BUDGET TRANSFERS WHILE CREATING A PENDING

If there are insufficient funds in a budget code while entering a PND a budget transfer must be initiated
to fund the correct code for the purchase.

1. Populate all of the necessary information on the “Information” or “first tab” of the PND.

2. Typeinyour line items. If you do not have enough funding the available balance will show a
negative number in -RED.

3. Look at your building/department codes by running a “Budgetary Account Activity Report” to
determine what code the funding may be transferred from.

Purchase Requisition [Add ToBeAssgnd]
Entry In Progress

Other Reference  Description

PO #
- PO [11/06/2015=
[2019 =][ToBetssord  Bt| Datel =

Information Line ltems | PO. Text | Budget Distr. | Fixed Assets | Ven
Ling|Description Cluantity Linit Cost (UM Fund |Budget Code Avail Balance|UnEnc. Balan% Discount (L
o] 1]First line item 1.00] 42500004 QA ql1345-507-00-00-09 =1 -175.04 250.0
2 0.00 nooooEA Qs @[1245507-00-00-08 Q -175.00 250,00 0.00%]
1] |
Itemn Taotals [ Expand ltem
Extended Cost 425,00 Descriptions
¥ &t Distibute Dizcount 000 OR & 0.00 D|s.cognt -$ 0.00 Approve
¥ Auta Dishibute Shipping 0.00% OR § 0.0 Sl 0.00 oo |
¥ o Distribute Cort, Enc 000z OF # non Centingency Enc +§ 0.00 RS
[~ Pay By ltem ¥ Apply % shipping to discounted amount Total PO 425.00 Transfer

[Firzt lire item



Check to see if the aggregate dollar amount of transfers from or to either code exceeds $10,000
for the year. If it does, in either code, then the transfer will require BOE approval. To check the
amount of transfer activity in a budget code:

a. Click on “Reports”, “Budget”, “Budgetary Transfer Report”
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b. The “Budgetary Transfer Report” box will pop up.
m Budgetary Transfer Report _ O]

Critena M ame |Last Fun EI
FiscalYear [o019 - — Tranzachon Dates
Fram I DT-".-’D'I.-’EDHE
Fund [ Q[ Funds To [11/06/2018—=]

Date zed
Type | Current Appropriation ;l | Effective in Eudget ;l

™ Show Pending Transfers Orly

Wwihere | il

™ Show &pproval Level

IEr_I,IstaI: <default report = | xﬁ?l El ml EI %l Frint Settings | LCancel |




c. Chose a “Fund” (A) then click on the “Building Blocks” to the right of the “Where”

field.

m Budgetary Transfer Report

Criteria Hame |La$t Fiun

Fizcal ‘r'ear | EnEEE I

B

— Tranzaction [ ates

- Fund [4™ QJGENEREL FUND

Tupe | Current Appropriation

=]

[ Show Pending Transfers Only

Date Uszed

Frarm I 07/m a"2EI'IBE
Ta I 11!05;"201851

=] ES

| Effective in Budget ;l

Where |
I~ Show spproval Level

|Er_l,lstal: <default repart: ;l ﬁl &l &l El @l Print Settings |

el <

LCancel |

d. The Expression Builder box will pop up. Click on “BudTrans.BUDGETCODE” so it is
highlighted in dark blue and then click on the “= (Equal)” option on the right so it is
highlighted in dark blue and then click OK.

Expression Builder _|O
M arne |Last Fun EI
Where |BudTranz. BUDGETCODE ;I
Fields ;|
BudTrans ADDUSER Char |15 N Exactly Equal
BudTrans ADJUSTMEMT Mumb| 12 #  |MotEqual
BudTrans APCAROVRID Char | B < |Less Than
BudTranz 4P TRANGRP Char | 6 ¥ |Greater Than
BudTrans. &FJMHLUM Char |10 <= |Less Than or Equal
BudTrans. BAMEACCT Char |12 = |Greater Than or Equal
BudTrans. BENNO Char | 2 ok ?Dt E';IU3| { \
BudTrans. BUDGETCODE 16 | | OR [{Exp1} OR {Exp2
BudTrans. EUDGET TYFE Char | 1 AMO{Exp1} AND {Exp2}
BudTran: BUDSEQ Char | 2 NONOT Gualifier
BudT rans. COWJMLM Char (10
BudTrans. CHECEMh Char |10 j LI
ok Cancel

)
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e. After BudTrans.BUDGETCODE-= type ‘the budgetcode’ and then click on the Preview

E icon.

m Budgetary Transfer Report _ O]
Criteria Marme [Lazt Run EI
. — Trahzaction Dates
Fizcal ‘vear | 2019 - I
From I D?HD1H2D1EE
Fund |f.& g"GENEH.ﬁ.L FUMD To | 110642018 =
Date Uszed
Tupe | Current Apprapriation - | Effective in Budget ;l
[ Show Pending Transfers Only
Where |E=uu:|Trans.BLlDI3ET CODE="1345475000008" bl |
[ Show &pproval Level
| Crystal <default reparts _= | x;:?l @. ml El %l Print Settings | Cancel |

f. Asyou can see, there has been some transfer activity in this account. $50.00 was
transferred out of the code to pay for membership dues. This code will not require

any BOE action.
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Budgetary Transfer Report

Fiscal Year: 2019
Current Appropriation - Effective From: 07/01/2018 To: 11/05/2018

Amount Amount
E flective Transaction Transferred  Transfemred
Date TransID Description BudgetAccount Description From To

Fund: A -GENERALFUND
09/24/2018 005166 To provide funds for pending order to pay School Purchasign Association Dues for 2018-2019

-50.00

A1345-507-00-00-08 R Office Supplies
-50.00 0.00

Total forFund A -GENERAL FUND

g. Repeat steps a. thought c. for the budget code that funds are being transferred
FROM. If under $10,000 in transfers for the year in the second code then the

transfer will not require BOE approval.



5. Click the “Transfer” button on the Line items page of your PND.

I Purchase Requisition [Add ToBeAssgnd]

PO # Other Reference  Description
[2015 =1[ToBedssand  Be| | I

[F;-U- I 11054201 Sj
ate

Information Line ltems P.O. Text | Budget Distr. Fixe
Line|Description Quantity Unit Cost|UM Fund |Budget Code |A\.'ail.ElaIance L
o 1[Firstline item 1.00) 425.0000EA @4 q@l1345507-00-00-03 Q -175.00
2 0.00 0.0000]EA Qs @f1345507-00-00-08 [=] 175,00
4] |
Item Totals [~ Expandltem
Extended Cost 425.00 Descriptions
¥ Auto Distribute Discount 0.00% OF 0.00 D'S_Cofmt -$ 0.o0 Apprave
I¥ Auto Distribute Shipping Doz OR$ 000 - Sl 0.0 -
¥ Auto Distibute Cont. Enc 0.00% OR § | e 0.00 ekl
[~ Pay By ltem [ |&pply % shipping to discounted amount Total PO 425.00 Transfer




6. Budget Transfer Request box will pop up.
a. User Reference — type first initial last few characters of last name

b. Comment — type description of why transfer is being requested and indicate if BOE Approval
will be required for this transfer

c. Thefirst line below will automatically be populated with the code and amount that funds will

be will be transferred to. Populate the fund and code from which the funds will be transferred

and then in the “Adjustment Field” you will populate the amount to be transferred from that

code with a negative before the dollar amount. In this case -175.00.

d. Click the Save E| icon.

=10 x|

Budget Transfer Reguest [Add ToBeAssgnd] (Instance 2)

|2ms =]

Comment

18]
|TaBetssgnd

[~ Show Al

|1zer Reference

F.0.

Effective D ate

[[LEONE

&l

11./06/

2018=

Ta provide funds For pending order PMD-12345 for the purchaze of line item number one

[
[~

— Totalz
| Approved - 3 Approve withdraw | Adjustment | .00 Mew Amovint | 1E,790.00
Fund [Budget Code PR? Adjustment Mew Amount |Available Balance Unerl;
1345-507-00-00-08 Mo 175.00 42500 425 005000
¥ 1345-446-00-00-08 Mo -175.00 16,365.00 1.815.00090.00
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7. Proceed attaching documents and populating notes to complete the PND request and then
approve the PND. The administrator will see the budget transfer when they go to approve the
PND and by approving the PND will be approving the budget transfer.



BUDGET TRANSFERS — STAND ALONE

Once you identify the two codes you will be working with for the transfer (the code funds are being
transferred TO and the code funds are being transferred FROM) repeat step number 4. above to
determine if BOE approval is necessary. If BOE approval is required for a stand-alone budget transfer

please email Sylvia Wallach with the details and then follow the steps below.

1. Click in Manage, Budget Maintenance, Transfer Request.
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2. The “Budget Transfer Request” window will pop up. It will show the last request entered. To

initiate

a new request click on the Add icon which will bring up a new, blank transfer request screen.

Populate “User Reference Field” with first initial and first few letters of last name. Populate the

“Comment” field with the reason for the transfer request. Tab down and enter the fund and budget
code and dollar amount that you are transferring TO on the first line and the fund budget code(s) and —

amount(s) that you are transferring FROM. Then click the save =— icon.2

) BT | 7| S| o] ] o] <

Approval Leve -

“ | m Budget Transfer Request [006432]
App

ID IJzer Reference P.0. Effective Date
|2EI1E| -] | Q0E432 [ Show &l |LLEEINE EI | 1041 5;’20185
Commet IT::: provide fundz for Technology Consulting Services ;I
oL — Totals
— | Approved - 3 fpprove | Disapprove | Adjustment | 0.00 Mew f-\mnunt| 159,185.00
Fund (Budget Code PR? Adjustment Mew Amount (Available Balance |Unerl;|
& Q| 2630-446-00-00-08 Mo 14.000.00) 22.200.00 0.00A00.00
& Q| 2630-448-00-00-20 Mo -14,000.00 136.985.00) 34.191.2491.24

.
i4| | »




