Budget Office Training

My Finance Self-Service

Multiple Line Budget Transfer
(Budget Change or BD04)




Multiple Line Budget Transfers:

Correct Ways to Use

* Purpose: Allows you to submit a budget change to
Budget amounts. You will see itin the Accounted Budget column

* Other names: Budget Change or BDo4
# This function can only be used to move budgeted funds:

1. Within the SAME org number.
Example: From Org 123456/Fund 12345/Account Code 7000-Operating
To Org 123456/Fund 12345/Account Code 8100-Equipment

2. Between 2 different orgs that have the same 5-digit Fund Number.

Example: From Org 123456/Fund 12345/Account Code 7000-Operating
To Org 654321/Fund 12345/Account Code 7000-Operating

-If the 2 orgs have a different fund number, you cannot use a Multiple Line Budget Transfer.
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Banner Self-Service Main Screen
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THE UNIVERSITY OF
ALABAMA IN HUNTSVILLE

Please Note: User IDs, passwords, and security question answers are all case-

Enter Secure Area
Prospective Students
Apply for Admission
Class Schedule
Course Catalog
Transfer Credit Equivalency Table
Proxy Access Login
RELEASE: 8.9.1.5

Personal Information
Update contact information or marital status; review name or social security number change information; Change your PIN.

Student & Financial Aid

Apply for Admission, Register, View your academic records and Financial Aid
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THE UNIVERSITY OF
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Infor Proxy Menu
Search | Go

Finance

RETURN TO MENU SITE MAP HELP EXIT

Budget Queries

Encumbrance Query
Requisition

Approve Documents

View Document

Multiple Line Budget Transfers
Budget Development

e~Print Repository

ARRA Certification

[ Budget Queries | Encumbrance Query | Requisition | Approve Documents | View Document | Multiple Line Budget Transfers | Budget Development | e~Print Repository | ARRA Certification ]




Multiple Line Budget Transfer Form
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Multiple Line Budget Transfer Form

7 Begin by creating a multiple line budget transfer or retrieving an existing template. If available budget exists, budget can be transferred
Choose Complete to perform a validation and forward the document for processing.

Use Code Lookup to query a list of available values.

Use template|None v

Transaction Date

Journal Type l BD04 (Temporary Budget Adjustment) Vl
Document Amount| ]

Index Fund Organization Account Program Activity Location Amount

l I I | I I I I
l I I || I I I I
l I I | I I I I
l I I | I I I I
l ]
l

I I I I I I

| Budget Period 01v

Description

Save as Template | |
[ shared




Multiple Line Budget Transfer Form

Multiple Line Budget Transfer Form

[ Begin by creating a multiple line budget transfer or retrieving an existing template. If available budget exists, budget can be transferred
Choose Complete to perform a validation and forward the document for processing.

Use Code Lookup to query a list of available values.

Use template None v

Transaction Date |27v  JUN v [2022v
Journal Type ‘ BDO04 (Temporary Budget Adjustment) V‘
Document Amount 10000 |

=
M~
(gl

+ |+ [+ [+ ]
<|l<||<|]<|]<]|}

# Chart Index Fund  Organization Account Program Activity Location Amount

1 [H | s || | | o |
235411 || | | fro00 |
I |

I |

|

Description [Align funds to operating Budget Period

Save as Template |
(J Shared




Multiple Line Budget Transfer Form

Multiple Line Budget Transfer Form

"7 Begin by creating a multiple line budget transfer or retrieving an existing template. If available budget exists, budget can be transferred
Choose Complete to perform a validation and forward the document for processing.

Use Code Lookup to query a list of available values.

Use template | None ~|

Retrieve
Transaction Date

Journal Type | BDO4 (Temporary Budget Adjustment) ~ |
Document Amount | 10000 |

# Chart Index Fund Organization Account Program Activity Location Amount
1 [H 235411 || Il | [7801 il I Il |[s000

2 [0 | [z3sarr | I | [7000 I I Il |[s000

3 [ I I [ I I Il Il

4 [ I I ) Il J Il Il

5 [ | | I Il | Il I Il Il
Description | Align funds to operating | Budget Period 09 v

Save as Template| ]
[J Shared

[ complete |

Multiple Line Budget Transfer Form

"7 Begin by creating a multiple line budget transfer or retrieving an existing template. If available budget exists, budget can be transferre
Choose Complete to perform a validation and forward the document for processing.

Use Code Lookup to query a list of available values.

Use template | None ~|

Retrieve
Transaction Date |27 v| [JuN ~| [2022 ~|
Journal Type | BDO4 (Temporary Budget Adjustment) ~ |

Document Amount | 10000 |

# Chart Index Fund Organization Account Program Activity Location Amount
1 [H | [ |[ 19200 |[235411 | [ |[20 Il |[s000

2 H | [ |[15200 |[2358411 | [ |[20 I [ |[s000

= [ I J [ I J I I

4 [ I I ] I I Il Il

5 | | I I | I I Il I
Description ‘ Align funds to operating Budget Period 09 ~

Save as Template | |
[J shared

Complete




Multiple Line Budget Transfer Form

Multiple Line Budget Transfer Form

"7 Begin by creating a multiple line budget transfer or retrieving an existing template. If available budget exists, budget can be transferred
Choose Complete to perform a validation and forward the document for processing.

Use Code Lookup to query a list of available values.

Use template | None ~|

Retrieve
Transaction Date

Journal Type | BDO4 (Temporary Budget Adjustment) ~ |
Document Amount | 10000 |

# Chart Index Fund Organization Account Program Activity Location Amount
1 (n | [z3sann I | [7se1 I I Il /5000

2 0| [e3sann I | [7000 I I Il |[s000

3 [ I I [ I I Il Il

4 [ I I ) Il J Il Il

5 | | I Il | Il I Il Il
Description | Align funds to operating | Budget Period 09 v

Save as Template| ]
[J  Shared
[ complete |

Multiple Line Budget Transfer Form

Use Code Lookup to query a list of available values.

Use template | None

~|

[ Retrieve ]

Choose Complete to perform a validation and forward the document for processing.

"7 Begin by creating a multiple line budget transfer or retrieving an existing template. If available budget exists, budget can be transferre|

Description [Align funds to operating

J

Budget Period

Save as Template|
[J Shared

Complete

|

Transaction Date [JuN ~] [2022 v

Journal Type | BDO4 (Temporary Budget Adjustment) ~|

Document Amount| 10000

# Chart Index Fund Organization Account Program Activity Location Amount D/C
1 (0 | [ |[ 19200 |[235421 | | 7801 |[20 I I |[s000 ] [ ~]
2 [H | |[ 19200 |[235411 | [7ooed___J[20 [ [ |[s000 | [+ ~]
3 ] | Il I [ Il I Il Il | [+~]
4 | | Il I [ Il I Il Il | [+~
5 | | I I )| I I Il Il J [+~




Multiple Line Budget Transfer

Common Errors

Insufficient Budget — The Org/Fund/Account code ]

decrease does not have sufficient funds to process the transaction. Check the
budget on that line to make sure there is enough money in the specific
account code you are trying to decrease. Also, check ‘Pending Documents’ on
the Org that could be causing the error.

The ‘Budget Status by Organizational Hierarchy’ query is a good way to
quickly identify if there is a deficit in an account code series. Refer to
https://www.uah.edu/budget/self-service-help

Insufficient Privileges — If you receive this error, you are not authorized to
‘Post’ on the specified Org # or #s. You may need to request access from the
Budget Office via the Banner Self-Service Request form.
https://www.uah.edu/budget/forms
Please note:
If you contact the Budget Office to report a problem, please email a
screenshot of the error (Ctrl + Print Screen).



https://www.uah.edu/budget/self-service-help
https://www.uah.edu/budget/forms

Contact us!
Melissa Brown: maboo63@uah.edu; Ext 5217

Tammy Haymon: tghooo8@uah.edu; Ext 2242
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