On-Line Budget Transfer Training
Guidelines and Instructions 2004-2005

INTRODUCTION

Because of a change in unit plans or management priorities, a department or unit (CSD—College,
School or Division entity for budget purposes) may find it necessary to reallocate part of its
operating budget from one program to another to cover anticipated expenditures. Similarly, a
budget transfer may be needed when a department wishes to cover existing or anticipated deficits
in an underbudgeted category.

A budget transfer is defined as the reallocation of University funds from one program to another,
or in some cases within the same program between budget pools, with no change in the overall
University budget. That is, the requested budget increase amount is directly offset by a
corresponding budget decrease amount (a balanced entry). A characteristic that distinguishes a
BUDGET TRANSFER (BTR) from a BUDGET REVISION (BRR) is the University’s “bottom
line” budget remains unchanged using the BTR process.

Most budget transfers simply involve the movement of funds between budget pools (categories of
salary, fringe benefits, and current expenses) within the same program or between programs
within the same CSD. However, some transfers may occur between units in different CSDs.
While budget transfers between programs within the same CSD can be done via PeopleSoft On-
Line Budget Transfer System, transfers between CSDs are no longer permitted due to limitations
in PeopleSoft 8.8. Transfers between CSD’s must be done using the Budget Transfer form
located on our website at http://www.louisville.edu/vpf/budget/budadjdocs.html. This form must
be submitted to the budget analyst assigned to your unit.

GUIDELINES

All routine current year budget transfers within a CSD are to be made in the PeopleSoft On-Line
Budget Transfer System. The On-Line BTR system increases the unit’s responsibility, provides
the unit with more control over its budget, and reduces both paperwork and time in effecting
budget transfers. PeopleSoft 8.8 allows transfers involving more than two lines and permits the
use of multiple programs and departments.

There are restrictions on the transfers allowed in the budget transfer system. First, transfers
between programs with appropriation links will not be permitted in the system. The budgets on
these programs are determined by the amount of cash in the program.

Second, in addition to rules outlined in the matrix below, transfers must be between programs
having the same fund code. Transfers between programs with different fund codes will not be
permitted in the on-line system. Transfers must also be between similar program types (e.g.
Cxxxx to Cxxxx) if permitted in the matrix below and will not be permitted between programs of
different types (e.g. Cxxxx to3xxxx). The exception to this rule is general fund transfers between
Oxxxx and 3xxxx program types.

Third, Transfers are only allowed between account code pools (500000-Current Expense,
511000-Salaries, 512000-Fringe Benefits). The only allowable adjustment to fringe benefits is to
increase the fringe benefit budget pool for corresponding salary budget pool increases. No
DECREASE to general fund fringe benefits budgets is allowed.
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Finally, The user cannot adjust departmental credits or revenue account codes.

Below is a matrix of program types and whether on-line transfers are permitted. Transfers “within
program” are movement of funds between budget pools within a program while transfers
“between similar program” represent transfers between similar program types (Cxxxx) with
similar fund codes.

BUDGET TRANSFER MATRIX
On-Line Budget Transfers

Transfers
Within Between
Program Description Linked Program Similar Program
OXXXX General Funds No Yes Yes
IXXXX Program Budget No Yes No
3XXXX General Funds No Yes Yes
AXXXX Auxiliaries No Yes No
EXXXX Research Incentive Grants Yes No No
AXXXX Athletics (fund 1200) No Yes Yes
AXXXX Athletics (Other than 1200) Yes No No
CXXXX Clinics No Yes Yes
DXXXX Residual Grant Funds Yes No No
EXXXX Endowments (fund 130X) No Yes No
EXXXX Endowments (Other than 130X) No No No
FXXXX Facility Enhancement No Yes No
GXXXX Gifts Yes No No
HXXXX Hospital No Yes Yes
JIXXXX Capital Projects Yes No No
LXXXX Loans No No No
PXXXX Academic Program Support No Yes Yes
RXXXX Research Incentive Funds Yes No No
SXXXX Service Center No Yes No
UXXXX UL Foundation No Yes No
VXXXX Cardiovascular Institute No Yes No
XOXXX General Institutional No No No
X3XXX University Scholars Yes No No
YOXXX Metro College No Yes Yes
Y1XXX University Agency Yes No No
Y2XXX Faculty Practice Yes No No
Y2001 Faculty Practice Den Com OH No Yes No
ZXXXX ULREF, Other Yes No No
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See Budget and Financial Planning Website for Online form to request Budget access.

The following is a list of unit budget coordinators for the University.

Academic Units

College of Arts and Sciences Ms. Jeanie McCabe
College of Business and Public Administration Mr. Sean McNamera
School of Dentistry Mr. Louis Bauer
College of Education and Human Development Mr. Don Carson
Delphi Center Ms. LeAnn Taylor
Graduate School Ms. Carol Davis

Kent School of Social Work Ms. Elana Nance
School of Law Mr. Don Olson
University Libraries Mr. Numeriano Rodenas
School of Medicine Mr. Terry Gossom
Metropolitan College Ms. Lynda Richardson
School of Music Mr. Paul Detwiler
School of Nursing Ms. Emylene Rodenas
School of Public Health Ms. Peggy Beachy
Speed Scientific School Ms. Connie Braden
Undergraduate Studies Ms. Liz Herbert
Support Units

President Mr. Aria Razavi
Provost Ms. Bridget Burke
Vice President for Business Affairs Ms. Melissa Shuter
Vice President for Information Technology Mr. Jim Parr

Vice President for University Advancement Ms. Caroline Smallwood
Vice President for External Affairs Ms. Susan Rhodes
Vice President for Finance Ms. Cecilie Ashanta
Vice President for Research Mr. Craig Schroeder
Vice President for Student Affairs Ms. Cheryl Utz
Executive Vice President for Health Affairs Mr. Terry Gossom
Vice President for Athletics Ms. Alicia Clark



http://louisville.edu/vpf/budget/budgetaccess.html
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A program must have a budget established to process a budget transfer. Normally a zero
budget is established when a new program is created. If you identify a need to establish a zero
budget, contact Martyna Warren in Budget and Financial Planning at 852-6166.

An on-line tutorial of the budget transfer process can be found on the PeopleSoft User
Productivity Kit internet site located at:

http://upk.louisville.edu/

On the main screen on the User Productivity Kit site, type “budget transfer” in the search box.
Then select “Creating Budget Transfer”, and select “See It”. This will run the budget transfer
tutorial.

3 PeopleSoft & - Microsoft Internet Explorer ol
Peoplesoft Playback Mode Preferences | Help | Close

User Productivity Kit LB_@; See it @Mg @ Know It? @Do It

leeme ]
& Search |budget transfer @

Al

E‘m Uofl Purchasing Procedures
= Bl Maintaining Requisitions
Irvestigating a Failed Budget Check
EL‘Q Uofl General Ledger Procedures

= Ell Inquiry

. [2] Review Budget Overvew

B Budget Transfer Procedure

[E Creating Budget Transfers|

Introduction

In this topic, you wil learn how to enter and post @ Budget Transfer.
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To initiate a budget transfer between programs, first navigate to Commitment Control>>>

Budget Journals >>> Enter Budget Transfer.

PeopleSoft.
(Menu B

Search: uigin Menu =
ﬁ Commitment Control
Define or maintain budgets, budget-check, and revisw budgets and exceptions.

ﬁ Define Control Budgets
Create hudget definitions far Commitment

I> Define Budget Security

[ Budget Journals Cortrol ledger groups.

[» Post Contral Budget = Budget Defintions ElEvents
Journals = Budget Atributes ElField Setup
I Review Budget Activities = ssocisted Buddgsts =IRule Detintions
3 Mare.. G hore..

[- Budget Reports
[» General Ledger

ﬁ Post Control Budet Journals

- : ) = Budet Ledger Details Report
[ Application Diagnostics

[ Tree Manager

[ Reporing Toals

[- PeopleTools

— Change Wy Password
— My Personalizations
— My System Profile

— My Dictionary

This should take you to the following screen:

Enter Budget Transfer

Add a New Value

ﬁ Define Budget Securi

budget entry, inguiry, and override

Activate and configure security everts for

Review Budget Activities

2 Allocations . Piost cortrol budget journals Review budiet activities.
b Set Up Financials/Supply = Request Pastin = Buciet Detals
i RequesT FOSTING
Ghefm = Mark for Unposting EBudnets Overview
r Enterprlse Components = Request Entry Evert Processar
[ Worklist

Home

Tl Cortrol budget |
udnet nyrpals
J-|Enter Budget Transfer
ez e

Z== D it
Elimport Budget Journals

K] Budget Reports
Run budget reports.
=] Ativity Log
[El Associsted Budosts Repart
ElBudaet Attributes Repart
2 Mare. ..

Business Unit: IJOFL1T
Journal 1ID: MEXT
Journal Date: (092172004 E{I

Add

Find an Existing Walue | Add a Mew Value

Add a Hew Yalue

Select the “Add a New Value” tab
5

and choose the following:
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Business Unit = UOFL1
Journal ID = Next
Journal Date = Journal Entry Date

Add
Select

This should take you to the following screen:

—  ________—
AT e e

LMSUY VT | ISR | Al S e

Unit: LICFL1 Journal ID: MEXT Date: 0972142004
*Ledger Group: APPROP Q Fiscal Year: 2005 Period: 3
Control ChartField: Fund Code “Currencys usD G,
Budget Header Status: Mone Rate Type: CRRNT X
Exchange Rate: 1.00000000 [
) Transfer Original ) Transfer Adjustment ' Cur Effdt: 0812172004 Eﬂ

Budget Type: Expense
Long Description:
Long Description

B save]  ([ElNotify FHkadd | | Update/Dis

Budget Header | Budget Lines | Budoet Errors

On this screen, choose the following:

Ledger Group = APPROP
Budget Entry Type = Transfer Adjustment

Long Description = Description of Transfer. Begin with using unique identifier ex.
BTRJS001

Budget Lines

Select the “Budget Lines” tab
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This will take you to the following screen:

Search:

O My Favorites

U of L Custom

[ wendars

> Purchasing

[ Accounts Payahle
[~ Commitment Control

~ Budget Journals
— Enter BudoetJournals

— Enter Budget Transfer
> Review Budget Activities
[ Review Budget Check
Exceptions
[ General Ledger
I Set Up Financials/Supply
Chain
I Enterprise Components
[ wwaorklist
o Tree Manager
> Repaorting Tools
C PeopleToals
— Change My Passwaord
— My Personalizations
— My Systermn Profile
— Wiy Dictionary

Mew wWindow | Help | Custornize Pade | 5,

BudgetHeader | Budget Lines | BudgetErrors

Unit: OFL Journal 1D: MEXT Date: 11/05/2004 Budget Header Status: Mone

Process: IF'usl.Juumal v[ Frocess I

~ Lines
I chartfields and Amounts TE&sEElieney Details

Delete  |Line Ledger BlCH= SpeedType Account Fund Dept Program  [Set Options
Perioa Kew

1 APPROP_BD (&} (s} 1S 1S (s} L Setoptions

From Line: To: Generate Budget Period Linesl

Lines to add 1 = % Joumnal Line Copy Down

Total Lines: Total Debits: Total Credits:
1 0.00 0.00

B save EdHotify

Budget Header | Budget Lines | Budaet Errors

Minimize the menu on the left by clicking the minimize button, this will allow you to see the
full transfer screen below

PeopleSoft.

Budget Lines || Budget Ennors

IFL1 oirmal 10 MEEET

Hesswindo | Help | Gustamee Bane | 5

Dang: Qw21r7004 Hudget Header Status hane

Procpss; | PostJoumal s Process

= L Pof BelOpons | USD CLT 000 >

[+ =] % Journal Ling Cops Dovn | Froim Ling: T

[Gnnr:r;m: Budget Period Lum:]

Tiodad Dokl 5: Tedal Credis:
0on oo

On this screen, choose the following:

Budget Period = Current fiscal year
Speedtype = Speedtype of program
Account = Account Pool (500000, 511000, or 512000)

7
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Amount = Amount of transfer

Once you tab out of the “Amount” field, the remaining chartfields of the speedtype will
populate

To enter the offsetting entry, you need to “add a line” by clicking

PeopleSoft.

| I Budget Ences |

13 HEMT Dt 11maranod Enasiget Huamsr Sty e Hons

Process:  |FostJowenal - Frocess

CUCEiCs | £ | Wi Al

D100t Oy Eetopaons | WED Oy -1,000.00 e,

Gensmate Budget Fesiod unuul

bolaoos o (oo CLos11000 Sy 1000 O [1oiooot 66 R

Fromem Lire: Tao:

e doumal Line Copy Do

= Totad Crodis:
[eksle]

B add | | A Upsata Tl

Once the second line is added, choose the following:

Budget Period = Current fiscal year

Speedtype = Speedtype of program

Account = Account Pool (500000, 511000, or 512000)
Amount = Amount of transfer

After entering the amount, click on the scroll bar at the bottom to scroll left.
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PeopleSoft. A —

1=y
Bieveindoyy | Hein | Customizes Pacs | L

1 Bosarmal 100 FERT Drana: EREalidi ] L] Blud et Fleasdor Stolua: Fdarim

Procows: [Foddommm =] | Prosess |

APFROF_RD | 3005 1 o % [s11000 < [tooo Sy [eoinonoiss Sy oinnd S Seloptions | [usp S [-4oonon [+]

.qppnnp_n ST c <% [tooo % [1otpoooiss (O 01001 CL | Seloptons | [uso {"._ =]
E = e dounnal e o Do [nllﬂl-hﬂ: x| '““"'"M““||
Ve al e Todal Credns:
1 a0 el 000,00

e e | Budact Erners

Lad 1
] [T T st

Select “Save” then “Process”

PeopleSoft. S

DirerWinsson | Hals | Customize Puoe | B8

Unit: LIOFLE Sournal B annaETaLen Dl 146004 Eae Heailnr 51 atus

PrOcass: |Pnle-l dagrnai '-'|

r ¥ AFFROF_RD (7006 0L | i, [f a0 1000 D [Aoinanntsh (G 0a0n 0L selontions | [US0 S 460000

— = F  AFPROF_RBD | 3005 oy | 1, [soocon <, [1ooo O iotooomiss D o001 (Ol Setoptons | [uso < (100000
[ 1 F = "% Joarnal Line Gopy Ceown | P Lines | Ta: | e |
Totald Lings: Tt Dbt s: Teriall Crasdis:
= 1000060 1.000 00
3 Rt i Pk | [ iy
Mgl Flagdar | Dudgsl Lifna | sl S
al ] el

Once you select “Process”, you will see the following screen:
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|Je=-= - @2 | aa= @3 BH-a=E
PeopleSoft.

=

Mews wiindow | Help | &,

Are you sure that you want to post this journal? {(5010,45)

Click the Yes button

Select “Yes” to post the transfer. The “Budget Header Status” will change to “Posted” once
the transaction is complete.

PeopleSoft.

=13

s | Haip | Custoregs Fas |.E|ﬁ’,

Budget Headar | Buidget Lawes | Sudpet Emore

Lini: LIOFLY <ol e 0QoazZ26783 Dates 1 oyoyaone Budput Heades Shatus;

Pfrocess:  Post doumasl

= Links
l |:I||rl:l1r|lr||- arsd Armounts T Bz CLareney Dabwile '

Hizader e
PIRA T PR PRI 0 (SRt Ogitiniis  |Currency Amount

fronxier waz ruccazsiul -
Setdiptione)| Lan 1, 500000

1 APPROP_BD 2005 L soooon

I APFROF_BO 2005 O, sponon Sefdnfione ] vsp -1,500.00
.:' I From Ling; T Zenerae Budget Pedod Lll'u'!':l
Teral Lines: Tadal Dhetae: Todal Crodis:
z 1,500.00 1,500.00
=] L R v Faasn | |y ST

Bugeet Heaiarn | Budgel LUees | Budget Encrs

4 | 3
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