Budget Transfers Using SSB

This document will demonstrate two types of budget transfers

1. Single line Budget Transfer

2. Multiple line Budget Transfer

1. Single Line Budget Transfers

Criteria/Function

Values/Results

1. | Log into Banner

From the main menu, select Finance. From the Finance menu, click Budget
Transfers

2. | Budget Transfers

The Budget Transfer form will display.

Personal Information m =]
Search Go MENU SITE MAP HELP EXIT

Budget Transfer

&R 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 elements to another within the same chart.

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

Use Code Lookup to query a list of available values.

Use template |ygne -I
Retneve |

Transaction Date 17 -I IMAR ~| |2008 =

Journal Type IBXF (Self Service Budget Transfer) j

Transfer Amount

Document Amount 0.00

Chart Index Fund Organization Account Program Activity Location DfC |
From | | | | | | | |
o | | | | | | | ¥
Descriptinnl Budget Period | g1 -I

Save as Template I

- Shared

Complete
[l

NOTE: You can select a Template by clicking on the drop-down from the
Use template field. Once selected click Retrieve. The template data will
populate. This data can be overwritten or changed as needed.

3. | Transaction Date

Enter the date of the transaction. This should be today’s date.

4. | Journal Type

The Journal type will default to the appropriate type.

MAR ~| |2008 ~|

Transaction Date |3g -

Journal Type Sll[EF (Scif Service Budget Transfer)

Transfer Amount I

Document Amount 0.00

NOTE: If transferring for Utilities select the BXP option from the drop




down menu.

Transfer Amount

Enter Amount being transferred in the Transfer Amount field.

Index

Enter the From and To Indexes

Chart
From |N

Index
|236400

Fund Organization Account Program Activity Location

236700 | || I | | I |
Description || N Budget Period I01 vl

To

Click the Complete Icon to validate the indexes.

Chart Index Fund Organization Account Program Activity Location D/C
Erah N 236400 | | I I | | I
an [236700 | | I | I | I *
Descriptionl Budget Period IE

Save as Template |
[~ Shared
Complete

This will Populate the Fund, Org, and Program fields. The index will be
cleared. DO NOT re-enter the index.

Chart Indn?‘ Fund\*

Organization Acc} Program Activity Location D/C

From N [ |200000 | [131710 | 2030 | |
To | |200000 = [131810 | {1010 | [ +
Descriptionl Budget Period Igl vl

Enter in Accounts

Chart Index Fund Organizatidit Account Program Activity Location D/C
From N | [200000  [131710 {73003 [3030 | | -
To | |200000 @ [131810 [73004  [1010 | | =k
Description | Budget Period [1 ~|

Enter in a Description and leave the Budget Period as 01. Click Complete

Chart Index Fund Organization Account Program Activity Location D/C
From N [ [200000 = [131710 {72003 3030 | |
To | |200000 | 131810 [72004 1010 | | +
Description Ito cover costs| Budget Period IE,

Save as Template I

- Shared

Complete |k/-

A message will display at the top of the screen that your Document has
been completed.

Document 10000111 completed and forwarded to the posting process.

BEWARE: Once the above message displays if you click complete again




another budget transfer will occur.

NOTE: If you do not know the FOAP you can use the Code LookUp Query
on the page. Please refer to the Code Lookup Desk Procedure for

instructions.
5. | Templates If you would like to save as a template enter in template name in the Save
as Template field.
13. | Exit
You can either perform another transfer or EXIT, "% =fEme mer <
2. Multiple Line Budget Transfer
Criteria/Function | Values/Results
1. | Log into Banner | From the main menu, select Finance. From the Finance menu, click
Multiple Line Budget Transfers
2. | Budget Transfers | The Budget Transfer form will display.
-—J; 3 SUNGARD SCT HIGHER EDUCATION U
Personal Information w
search [ [Go| MENU SITEMAP HELP EXIT
Multiple Line Budget Transfer Form
&R Begin by creating a multiple line budget transfer or retrieving an existing template. If available budget exists, budget can be transferrad
among a maximum of five sets of accounting elements for different charts.
Choose Complete to perform a validation and forward the document for processing.
Use Code Lookup to guery a list of available values.
Use template [None »
Retrieve
Transaction Date IE m ,m
Journal Type |BXF (Self Service Budget Transfer) Ll
DucumentAmunntl—
# Chart Index Fund Organization Account Program Activity Location Amount D/C
L] [ [ [ [ [ [ [ [
20 ] [ [ [ [ [ [ [ [+
S [ [ [ I I I [ [+E
ol B [ [ [ I I I [ [+
s [ [ [ I [ [ [ [+=]
Description | Budget Period [or=]
Save as Template |
I~ Shared
Complete
NOTE: You can select a Template by clicking on the drop-down from the
Use template field. Once selected click Retrieve. The template data will
populate. This data can be overwritten or changed as needed.
3. | Transaction Date | Enter the date of the transaction
4. | Journal Type The Journal type will default to the appropriate type.




Transaction Date |3g ~| [mar =l !2008 ~|

Journal Type Sll[5<F (Scif Service Budget Iranster)

Transfer Amount I

Document Amount 0.00

NOTE: If transferring for Utilities select the BXP option from the drop
down menu.

Document Enter Amount being processed in the Document Amount field. This amount

Amount should be the SUM of all the transfers in the amount field. For example, if
you are transferring $100 from index 236400 to index 236700 the sum of
the transfer would be $200. So, the sum you are processing is $100 in index
236400 and $100 in index 236700.

Index Enter the From and To Indexes and enter N in the Chart fields.

‘ Chal* Index Fund Organization Account Program Activity Location Amount

D/C
*n 236400 || | | | | | | [-H
2 In 236700 | | | | | | | B
3 v [esssoo | | | | | | | [+E
* N [easa00 | | | | | | | [+
ST 1 1 | | | | | | | B
Description | Budget Period [o1 =1
Click the Complete Icon to validate the indexes.
# Chart Index Fund Organization Account Program Activity Location Amount D/C
L [23sa00 | | I I | | | [-H
2 6700 | I [ I | | I =
3 v | [2zeso0 | | | | | | | [
4 W | [236200 | | | | | | [ =
B ] I I I I I I I [+
Description I Budget Period IE,

Save as Template I
(] Shared/
Complete |

This will Populate the Fund, Org, and Program fields. The index will be
cleared. DO NOT re-enter the index.

# Chart Index Fund Organization Account Program Activity Location Amount D/C
L T |200000 (131710 | ECECH | | [-=
2 v |200000  [131810 | jlol0 | | | [+=]
3w |200000  [131710 | ECECH | | [+=
a v |200000 131600 | jtlol0 | | | [+=]
BT | | | | | | | [+=
Descriptinnl Budget Period 01~

NOTE: There will be error messages at the top. These will go away once
you enter an amount.




Enter in Accounts

# Chart Index Fund Organization Account Program Activity Location Amount D/C
1w |200000  [131710 [73003  [3030 [ | | =
2 v |200000 [131810 [ra004  [1010 | | | [+
a3 |200000  [131710 [73003  [3030 | | | [+=
S TR |200000  [131600 [73004  |1010 | | | [+=
s | | | | | | | | [-H
Description | Budget Period ni =

Enter in Amounts and select from the drop-down box whether it is a Debit

(+) or Credit (-)

# Chart Index Fund Organization Account Program Activity anatimmnunt \DIC
1N |200000  [131710 [73003 3030 | f |100.00 [F=
2 v |200000  [131810 {72004 |00 | f |100.00 [+=]
3w |200000  [131710 [72002  [3030 | | [100.00 =
4 v |200000  [131600 [73004  [1010 | f |100.00 [+=
s | | | | | | | | [+

|

Description Budget Period oL *

Enter in a Description and leave the Budget Period as 01. Click Complete

# Chart Index Fund Organization Account Program Activity Location Amount D/C
1N |z00000 131710 |72003  [3020 | | [100.00 [- =
2 v |200000 [131810 [72004  [1010 | | [100.00 [+=
3 v |200000 [131710 |73002  [3020 | | [100.00 [=]
+ v |200000 131800 |[73004 |00 | | [100.00 [+=
s ] | | | | | | | | [+
Description ITO cover costs Budget Period IE

Save as Template |
[~ shared /
Complete |

A message will display at the top of the screen that your Document has
been completed.

Document J0000113 completed and forwarded to the posting process.

BEWARE: DO NOT CLICK COMPLETE AGAIN. If you click complete
again after seeing the above message another budget transfer will occur.

NOTE: If you do not know the FOAP you can use the Code LookUp Query
on the page. Please refer to the Code Lookup Desk Procedure for
instructions.

Templates

If you would like to save as a template enter in template name in the Save
as Template field.

13.

Exit

You can either perform another transfer or EXIT, " =fEme m&r <




