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What is a Budget Transfer Journal?

e Budget Transfer Journal

* A Journal created by the department to transfer funds from one Project/Cost
Center to another or from one Account to another within the same
Project/Cost Center. The Budget Transfer Journal must go through workflow in
order to gain approval.



Which types of transfers are not allowed?

* Only transfer budget between Cost Centers that have the same prefix
(first two digits). For other transfers, please contact Planning and
Analysis for assistance.
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Transfer Examples

Transfer between Budgetary Accounts

Chartfields and Amounts Base Currency Details [Z=2 )

Approval Line

Delete Line Status Ledger Budget Period SpeedType Account Fund Dept Cost Center Function
] 1 Pending OPE_CH_BUD 2018 Q B1100 Q13100 |Q_ 410305 @ 31000107 |Q (100 Q
[] 2 Pending OPE_CH_BUD 2018 Q B1000 Q 3100 Q 410305 Q 31000107 Q 100 Q
< >

Transfer between Cost Centers
» Lines Personalize | Find | View All | ] =] First ‘4’ 1-20f2 '» Last
Chartfields and Amounts Base Currency Details | |F=2¥

Delete Line IS\t;;;t;lrjc;val Line Ledger Budget Period SpeedType Account Fund Dept Cost Center Function
D 1 Pending OPE_CH_BUD 2018 31000107 Q B110q Q 3100 Q 410305 Q 31000107 Q 100 Q
[:] 2 Pending OPE_CH_BUD 2018 31000110 Q B1100 Q 3100 Q 410305 Q 31000110 Q 100 Q
< >




Navigate to Enter Budget Transfer

* Log in to PeopleSoft using your
credentials.

* From the drop down menu next to
Employee Self Service select
Commitment Control.

* Click on the Budget and Planning Tile.

* Click Enter Budget Transfer from the
options to the left.

* Click Add to create a new Budget
Transfer Journal.

< Commitment Control

] Budget Details
= . Enter Budget Transfer

“— Budgets Overview

Find an Existing Value Add a New Value

7| Activity Log
Business UnitUTRGV |Q
Journal ID|NEXT
| Enter Budget Transfer Joumnal Date|06/2012018 |5

5] Manage Control Budget Journal
Add




Enter Budget Transfer Journal Header

Information

* Select the Ledger Group. Budget
should be entered at the Child
level and Generate Parent Budget
should be selected.

* Select Budget Entry Type.
* Add any necessary attachments.
* Enter a Long Description.

* Click Budget Lines tab to enter
line information.

*Ledger Group OPE_CHILD1 |Q
Control ChartField Fund Code

Budget Header Status None

*Budget Entry Type | Transfer Adjustment

Parent Budget Options

* Generate Parent Budget(s)
Use Default Entry Event
Parent Budget Entry Type
Transfer Adjustment

0 characters remaining
Alternate Descriptio
Testing Alternate Description|
121 characters
=) save | [=] Notify ||&* Refresh

Budget Header | Budget Lines | Budget Errors

Joumal ID NEXT

Fiscal Year 2018

*Currency USD Q
Rate Type CRRNT |Q
Exchange Rate
Cur Effdt 06/19/2018

Budget Type Expense

Attachmen

1.00000000 [F

ts (0)

=+ Add

21 Update/Display




Budget Entry Types:

* Transfer Adjustment

* A Transfer Adjustment is temporary. This type of adjustment should be used if
the department does not expect to require these funds in the following fiscal
year. Most Budget Transfer Journals will be Transfer Adjustments.

* Transfer Original

* A Transfer Original is permanent. If the department expects to require these
funds from that moment forward, the adjustment should be original.



Enter Budget Transfer Lines information

* Enter the Budget Period. e Select Submit Journal from
the *Process menu to submit
for approval. Approver Header
Status will change to Pending.

* Enter SpeedType and Budget
Account.

* Enter Amount to be

transferred.
. Unit UTRGV Journal ID 0000001336 Date 06/28/2018 Errors Only Budget Header Status Checked Only
d Add Iln eS a S n ecessa ry. Approval Header Status Pending
° e
CI ICk Save' Lines Personalize | Find | View All | 2| &l First (4 1-20f2 & Last
" Chartfields and Amounts || Base Currency Details | [F=0)
° 5
F ro m th e Process m e n u Delete Line f;gpurgval Line Ledger Budget Period SpeedType Account Fund Dept Cost Center Function
se | eCt BUdgEt Pre'CheCk- OJ 1 Pending OPE_CH_BUD 2018 Q Q B4100 Q_[2100 |Q_ |602000 |Q (21000002 |Q_ (700 Q
|f th e tra nsa Ctio N passes O 2 Pending OPE_CH_BUD 2018 Q Q |B4200 Q12100 |Q_ 602000 |Q_ 21000002 |Q 700 Q
< >
budget, the Budget Header |
. Lines to add - 5
Status Wi | | C h an ge to 1 = Journal Line Copy Down From Line To | Generate Budget Period Lines l

Checked Only.



Find an Existing Budget Transfer

Log in to PeopleSoft using your credentials.

From the drop down menu next to Employee
Self Service select Commitment Control.

Click on the Budget and Planning tile.

Click Enter Budget Transfer from the options on
the left.

Select the Find an Existing Value tab.
Enter Search Criteria.

Click on the correct Budget Transfer Journal

Enter Budget Transfer

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Add a New Value

Search Criteria

Business Unitj= ¥ UTRGY Q
Journal ID| contains v 11226
Journal Date | = v 1)
UnPost Sequence|= v
Budget Header Status | = v v
Description| begins with ¥
User ID| begins with ¥ | 6001245360 Q

Case Sensitive

3]
“m)
L2 1]

Search Clear Basic Search Save Search Criteria

Search Results

b Last
Journal Date Ledger Group Budget Header Status Description User ID
Testing Long Description 6001245960

iy All First ‘4 1.0f1

PBusiness Unit Journal ID

UTRGY 0000001226 06/20/2018 OPE_CHILD1 None

Find an Existing Value | Add a New Value




Approval Header Status

* While in the Budget Lines tab, review the Approval Header Status.
* Pending — the Budget Transfer Journal is still pending approval.
* Approved — the Budget Transfer Journal has been approved and ready to post.

Date 06/20/2018 Errors Only Budget Header Status None

*Process | Fost Journal v Process




Approval Workflow

* Clicking on the Pending link
allows you to see the approval
workflow.

Approval Flow X
Hell
Cost Center Approver
i Unit UTRGV, ID 0000001163, Date 2018-05-31, Line 1:Awaiting Further Approvals

Cost Center Approver

Approved
v Maggie Rangel
KK Cost Center Approver
06/26/18 - 3:09 PM

Department Approver

Unit UTRGV, ID 0000001163, Date 2018-05-31, Line 1:Awaiting Further Approvals (2 View/Hide Comments
Department Approver
Approved
v Mariely Gray

Division Budget Officers
06/26/18 - 3:52 PM

Comments
Budget Approver

Unit UTRGV, ID 0000001163, Date 2018-05-31:Pending
Budget Approver

Pending
@ Richard Wilson
Budget Office Approval

Return




Approving Budget Transfers



Navigate to Approvals Tile

* View pending s e
approvals by selecting
the Approvals tile =6 «©
from Employee Self :
Service. "

Payroll and Compensation Personal Details Talent Profile

CLE CLE
PEOPLESOFT | | PEOPLES OFT ' p “
&4 g

Benefit Details Total Rewards




Review Pending Approvals

< Pending Approvals

&)

ViewBy Type

Al

Budget Joumnal

Field Reguest

All

Budget Journal
100 USD

Budget Journal
100 USD

Field Request
Cost Center

Budget Journal
500 usD

Budget Journal
500 USD

Budget Journal
100 USD

Budget Journal
500 USD

Budget Journal
500 uUSD

Pending Approvals

UTRGV / 0000001423 / 2018.07-11 - Transfer Adjustment - UTZ_FI_KK_TEST
UTRGV / 0000001425 1 2018-07-11 - Transfer Adjustment - UTZ_FI_KK_TEST
UTRGV / PANDETO01 / Add / 0000000006 / Pande Dyer - UTShare

MG Test Restricted Cost Center - UTRGV / 0000001478 / 2018-07-20 - Transfer
Adustment - Herlinga Duran - UTShare

UTRGV / 0000001483 / 2018-07-20 - Transfer Adjustment - Herlinda Duran - UTShare
UTRGV / 0000001484 / 2018-07-23 - Transfer Adjustment - Herlinda Duran - UTShare

UTRGV / 0000001487 / 2018-07-23 - Transfer Adjustment - Herlinda Duran - UTShare

Budget Transfer Test - UTRGV / 0000001548 / 2018-08-03 - Transfer Adjustment -
Manely Gray

8 rows
Routed
07112018

Routed
0711172018

Routed
071672018
Routed
07/20/2018

Routed
07/232018

Routed
07/232018

Routed
072312018

Routed
080372018




Review Transfer Pending Approval

< Pending Approvais

(i1

1 line(s) are pending your approval

Summary
Business Unit UTRGV
Journal Date 08/03/18
Entered by Manely Gray
Entry Type Transfer Adjustment
w Lines
Pending Al

¢ 1 Maintenance & Operations 500 USD

Approver Comments

Approval Chain >

[Account] B400D

[Project]

Budget Journal

[Fund] 3100

A Q¥ =QE

1252

[}

Journal ID 0000001548
Ledger Group OPE_CHILD1
Entered on 08/03/18

Year/ Period 2018/ 12

[Dept] 410105 {Cost Centr] 31000101 [Function] 100

Deny

More




Confirm Approval




Contact us at:

* budgetrevisions@utrgv.edu

The University of Texas

RioGrande Valley

Planning and Analysis




