Finance Self ServiceMultiple Line Budget Transfer

The Multiple Line Budget Transfer Form is the same as the Budget Transfer Form except that it allows
Budget transfers up to five FOAPAUNd, Organization Account,Program,Activity, Location). In each
document created, the pluses (transfers to) must equal the minuses (transfers from). These amounts
must offset one another and add up to the Document Amottieaediscuss the appropriate use of

these designations with yolBudget Representative

Toaccess Financial S8grvice:
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3. Torun a query click on thdy Budget Transferbutton.

Creating a Multiple Line Bdget Transfer:

To begin, click on the Create Journal button in the upper right corner of the ‘ ‘
screen.




In the popup box the user must provide the following information. This is the general information
required to begin the request:

1. Transaction Date

2. Distribution Total,
which should equal the
amount of the entire
document (credits + debits)

3. Journal Type (there is only
one option to selectBDT
Budget Transfer Ru)e

4. Description

EnterBudget Period

6. The user has the
option to provide
Public commentdor

o



Another popup box wll appear where the user will enter the below required information to compose

the first Accountindine of the Budget Transfer request:

2. Enter theAccount
3.

1. Enter theFOAPAL Vaes (the
Indexwill provide a shortcut to the
Fund, Org, Program and Location
Codes)



Follow the above steps to add the next line to the document.

PLEASE NOT&edits and debits should always match. If one line is entered with $100 debit, there
MUST bdine(s)enteredtotaling a$100 credit.

To edit an Accounting line, click tre lineand thepop-up box will open to allow the user to make edits
and save.

The user has the option t8aveas Draftor
to Submit Journalaka Budget Transfer)

Once the user clicks Yes to confitme submittal, alV numbemill appear in the upper rightfdhe
screen.



Viewing the Approval Queue:

On the landing page, the user can view all draft, pending and approved Budget Transfers.

To viewthe approval queue, click on tt @ icon:

» . . ~ | I
:I:II:I'DCI In Apprﬂval e fad el s e L 1=
aver & Queue Info
200.00
ver
n, Diane
- il
transferauape | ol
Tp:- I-. - View More
Completed Journals
2142yl L S— j]llim'ﬂ- al ::_T.ﬂsn.ﬂ_ _ra Lotad o : et e )1 2ARGA e 01/11/9001
[ L ] i amnlatan
Additional Options for the Budget Tansfer: I_I
o ' '
1. Recall Once a Budget Transfer is in workflow, the user has the option tc— ik | —
Recaliit by clicking on the three dotnd selectindrecall This will return Copy Journal
the JV request back to the Draft queue for the user to make an update ¢

re-submit.

1 Reverse Journal
1

PLEASE NOTEhis can oy be done with Budget Transfers that are pending and =
haveNOTcompleted workflow.

|
2. Reverself the user would like t&Reversethe Budget Transfer. Select the
Reverse Journaption. This will create a new JV number and allow the | | Copy Journal
user to reverse the debit andeadits on the original request. I| | | Reverse -::-urr‘lall

PLEASE NOTEhis can only be done with Budget Transfers that have already

completed workflow. e y

3. Copy:To copy previous requests, click on epy Journabption. This will 3¢ 7 E

allow the user to edit any fields arsdibmit a new request.
7] Copy Journal
il i Reverse Journal
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