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From the Main Menu click on Finance to create or retrieve financial
documents, budget information and approvals.
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From the Finance menu this handout addresses Approve Documents, Budget
Transfer and Multiple Line Budget Transfer.

Introduction:

*The Finance Self-Service Budget Transfer Form allows a user to process
Budget Adjustment Journa Vouchers on the Web.

*This form enables the Web user to transfer budget from one FOAPAL to
another.

*The form does not allow completion of documents using Journal Types that
are not self-balancing. Budget increases and decreases (one-sided budget
transactions) will have to be done in Banner Administration.

A Budget Transfer Requires:
*Fund/Org security

*Available Budget

*Must be within the same chart for a single line budget transfer
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Exerciseto Create A Budget Transfer:
Follow these steps to complete the process.

Step 1) Click on Budget Transfer from the Finance menu to navigate to the
Budget Transfer Page.

Create Budget Transfers:
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Step 2) Enter appropriate parameters, or retrieve an existing template by
selecting it from the Use Template drop-down menu and clicking the
Retrieve icon.

Begin by creating a budget transfer or retrieving an existing template. If
available budget exists, budget can be transferred from only one set of
accounting el ements to another within the same chart.



Create Budget Transfers Cont.:

| Hadget Transfer - Microseft Inftermst Bxploser

P Elt wiow Fawwime Took  Hop o
um | w [ : - Emarch U Faritas £ - = B '-’i-

vecs | 48] hitpniitvansst, sl subam sty Pl LB b iTan P_BurigetTransfer el I :
T FATSTET AT H

Loy Cuaimmend Amsownd 0.00

Chart  Indax Fumd Organdzation Accownt Program Activity  Location 0/C

| | |-
To [ [ |+
escriplion iauﬂlual Parsnd g1

From

Bave as Templata |
1 dhared

| complste

Cente Lokig
Chart of Acomunts Codae | 4 1..-|

Type anount -
Civibir Sritara

Title Critaria

Maimum rows to rebern (g -

Expcuts Query |

[ Budget Sueries | Encurmbeeres (uery | Reguisition | Purdnase Ordar | Lpprove Doonents | isw Document | Budget Transfer |
Multiple Line Budget Trarsfer ]
RELEASE: 7.0 Praray iy SanGand SCT

| e & Trstedskes
T =tart <t el Groupe - M, | B L-BMSESSOH A L. | B 2-LSESSIOM B[, | o) SSCTEmnrer Sel Seri. ) bucger Tramofer M,

L ook Up Codes:

*Finance Sdf-Service allows users to look up any of the FOAPAL
component codes for a Chart of Accounts. Codes can be queried by ID as
well as by Title, and the use of wildcards is permitted. A wildcard is the %
symbol. It can beused in front of or at the end of partial data to prompt the
system to query using that partial data.

*The Code Lookup function is attached to a number of options from the

Finance Menu, including Budget Transfer and Multiple Line Budget
Trandsfer.

See an example (top of the page) of the drop down box for Code L ookup for
Type on next page.

See an exampl e (bottom of the page) of the drop down box for Code L ookup
for Maximum rows to return on the next page. Thisis the number of rows
that will be display for your query.

Step 3) Choose Complete to perform a validation and forward the document
for processing.
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Create Multiple Line Budget Transfers:

®The Multiple Line Budget Transfer Form is the same as the Budget
Transfer Form except that it allows Budget transfers between up to five
FOAPALs that can be from the same or different charts.

®Thefields on these forms are identical.

*|n 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
Amount.

*Thisform is not meant to allow completion of documents using a Journa
Type other than AUO4 (Temporary Budget Adjustment).

Exerciseto Create A Multiple Line Budget Transfer:
Follow these steps to complete the process.

Step 1) Click on Multiple Line Budget Transfer from the Finance menu to
navigate to the Budget Transfer Page.

Step 2) Begin by creating a multiple line budget transfer or retrieving an
existing template. |f available budget exists, budget can be transferred
among a maximum of five sets of accounting elements for different charts.

Step 3) Choose Complete to perform avalidation and forward the document
for processing.
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Online Finance Approvals:

*Choose Complete to perform a validation and forward the document for
processing

*The document will route through the online approval process

*The online approval process is very similar to the Web based online budget
change order system currently being utilized in FRS Plus

Online Finance Approvals Cont.:
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From the Finance menu select Approve Documents.



Online Finance Approvals Cont.:
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Online Finance Approvals Cont.:
Select the Document Number link to display the details of a
document.

Select the History link to display the approval history of the
document.

Select the Approve link, if enabled, to approve the document.

Select the Disapprove link, if enabled, to disapprove the document.
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Cross Wak from FRS Plus * Budget Pools* to Banner Accounts:

Revenue
*Budget Pool* Banner Account
0100 510 Tuition & Fees & Waivers
0350 550 [Investment Income
0400 560 Sdes& Services Revenues
0750 570 Other Revenue

Expenditure
* Budget Pool* Banner Account
1000 600 Sdlaries
1400 610 Wages
1500 620 Employee Benefits
2000 700 Other Operating Expenses
7000 740 Equipment & Improvements
8000 750 Plant Fund Expenses
9800 760 Indirect Cost Recovery Exp.
9690 770 Inter-Departmental Credit
9980 780 Budgeted Reserve
9000 800 Transfers

SSB TRAINING EXAMPLES:

Example 1.

The Physics Department wants to reall ocate budget between accounts for Fund 200004.
They want to move $4,000.00 from account 600 to account 700. Prepare a budget
transfer using the following info:

Organization: 137801

Program: 2000

Example 2:

The Anatomy, Physiology, and Pharmacology Department wants to reall ocate budget for
Fund 203121. They want to move $600.00 to 610 from 700, $600.00 to 600 from 700,
and $300.00 from 700 to 760.00. Prepare a multiple line budget transfer using the
following info:

Organization: 139201

Program: 2002

Note: If you don’t completethe transaction and the system times out or you go to
another screen, you're work will not be saved and you will have to start all over.
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