
Authority level:  
Subsidiary, Country 

1 2 

1. You can change #  of item in Count 
2. Total price will automatically updated         and go to Used 
3. Balance shows difference between budget and used 
4. You can not exceed budget 
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Budget Usage Check 

Authority level:  
Subsidiary, Country 

1. You can see the budget usage        
       Remaining amount is the sum of “Not allocated to Country” and “Not used” 
2. You can download the Budget list file.  
3. By Clicking ID         you can see sub linked page. (Path : Subsidiary -> Country)  
4.    By Clicking  ID        you can go back to budget allocation (Country level ID Only) 
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2. Order Management 



3. Notice 



Notice List 1. Check the list of registered notices.  
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