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The Budget Transfer Data Entry process allows identified CSUF users to generate their own budget 
transfer.  Once the data entry is complete it is electronically sent for two levels of approval: (1) department 
level approval and (2) budget staff approval. 
 
Frequency: ad-hoc (as needed).  Transactions will occur throughout the year. 

 

Create a New Budget 
Transfer 

 

Step 1 

 

Navigate to the Budget 

Transfer Data Entry page: 

 

Home > Fullerton 

Customizations > BD > Budget 

Transfer Data Entry 

 

 
 

Step 2 

 

Click on the Add a New Value 

tab. 

 

To create a new budget 

transfer, click . 

 

You can change the Journal 

Date as long as the date is 

within an open accounting 

period. 

 
Field What do I enter? 

Journal Date Required entry. Journal Date defaults to the 

current date the budget transfer is being 

created. User can change the date. The date 

must be in an open accounting period. 

 

Accounting Periods 

01 July 07 January 

02 August 08 February 

03 September 09 March 

04 October 10 April 

05 November 11 May 

06 December 12 June 
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The Budget Transfer Data 

Entry page displays. 

 

 

Step 3 

In the “Header Information” 

box, complete the following 

fields: 

 

 Scenario 

 Requester (if different than 

Preparer) 

 Contact Phone 

 Detail Description 

 

 

 
 

Term What do I need to enter? 

Journal ID No entry required.  Journal ID is auto assigned 

once the budget transfer data entry has been 

saved. 

Journal Date No entry required. Journal Date is the date 

when the budget transfer was created at the 

„Add a New Value‟ page. User cannot change 

the date on this page. 

Journal Status No entry required.  Requested Status defaults 

to Open. 

Preparer No entry required.  System defaults the user 

signed on as the Preparer. 

Scenario Required entry.  Valid values are: 

BTR_1TIME 

BTR_BASE 

The default is set to BTR_1TIME. 

 

Note: Baseline transfers are approved at 

Division level. 

Fiscal Year No entry required.  This field is populated based 

on the journal date.  Example: 07/01/08 to 

06/30/09 = 2008 

Requester Required entry.  Requester is the individual 

requesting the budget transfer. 

Contact Phone Optional entry.  The phone number so the 

Budget Office can contact the department for 

questions, if any. 

Detail Description Required entry.  Detail Description field 

describes the transfer. 

Copy Values on 

Insert 

If checked: When adding a new row, all fields 

populated on the current line will be copied to 

the newly added row. 

 

If unchecked: a blank row is added. 
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Step 4 

 

In the “Transfer From” box, 

complete the required fields: 

 

 Account 

 Fund 

 Dept 

 Line Description 

 Amount 

 FTE (required only for 

accounts 601000 or 

601100, or 601300) 

 

Optional fields 

 Program 

 Class 

 Project 

 Reference 

 

To add a line, click .   

To remove a line, click . 

 

 

 
Field What do I need to enter? 

Line No entry required.  Auto assigned line number. 

Account Required entry.  Captures financial transactions such 

as Revenues and Expenditures.  It provides the detail 

breakdown for Revenue/Expenditure reporting and is 

the lowest level of detail required for campus-wide 

reporting. 

Fund Required entry.  Represents the source of money 

related to financial transactions. 

Dept Required entry.  Defines academic areas, research 

units, or administrative offices with an appointed 

manager that has programmatic, operational, fiscal 

and/or budgetary responsibility for a specific set of 

activities and projects/grants.   

Program Optional entry.  Defines a set of ongoing general 

activities for which financial activity needs to be 

tracked.   A Program, unlike a Project, does not have 

start and end date.  Leave blank unless otherwise 

instructed by Accounting Services. 

Class Optional entry.  Provides for any special cost 

reporting needs a division, department or other 

organizational unit may have that are not met by the 

campus-wide reporting values defined in the other 

chartfields.  It is an extension of the department. 

Project Optional entry.  Identifies a discrete set of activities.  

The values should be considered a further 

breakdown of CMS Account values.  Activities 

associated with this chartfield may span multiple 

Departments, Funds and/or Accounts.  It is an 

extension of the account. 

Line Description Required entry.  Line description is a short 

description of the transaction. It defaults to the 

account description but can be changed by the user.   

Amount Required entry.  Amount is the budget dollars being 

transferred out of the department(s).  Only “+” 

numbers are accepted.  The system will automatically 

convert Transfer From amounts to Credits. 

FTE Required if you use accounts 601000 or 601100 or 

601300 to transfer funds for salaries. Field becomes 

available when you use one of those account 

numbers. 

Reference Optional entry.  Reference is a 10 digit reference field 

for the user.  

Transfer From Total budget to be transferred from the 

department(s). 
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Transfer From Reference 

Tab 

 

In the “Transfer From” box the 

Reference tab provides the 

following descriptions based 

on the information entered on 

the Primary Fields tab: 

 

 Account Description 

 Fund Description 

 Dept Description 

 Program Description 

 Class Description 

 Project Description 
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Step 5 

 

In the “Transfer To” box, 

complete the required fields: 

 

 Account 

 Fund 

 Dept 

 Line Description 

 Amount 

 FTE (required only for 

accounts 601000 or 

601100, or 601300) 

 

Optional fields 

 Program 

 Class 

 Project 

 Reference 

 

To add a line, click .   

To remove a “Transfer To” line, 

click . 

 

 
 

Field What do I need to enter? 

Line No entry required.  Auto assigned line number. 

Account Required entry.  Captures financial transactions such 

as Revenues, and Expenditures.  It provides the 

detail breakdown for Revenue/Expenditure reporting 

and is the lowest level of detail required for campus-

wide reporting. 

Fund Required entry.  The source of money related to 

financial transactions. 

Dept Required entry.  Academic areas, research units, or 

administrative offices with an appointed manager that 

has programmatic, operational, fiscal and/or 

budgetary responsibility for a specific set of activities 

and projects/grants.   

Program Optional entry.  A set of ongoing general activities for 

which financial activity needs to be tracked.   A 

Program, unlike a Project, does not have start and 

end date.   

Class Optional entry.  Provides for any special cost 

reporting needs a division, department or other 

organizational unit may have that are not met by the 

campus-wide reporting values defined in the other 

Chartfields. 

Project Optional entry.  Identifies a discrete set of activities.  

The values should be considered a further 

breakdown of CMS Account values.  Activities 

associated with this Chartfield may span multiple 

Departments, Funds and/or Accounts. 

Line Description Required entry.  Line description is a short 

description of the transaction. It defaults to the 

account description but can be changed by the user.   

Amount Required entry.  Amount is the budget dollars being 

transferred to the department(s).   

FTE Required if you use accounts 601000 or 601100 or 

601300 to transfer funds for salaries. Field becomes 

available when you use one of those account 

numbers. 

Reference Optional entry.  Reference is a 10 digit reference field 

for the user.  

Transfer to Total budget being transferred to the department(s). 
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Transfer To Reference Tab 

 

In the “Transfer To” box the 

Reference tab provides the 

following descriptions based 

on the information entered on 

the Primary Fields tab: 

 

 Account Description 

 Fund Description 

 Dept Description 

 Program Description 

 Class Description 

 Project Description 

 

 

 

 
 

 

 

Step 6 

 

Once all information has been 

entered on the data entry 

page, click . 

 

A Journal ID is automatically 

generated by CMS. 

 

Note:  A Journal ID can only 

be saved when all of the edits 

are met (passed combo edits, 

balanced by fund and required 

fields have been populated). 

 

Upon saving, the Budget 

Transfer may now be sent 

for approval (see page 9 for 

detailed instructions). 
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Find / Edit an Existing 
ñOpenò Budget 
Transfer 

 

Step 1 

 

Navigate to the Budget 

Transfer Data Entry page: 

 

Home > Fullerton 

Customizations > BD > Budget 

Transfer Data Entry > Find an 

Existing Value 

 

To search for an existing 

budget transfer, 

click .   

 

 

 

 

Note:  As long as the status of 

the budget transfer is ñOpenò, 

you can edit as needed. 

 

 

 

 

 

Step 2 

 

Click on the existing budget 

transfer Journal ID number that 

you need to open/modify.  

 

You will be taken to the 

Budget Transfer Data Entry 

page and you may now edit 

your Budget Transfer. 

 

Note:  After edits are made, 

remember to save your work! 
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Sending Budget 
Transfer for Approval 

 

Step 1  

 

Once your Budget Transfer 

has been saved, click on the 

Send for Approval icon. 

 

 

 
 

 

 

  

 

 

Step 2 

 

A default approver will 

automatically be selected.  If 

you need to change the 

approver, check the box next 

to the appropriate approver.   

 

Once the appropriate approver 

is selected, click . 

 

 

 

 
 

Note:  You may only select 1 approver. 

 

Field What do I need to enter? 

Journal ID No entry required.  Journal ID is auto assigned once 

the budget transfer data entry has been saved. 

Preparer No entry required.  Preparer is the user who is 

completing the budget transfer. 

Requester No entry required.  Requester is the person who 

requested the transfer (may be different than the 

preparer). 

Select Required entry.  User verifies (or changes) whom to 

send the budget transfer to for approval.  

Approver Id No entry required.  CMS User ID of the approver. 

Approver Name No entry required.  Name of the approver. 

Email ID No entry required.  Email address of the approver. 

Type No entry required.  Identifies if approver is Default or 

Alternate. 
 

 

Step 3 

 

After you have sent the budget 

transfer for approval, you will 

receive the following message.   

 

Click  to be taken 

back to the “Budget Transfer 

Data Entry” page. 
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Optional Processes 

 

After you have saved a Budget 

Transfer, you may choose to 

perform the following optional 

processes: 

 

 Add an Attachment 

 Print 

 Copy From 

 Cancel 

 

The following pages contain 

detailed instructions on how to 

perform each process. 

 

 

 
 

 
 

Process Description 

 

Adds an electronic attachment to the budget transfer. 

 

Prints a copy of the budget transfer. 

 

Copies an existing budget transfer to a new budget 

transfer with the journal date defaulting to the current 

date.  

 

Cancels the budget transfer.  It does not delete the 

budget transfer from the system. 

  

 



Budget Transfer Data Entry 

 

Business Process Guide 
Desk Manual  

 

CSUF Date Last Revised: 3/9/2009 Page 11 of 21  

 

 

Add an Attachment 

 

Note:  The “Add an 

Attachment” functionality is 

only available when the budget 

transfer has been saved. 

 

If you have more than one file 

to attach, zip all files then 

attach the zipped file. 

 

Note: You can add Microsoft 

2007 documents. 

 

 
 

Attachment Type Description 

 

Adds a scanned document to the budget transfer.  

The attached document is saved in the server. 

 

Deletes a file that is attached to the budget transfer.  

This deletes the file from the server. 

 

Allows the user to view the file that is attached to the 

budget transfer. 
 

 
Step 1 
 

Click on the  icon. 
 

 

 

 
Step 2 
 

Click on the  icon 
to search for the document on 
your computer you would like 
to attach. 

 

 

 

 
Step 3 
 
The Choose File window 
opens.  Search for the 
document you want to attach. 
 
Click on the name of the 

document, then . 
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Step 4 
 
After selecting the document, 

click . 

 

 
 

 
The document is now 
attached. 
 
To view the attachment, click 

on the  icon. 
 
To delete the attachment, click 

on the icon. 
 

 

 
 

 
Step 5 
 

Click  to save your 
changes. 
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Print a Budget Transfer 

 

Note: ñPrint” functionality is 

only available when the budget 

transfer has been saved. 

 

Step 1 

 

Click . 

 

 

 

 
 

 

Step 2 

 

A message appears on the 

screen, click . 

 

 
 

 

Step 3 

 

Click . 

 

 
 

 

The Process Monitor opens in 

a new window. 

 

On this page you will see a 

“Process List” which shows all 

your print requests, with the 

most recent request on top of 

the list. 
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Step 4 

 

Click  until the 

following messages appear: 

 

Run Status = Success 

 

Distribution Status = Posted 

 

 

 
 

 

Step 5 

 

Click . 

 

 
 

Step 6 

 

Click View Log/Trace. 
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Step 7 

 

Click the PDF file. 

 
 

A new window for the report 

opens. 

 

Step 8 

 

To print the report, click . 

 

Step 9 

 

When finished printing, close 

the report window and the 

process monitor window.  
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Copy From 

 

Step 1 

 

To copy from an existing 

budget transfer to a new 

budget transfer click 

. 

 

You can change the Journal 

Date. 

 

 

 

 

Note: The “Copy From” 

functionality is only available 

when Journal ID is equal to 

NEXT. 

 

Step 2 

 

Click on the  icon. 

 

 

 

 
 

Step 3 

 

Enter the Journal ID or click 

 to view all budget transfers 

you created. 
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Step 4 

 

Select the journal to copy and 

click . 

 

If you do not want to copy the 

amounts from the original 

journal ID, place a check mark 

next 

to . 

  

 

 

A new Budget Transfer Data 

Entry page will display.  All 

fields are populated from the 

journal ID you copied from. 

 

Step 5 

 

Make any necessary changes. 

Click . 

 

A Journal ID will be auto 

generated by CMS.   

 

Note: “Journal Date” is never 

copied.  It will default to the 

date you selected in Step 1. 
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Cancel a Budget 
Transfer 

 

Step 1 

 

Open the budget transfer 

through the “Find an Existing 

Value” tab. 

 

Note: Preparers can only 

cancel budget transfers with an 

“Open” Status.  If the budget 

transfer is “Pending Approval” 

either the Approver can cancel 

the budget transfer or the 

Approver must return the 

budget transfer to the 

Preparer. 

 

 

 

Step 2 

 

To cancel the budget transfer, 

click . 

 

 

 

 
 

 

Step 3 

 

Click  to confirm 

you want to cancel the budget 

transfer. 
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Step 4 

 

Click . 
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Field Name Definitions 
The following table is a list of CMS field names and their definitions used throughout this guide. 

 
Field Definition  

Header Information  

Journal ID Journal ID number is automatically assigned in CMS once the 

budget transfer has been saved. 

Journal Date Date the budget transfer was created in CMS.   

Requested Status Requested Status defaults to Open. 

Preparer Individual who prepared the budget transfer. 

Scenario Type of budget transfer transaction 

BTR_1TIME or BTR_BASE.  Defaults to BTR_1TIME. 

Fiscal Year Field is populated based on the journal date.  Example: 07/01/06 to 

06/30/07 = 2006 

Requester Individual who requested the budget transfer (may be different than 

preparer). 

Contact Phone Phone number of the person requesting the budget transfer who 

may be contacted by the budget office for questions. 

Detail Description Detail Description field describes the transfer. 

Transfer From/To  

Line Auto assigned line number. 

Account Captures financial transactions such as Revenues and 

Expenditures.  It provides the detail breakdown for 

Revenue/Expenditure reporting and is the lowest level of detail 

required for campus-wide reporting. 

Fund Represents the source of money related to financial transactions. 

Dept Academic areas, research units, or administrative offices with an 

appointed manager that has programmatic, operational, fiscal and/or 

budgetary responsibility for a specific set of activities and 

projects/grants.   

Program A set of ongoing general activities for which financial activity needs 

to be tracked.   A Program, unlike a Project, does not have start and 

end date.  Leave blank unless otherwise instructed by Accounting 

Services. 

Class Provides for any special cost reporting needs a division, department 

or other organizational unit may have that are not met by the 

campus-wide reporting values defined in the other Chartfields. 

Extension of department. 

Project Discrete set of activities.  Values should be considered a further 

breakdown of CMS Account values.  Activities associated with this 

Chartfield may span multiple Departments, Funds and/or Accounts. 

Extension of account. 

Line Description Line description is a short description of the transaction. It defaults to 

the account description but can be changed by the user.   

Amount Amount is the budget dollars being transferred in/out of the 

department(s).  Only “+” numbers are accepted.  The system will 

automatically convert Transfer From amounts to Credits. 

Reference Reference is a 10 digit reference field for the user.  

Transfer From/Transfer To Total budget being transferred from/to department(s). 
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Attachment Information  

 

Adds a scanned document to the budget transfer.  The attached 

document is saved in the server. 

 

Deletes a file that is attached to the budget transfer.  This deletes 

the file from the server. 

 

Allows the user to view the file that is attached to the budget 

transfer. 

Process  

 

Prints the budget transfer. 

 
Sends the budget transfer for approval, after selecting an 

appropriate approver. 

 
Copies information from an existing budget transfer into a new 

budget transfer. 

 
Cancels the budget transfer. 

 

 

Sends the information you've entered on the page to the database.  
Save when you come to the end of a component. The Save 
command always updates the data for all pages in a component.  
Upon save, the system displays the Saved message in the upper-
right corner of the page. 

 

 
 

Creates a new budget transfer journal.  

 

 


