How to Review & Approve a Budget Transfer

e When a Budget Transfer has been submitted that requires your approval, you will receive an
email notification as shown below.

heidip@bgsu.edu Geof Tracy; B Haley Colingwood ~
Approval is Requested for Journal ID "0000611317" Business Unit "BGSUN"

A Control Budget Journal has been entered that requires your attention.

Business Unit:BGSUN
Journal ID: 0000611317
Journal Date:2017-06-30

You can navigate directly to the Control Budget Journal Approval page by clicking the link below.

Page—lﬂ( AF .]KVL APPR&Actlon—[.&BUSINESS U'N'IT—BGSUI\&JOUKVA]_ ID= 0000611317&J0[]'RNAL DATE—ZOIT 06-30

e You can navigate to your Worklist in FMS by clicking the link in the email or by navigating to it
within FMS.
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Worklist:

o The Worklist In FMS will include both Budget Transfer and Journal Entry notification.
e You can sort your Worklist by clicking on the column heading that you wish to sort by.
e Toaccess any item in your list simply click on the Link.
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Reviewing the Transfer:

e Below is the screen you will see when you click on either the link in the email or your Worklist

e From this screen you can review the Transfer two ways:
0 Click on the arrow next to Control Budget Journal Lines to see the detail below.

®  Click on the icon with the yellow box around it to see the transfer lines.

Control Budget Journal Approval

Business Unit BGSUN Return to Worklist
Journal ID 0000611376 Altachments (0
Journal Date 0&/30/2017 Control Budget Transfer Page
Ledger Group CC_LINE_AP Status Approved
Fiscal Year 2017 Debits $25,000.00
Period 12 Credits $25,000.00
Budget Entry Type Transfer Description Year-end carryover trfs - move
Adjustment

Requester SSWINFO

» Approval Flow

To add comments to the jounal's approval process, enter and select any one of the four approval action buttons. Then the comments can be viewed from
the Approval Flow Graphic Display.

r@%

254 characters remaining
Approve | Deny | Hold Pushback | | Add Comments

f: Control Budget Journal Lin Personaize | Find | view A1 | B | 25 it B g ors O oat

Liia,

I3

Line Approval Line Status  un'. Ledger Budget Period Entry Event Fund Dept Account
1 Not Required FG3UN LINE_BUD 2017 13000 208000 58938
2 Not Required BGSUN LINE_BUD 2017 10000 208000 58988
3 Not Required BGSUN LINE_BUD 2017 18000 207500 58988
4 Not Required BGSUN LINE_BUD 2017 10000 207500 58988

Line Aspm%{;vnl Line Unit Ledger mﬂ;‘ Esg’m Fund Dept Account Currency Amount Base Cummency E‘;:;Jm
1 Mot Required BGSUMN LINE_BUD 2017 10000 (114910 (58002 usD 04200 usD 04200
2 Mot Required BGSUN LINE_BUD 2017 10000 119100 |58002 usD -042.00 usD -942.00
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Reviewing the Transfer (continued):

0 Click on the Control Budget Transfer Page link to review the actual transfer, then click
search on the next box that opens.

Control Budget Journal Approval

Business Unit BGSUN

Journal ID 0000611376 s PRE L5 (U]
Journal Date 06/30/2017 Control Budget Transfer Page
Ledger Group CC_LINE_AP Status Pending
Fiscal Year 2017 Debits $25,000.00
Period 12 Credits $25,000.00
Budget Entry Type Transfer Description Year-end carryover iris - move
Adjustment

Requester SSWINFO
¥ Approval Flow

To add comments to the joumnal's approval process, enter and select any one of the four approval action buttons. Then the comments can be viewed from
the Approval Flow Graphic Display.

g

254 characters remaining ] ] ] ]
| Appraove || Deny || Hold || Pushback || Add Comments

} Control Budget Journal Lines

Enter Budget Transfer

Enter any information you have and click Search. Leave fields blank for a list of all
values.

EWLGEVISTTOMATETTEEE © Add a New Value
+ Search Criteria

Business Unit[= w [BGSUN x|Q
Journal ID| begins with s |0DDOE113TE
Journal Date| = v| [osiRor2017 El
UnPost Sequence| = v
Budget Header Status|= v v|

Description| begins with ||
User ID| begins with ~|[SSWINFO QL
[Jcase Sensitive
Limit the number of results to (up to 300). |300

N\

| Search | |) Clear | | cancel | Basic Search [ Save Search Criteria

4
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Reviewing the Transfer (continued):

e After you hit Search, a new tab will open to view the Budget Transfer. You can view both the
detail lines and the Header tab.
e Do not make any changes when on this page. Please contact the creator/requestor of the

transfer and have them make the necessary changes.

e C(Click on either Ok or Cancel to close the window and return to the Approval page.

Budget Header Budget Lines Budget Ermors
e

Unit BGSUN

e ey ce

N Approval Line
Delete Line P o
O 1 Not Required
O 2 Mot Required
[ 3 Not Required
O 4 Not Required
Lines to add
1 EH &
Totals

OK | [ Cancel ) Apply

Ledger

LINE_BUD

LINE_BUD

LINE_BUD

LINE_BUD

Joumnal Line Copy Down

nes | Budget Errors

Journal ID 0000611376

Date 06/30/2017 _{Errors Only

*Process | Post Journal

Budget Header Status MNone

Approval Header Status Pending

an | BU) st B4 o g 1Y Last |

Total Debits 25,000.00

Approve / Deny Budget Transfer:

e To approve the transfer simply click the Approve button.

Budget Period SpeedType Fund Account Set Options  Currency Amount

[2017 Q @, [18000 |Q [208000 @ (58982 | | [getOptiond [USD C, [-20,000.00

.|2m? Q .Qb.|1uouu Q [208000 @ .|58988 Q .ﬁetOp{i.oni .|USD C, [20,000.00

[2017 Q @, [13000 |Q [207500 @ (58988 Q@ |Set Option |usD @, [-5,000.00

.|2D17 Q .Q,I|1EI'DOD Q_ [207500 @ .|5agaa Q .i_E_;Sa_l__(EPA__h_]_r.ni I|USD Q_ [5,000.00

! ! ! ! =
FromLine| | To| | ‘ Generate Budget Period Lines |

Total Credits 25 000.00

e Todeny a transfer, add a comment in the box explaining why you are denying the transfer and
then click the Deny button.

Control Budget Journal Approval

Business Unit
Journal 1D
Joumnal Date
Ledger Group
Fiscal Year
Period
Budget Entry Type

BGSUN
0000611376
06/30/2017
CC_LINE_AP
2017
12

Transfer
Adjustment

Attachments (0

Control Budget Transfer Page

Status Pending

Debits $25,000.00
Credits $25,000.00

Description Year-end carryover tris - move

Requester SSWINFO

» Approval Flow

To add comments to the journal's approval process, enter and select any one of the four aEEro\raI action buttons. Then the comments can be viewed from

the ADDIoy sl ol —

|| Pushback

Add Comments

» Control Budget Journal Lines
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