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Create Budget Transfers (Journal Entries)

)
e
@ CSUMB State Finance users (not CSUMB Corporation) use this job aid to transfer funds from one

account to another from within a single fund.

It is recommended that users run Department budget report first to confirm that funds are available for

making a transfer prior to completing this process.

The tasks required to create and process a budget transfer are listed in Table 1.

Task

Done by whom

Confirm available budget
Create budget transfer
Edit check budget transfer

Review (look at) the transfer and make any
necessary corrections

Email Budget Office to tell them the transfer is
ready to process

Review and post the budget transfer

Originator

Originator

Originator or Division Budget Analyst (dependent
on the preference of the Division Budget Analyst)
Division Budget Analyst

Division Budget Analyst

Budget Office

Table 1: Steps to complete budget transfer journal entry

Review/Approval History

Date By Action Pages
28 January 2009 J Stone Updated 2007 version for v 9.0 1-10
29 July 2009 C Frakes Rebranded CMS Finance and Corporation 1-10
18 March 2011 J Stone Rebranded and updated navigation for CFS 1-10

4 October 2011 J Stone Removed reference to nVision Reports 1
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Create Budget Transfer

Navigation:

MyCSUMB > Links > CSU Portal (Finance) > Financial Services > Production:

Main Menu: General Ledger > Journals >Journal Entry > Create/Update Journal Entries

Main Menu > General Ledger > Journals >

/ Journal Entry Edit "Journal Entry” Folder
Create. update, or copy journal entries.
I’_:al Create/Update Journal Entries |_Z“ Copy Journals

Create new journal entries or update existing journg entries. Request a process to copy an existing journal.

Figure 1: Navigation

Add a New Value

Create/Update Journal Entries
1. The Add a New Value tab

will be selected by default.

Find an Existing ¥alue | Add a New Value

2. Business Unit — enter (or

use the look up to enter) the Business Unit: WB0d0 O

correct business unit.
Journal ID:

3. Journal ID - date will
Journal Date: |0152772009 Eﬂ
default to today’s date.

4. Click to begin the Add

Budget Transfer.

Figure 2: Add a New Value
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Header Page

@ Note: The description allows for hundreds of characters (please use them). This field will help the
Budget Office determine the purpose of the transfer, and will help you identify the transfer in the future.

* ..
1. *Long Descrlpt_lop —enter [ Header 1 T T \
a thorough description
incIuding: Unit:  WMBOOD Journal ID: - MEXT Date: 0152752009
L4 DiViSiOﬂ Long Description: Af-JStane - Create a lang and tharough description since it follows the
° Initials transaction throught the general ledger.
e Purpose of transfer ‘Ledger Group: BUDGET @ (] Auto Generate Lines
o Where funds are coming Ledger: Q, Adjusting Entry: Mon-Adjusting Entry  +
from ‘Source: BaF QL Fiscal Year: 2008
2. *Ledger Group — accept Reference Number: 1001.Jg] Period:
BUDGET (default). Cannot be SJE Type: v ADE Date:
chang Ed aﬁer recor d s Journal Class: Q Save Journal ncomplete Status
saved.
Transaction Code: GEMERAL Oy
3. *Source - value will default Currency Defaults: USD { CRRNTJ 1
to the users Division. Three Reversal: Do Mot Generate Reversal Commitment Contral
digit ch_e_that corresponds to @seve | Enotty | et |
your Division (e.g., BAA, BAF,

Figure 3:Search results

BIT, BSA, BUA) B for Budget;
next 2 characters for your
Division

4. Reference Number - This
field can be used to enter a
reference number. We
recommend that each
Division define a use for this
field, as it can be used in
queries (e.qg. initials and
date). (8 characters).

5. Journal Class - if a budget
is loaded to a Class, this field
may be used.

6. Click the Lines Tab.
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Lines Page

Header i Totals Errars
Unit  MBOOD  JournallD:  NEXT Date:  01/27/2009 Process: | EditJounal v| _Prosess |
Ternplate List Chanie Values Interiintralinit |

- Lines

1 MBOO0 & BUDGET |au4uu1 Q |mbSDD o} |1052

\4

Lines to add: 1 E|

~ Totals Customize | Find | view &0 | B8 First [ 4 5 ¢ [ Last

Unit Total Lines Total Debits Total Credits | Journal Status

MBOO0 1 0.00 0.00 T

Bl Save | [=] Matify | Ls Refresh |
Figure 4: Lines Page

Required fields: Scroll to the right to see all fields for a single line.
*Account - Account to get credited or debited

*Fund - Fund

*Dept ID - Department ID

Class - Class, if applicable

Project - Project Number, if applicable (e.g., for Grants and Contracts)

o gk~ w bdh -

*Scenario —
o BBR: Base Budget, Revised (permanent change to loaded budget); or
e FBR: Fiscal Budget, Revised (one time change to loaded budget).

7. *Amount - Amount of credit or debit. Note: All Budget Transfers are in WHOLE dollars (.00
automatically added to whole numbers).

8. *Reference -A ten character field available for providing a reference to be used within the Division (the
initials of the analyst and the date prepared, e.qg., LD11/1/08).

9. Journal Line Description -Change this description to be something meaningful and useful to you and
to the department for whom you’re creating the budget transfer. This field can be queried, so it is
recommended that each Division determine a convention for its use (e.g., AA0607-Description).
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Add Second Line to Net to $0.00

e The Chartfield combination giving up the money is recorded as a negative amount. The Chartfield
combination receiving the money is recorded as a positive amount.

e A budget transfer must net to 0 within a scenario.

e The Chartfield combination giving up the money is recorded as a negative amount. The Chartfield
combination receiving the money is recorded as a positive amount.

10. Click to insert another line.

Header Totals Errars

Unit.  MBODD  JounallD:  (DODO3GETY Date: 010272008 ‘Process: IR _Prosess |

Template List  Search Criteria  Change Walues Inter/Intralnit Line: | 2

~ Lines

’ELme “Unit *Ledger Account Fund Program Class PC Bus um’;
@ i [MBOOD . BUDGET G401 Q. MBS0 Q |1052 Q | a [ |
= B —EH B EET g 3614 Q. [weso0 QL 1052 Q | Q | Q| a [ |

Unit Total Lines Total Dehﬂ:l
WBO00 2 1,200.00 1,200.00 T
IS IS

B save | [=] Matity | s Refresh |

Figure 5: Added a second Line to the budget transfer

c ize | Find | B8
Scenario Amount Base Currency Reference Journal Line Description
BBR -1,200.00 USD | Telephone Usage
BBR Q | 1,200.00 USD | Telephone Usage

Figure 6: Continuation of Lines Section showing Scenario, Amount and Description

Notice the following:
a. Business Unit, Fund and Department are carried in to the second line.
b. The credit amount is filled in for you.
c. You can modify the values in these fields if you need to.

Enter the following values in the new line. You can use q to view valid values for a field.
11. *Account - Account to get credited or debited.

12. Class - Class, if applicable.

13. Project - Project Number, if applicable (e.g., for Grants and Contracts).

14. *Amount - Amount of credit or debit. Note: All Budget Transfers are in WHOLE dollars (.00
automatically added to whole numbers).

15. *Reference - A 10 character field available for providing a reference to be used within the Division (the
initials of the analyst and the date prepared, e.qg., LD11/1/06).

16. *Journal Line Description- Change this description to be something meaningful and useful to you
and to the department for whom you’re creating the budget transfer. This field can be queried, so it is
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recommended that each Division determine a convention for its use (e.g., AAO607-Description).

17. Totals — verify that Total Debits equals Total Credits

18. Journal Status — E = error, V = Verified, I = Incomplete.

Save the Entry

1. Click M to save the

Budget Transfer without
editing it. You will see a
dialog box similar to that in
Figure 7.

Note: At this point, the General

Ledger Budget Transfer is
assigned a Journal ID. This
Journal ID can be used to view

the transfer at a later date (write

it down).

The journal has not been posted
at this point in the process.

Microsoft Internet Explorer

)

Journal 0000026340 is saved with incomplete status, (5210,23)

This journal cannot be edited or posted onkil vou change its status o complete,

Figure 7: Incomplete status

Edit Journal

2. *Process - select Edit
Journal

3. Click on the yellow Process
button to run the edit check
process.

4. Journal Status - If there
are not any problems with

the Budget Transfer, a V will

appear (V = fields are
validated).

Unit:

Date: 0142772009

Interfintralnit

MBODO  JowrnaliD: 0000039871

Template List Search Criteria Change Values

¥ Lines

Fund

O MBOOO &, BUDGET
B2 [MBOO0 @, BUDGET

604001
613814

@ mes00 & [1052
Q [mMesoo @ [1052

Dept

Edit Joumal v Process

E Line:| 2 E =

Program  |Class Pc!n:unl’;
Q[ all &l

Q Q Q Q

‘Process:

Figure 8: Edit Journal > Process
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Notification of a Budget Transfer

1. Once the Budget Transfer is completed, the Analyst will contact his or her Division Budget
Analyst.

2. The Division Budget Analyst will review the transfer to verify that it is complete and meets the
Division requirements.

3. The Division Budget Analyst will notify the Budget Office via email (budget_office@csumb.edu)
that the Budget Transfer is pending posting.

4. If the notification is made to the Budget office by 2pm, it will be posted by the end of the work
day.

Budget Check (Budget Office)

The Budget Office will run Budget Check after the Division Budget Analyst notifies them of the on-line
transfers that are available for posting. The Budget Office will not post any Budget Transfers that do not
have sufficient funds to transfer or an adequate Budget Balance Available for transfer.

Review Budget Transfer

The Division Budget Analyst will use follow these steps to review budget transfers.

Navigation: General Ledger > Journals > Journal Entry > Create Journal Entries

5. On the Journal Entry Journal Entry
Screen Click the Find an Enter any inforrnation you have and click Search. Leave Belds Dlank for 3 1is1 of all values,
Existing Value tab.

{ i an Extsting Value | A0d 5 New Value |

Busiess Una: = MEDO0
6. The Business Unit will —— e s
default tO MBOOO Line Business Unit: = ® MBO00

Jovrnal Header S1atis; = v -
7. Select Journal ID contains | |t ecmieesiiss B
the Budget Transfer ID

search |  Clear

@ Note: In order to view all Search Results

Budget Transfers for a o e S ¥ i
. e Busines: oL Ynres o P palid L ROReT prcp SHITEDEY ropa rotnl - Eintiatical -
Division, leave Budget Transfer TR oae ' Sewence (™ G Gee Gom G [BR 0 ORh G

1D blank ME00O 0009026340 11/08:2006 0 MO0 Incomplete Valid BUDGETEA UED 2 T A&GBa0ns0n Wicked ing and f
Figure 9: Find an Existing Budget transfer (Journal Entry)

8. Change Journal Header
Status to the blank option
in the pull down menu.

9. Enter your Division’s three-
digit Source in the last
box.

10. Click LSearch |
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Print Budget Transfer

1. Select the Lines Page.

2. Process - choose Print
Journal (Crystal) from
the drop down list.

3. Click _Process |

4. The Report Manager link
will display.

5. Click the Report Manager
link.

@-‘ Note: You can also access
the Report Manager through
the main menu at this
navigation: Reporting Tools
> Report Manager.

Header Totals Etrors

Unit:  MBOOO  JowrnallD: 0000035871 Date:  01/27i2009 ‘Process; | FrintJoumnal (Crys v Process |
Interfintralnit | Budget Check Joumal
Ternplate List  Search Criteria  Chande Values (LB Errors Only = ComyJonrmal i

Delete Journal

~ Lines Edit Chartfield =

MB000 O BUDGET |soan01 @ mesoo O [10s2 IQ MLl

0o 2 MBO00 O, BUDGET 613814 Q [mesoo @ [10s2 . [Refresh Journal | Q

‘!’_!' Bus Unit

Subrmit Journal

Header

Unit:  wmB0o0  Joumall:  Q0O0039871 Date:  01/27/2009 *Process: | Printdournal (Crys v | || Frocess | Report Manager §rocess Monitor

Template List ~ Search Criteria  Change Values Intertntralinit | Errors Only =] [£] jne. | 10 [5] [2]

Figure 11: Report Manager link will display after Process button is selected

1. Select the Administration
Tab.

2. Click LBEMEEN ] 4o
refresh the list of report
results.

3. When Status is Posted,
click Details.

4, Click View Log/Trace.

5. Click the PDF (Portable
Document Format) file
name to launch Adobe
Acrobat and view the
report.

6. Click the printer icon on
the toolbar to print the

report:

View Reports For

Folder: mstance: | | to:] | _Refiesh |
Name: Created On: [ Last:’_1

Firzt (%01 of 1 L2 L

Completion Process
Report Report Description Folder Hame DatefTime Report ID Instance

\View Reports For

UserlD:  |stan1149 Type: | - |Last: | 1|Days | Refresh |

Status: | V| Folder:| b |Instance: | to:

ize | Eind |

01/28/2009 Acrobat
395172 271246  Journal Entry Print 101 -4 44M = poi) Posted  Details

Figure 13: Administration Tab of Report Manager
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Report

Reportil: 395172 Process Instance: 271246 Message Log
Name: GLCTSE01- Process Type: Crystal

Run Status: Success

—
Repeort Detail

Journal Entry Print
Distribution Details

Distribution Node:  FWMBTSTNT Expiration Date:

Datetime Created

01/728/2009 10:20:23.000000AM PET
01/28/2009 10:20:23.000000AM PST

File Size 2}
CRYW GLCVA01- 271246]log 1]
GlioTen]. 27134R POE 55178

01728/2009 10:20:23.000000AM PST

pssoltrace.tre 340
Figure 14: Report Detail page showing .PDF file

Sample Report Output

follows the transaction throught the general ledger.

s

S Td‘ *\ﬁ Report ID: GLC7501 PeopleSoft Financials Run Date  Jan/28/2009
JOURNAL ENTRY DETAIL REPORT Run Time  10:20:19 AM

iy Page 10f1

Instance: FMBTST Ledger Group: BUDGET Operator: ston1159

Unit: MB000 Source: BAF Journal Header Status:  Incomplete

Journal ID: 0000039871 Reversal: N Journal Class:

Date: Jan/27/2009 Reversal Date: KK Amount Type: Actuals and Recog

Description: AA-JStone - Create a long and thorough description since it Approved: Budget Check Status: v

| Line# Account Fund D Program Class  Project Stat  Statistics Amt Scenario  Jml Ln Ref Open Item Line Description Base Amount ]
MBO000O Total Lines: 2 Total Base Debits: 1,200.00 Total Base Credits: 1,200.00
1 604001 MBS0O 1052 BER Telephone Usage -1,200.00
2 613214 MBS0 1052 BER Telephone Usage 1,200.00
Figure 15: Budget Transfer Report (Journal Entry Detail Report)
If an error OCCUFS, use the Header Totals Errors
Error tab to determine what Unit:  WMBOOO Journal I: 0000033371 Date:  01/27/2009

the problem is. The Errors tab
displays only lines with errors.

~ Header Errors

Field Long Name Message Text

™
omize | Find | ##

Mo journal headers are marked in errar.

First E 1ot 4 m Last

~ Line Errors

An example of an error would

Custormize | Find |

Field Long Name Message Text

Mo journal line between line 1 and line 2 is marked in error

First (1] 101 1 [%] Last

be /nactive Chartfield (allowed
for data entry, but will not
pass Edit Check).

Figure 16: Errors Page (no errors)

Delete Budget Transfer

If you need to delete a budget transfer, please contact the Budget Office for assistance.
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