Budget Transfer

1. From My Favorites, click on 2. Torun for the first time, choose Add a
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4. On Ledger Group, click on KK-Detail
5. Typein Long Description and/or Alternate Description.

6. Attach file (if there is any). Click Save.
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7. System assigns Journal ID (which is the budget transfer number).

8. Fillin: Budget Period, Account String, Amount, Description & Ref.

9. Click on + sign to add as many lines as you need and change account/amount info. Total increases should
balance total decreases. Click Save.
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10. On Process, click on triangle and choose Budget Pre-  11. Budget Header Status would change to Checked Only.
Check. Click on Process. When message comes up, click 12. Click on Submit Journal. Click on Process..
on Yes.
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13. Approval Header Status would change to Pending.
Click on Pending. It opens Approval Flow —to check where BT is at.
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14. To check status of BT: From Favorites, click on Enter Budget Transfer.
15. Click on Find an Existing Value. Define search criteria.

16. Click Search.

17. Click onJournal ID 0000092865.
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18. Click on Budget Lines tab. When approved, Approval Header Status would change

from Pending to Approved.

19. When posted, Budget Header Status would change from Checked Only to Posted.
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