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Budget Transfer Request (BTR) Form

Transfer approval process reviewed by Internal Audit

Require documented approval of the “from” side of a transfer

Confirmed approver lists with VP Financial Representatives

New BTR Form launched in December 2018
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Highlighted Changes…

NEW Drop down menu for VP Area requesting the transfer

Authorized Approvals Required from:
Vice Presidential Area on the FROM side of transfer

Added a section for Internal Departmental Approvals

Automated messages providing guidance on approvals

One UTSA Circle • San Antonio, Texas 78249



View of Updated Approval Sections

 Transfer from VP Area (area 
submitting transfer request)

Requested By Name/Title

 Auto Populates based on VP 
Area requesting transfer

 Internal Department 
Approvals



Enter the Transfer Details

If the Requestor of the transfer is in a different VP Area than the Cost 
Center on the FROM side of the transfer, an additional  message appears 

to remind you of the required approvals



Approval Messages based on 
“Transfer From VP Area”

• If the Cost Center on the FROM side of the transfer is under the 
same VP Area that requested the transfer (in the top section of the 
form), then Overlap is Verified and form can be submitted with only 
one set of approvals.

• If the Cost Center on the FROM side of the transfer is from a 
different VP Area than the one that requested the transfer, then 
additional approvals are needed before submitting form.



View of Overlap Check Messages…

OR…



BTR Submittal Process…

1. Enter the transfer in PeopleSoft and add the document 
number on the Excel BTR form

2. Complete Excel BTR Form, found at 
http://www.utsa.edu/budget/

3. Email Completed BTR Form with any additional emails 
showing required VP Area approvals to budget@utsa.edu
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