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NEW Automated Budget Transfer Workflow

Overview

What is a Budget Transfer Request?

A Budget Transfer Request (BTR) is used to transfer funds from one budget to another budget. This
action is completed through a budget transfer journal in PeopleSoft (PS). The new automated workflow
routes the transfer through the designated approval process and posts it to the appropriate budget
ledger. In most cases, this replaces current manual process for creating and/or routing transfers along
with attached documentation.

How does the new Automated Workflow Process Differ from Current Process?

Currently, the BTR process utilizes a combination of data entry into PS, completion of an excel version of
the budget transfer, and routing the excel document via email through the various levels of approval.
The new process will no longer require the excel document or emails, but rather will utilize automated
workflow in PS.

Note: The new automated workflow process applies to all budget transfers except those involving Plant
and Agency Funds, which should continue with the current process. Contact the Budget & Financial
Planning (BFP) office if there are questions related to plant fund related transfers.
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NEW Automated Budget Transfer Workflow

How does it work?

Department initiators create a budget transfer in PS to request a transfer of funds. The saved form
routes electronically to ensure proper approvals prior to routing to BFP for review and approval. Once
the budget transfer journal has received final approved, it will post in PS.

Note: There may be multiple approvals required, depending on the transfer type, the funding source or
the complexity of the transfer.

Level 2
Level 1 or approves
Level 2 transfer and if
creates and needed,
submits inserts
budget Additional
transfer Approver or
Reviewer

Transfer Transfer
routes to routes to Transfer

Secondary Additional routes to BFP BFP posts

journal

Approver or back office for final
Reviewer, approval, review and
where where approval
applicable applicable

Who will use Budget Transfer Journals?

e Level 1 Initiator: Department user with the appropriate access to create and view budget
transfers.

e Level 2 Approver (primary approver): College/VP Financial Lead (or designate) with the
appropriate access to review and approve submitted budget transfers and view existing saved or
submitted budget transfers. Additionally, this group also has the ability to submit budget
transfers on behalf of the initiator when a higher level of review is required (refer to the fund
matrix for details).

o Note: A budget transfer initiated by a Level 2 Approver must be approved by another
Approver within the college/VP area; these individuals are considered secondary
approvers.

e Back Office Approver: Processing office approvers with broader access (Accounting, Budget &
Financial Planning Office, Grants, Contracts & Financial Services)

e Inserted Reviewer: Department users with the ability to view budget transfers that have been
saved/submitted; view access only (inserted reviewers cannot make changes to transfer)

e Inserted Approver: Department users with ability to view and change budget transfers that
have been saved/submitted. (Note: Changes made by this inserted approver will cause the
budget transfer to reroute through the full Approval Chain)
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Budget Transfer Types
Budget Entry Type Description
Permanent (Original Transfer) Permanent Budget Transfer
Transfer Adjustment Temporary Transfer Adjustment

Create a New Budget Transfer

The Enter Budget Transfer page is used to search for an existing Budget Transfer (Find an Existing
Value) or create a new Budget Transfer journal (Add a New Value).

Navigation: Commitment Control > Budget and Planning > Enter Budget Transfer > Add a New Value
To Create a New Budget Transfer

1. Navigate to Enter Budget Transfer

- Business Unit should be UTSA1
Journal ID defaults to NEXT; system will assign the next Journal ID
Journal Date defaults to current date; this can be changed if necessary
Click the Add box

@ Employee Self Service Budgeting and Planning

F | Budget Details
Enter Budget Transfer

- Budgets Overview
Find an Existing Value Add a New Value

F] Activity Log
Business UnitUTSA1 |G
Joumal IO NEXT
Journal Date 08/07/2020 |[5]

7 Enter Budget Transfer

1 Manage Contral Budget Journal

Find an Existing value | Add a New value

2. Enter required information in the Budget Header page (see screenshot on next page)
a. Type OPE in Ledger Group
b. Confirm the current fiscal year and period
c. In Budget Entry Type, choose either Transfer Adjustment
(Temporary Transfer Adjustment) or Transfer Original (Permanent Budget Transfer)
d. Enter a Long Description up to 250 characters, required for review and approval;
Alternate Description up to 150 characters is an optional field
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Click the Attachment hyperlink to attach a document/spreadsheet; the number will
change to reflect the number of attachments.
Click Save

€ Employee Self Service

5 Budget Details

= Budgets Owerviews

F Activity Log

Budgeting and Planning

Budget Header Budget Lines

Unit UTSA1

Budget Errors

Journal ID MEXT

“Ledger Group [OFE

Date 05/07/2020

Fiscal Year 2020 Period 9
Control ChartField Fund Code *Currency [USD @
Enter Budget Transfer
g Budget Header Status None Rate Type [CRRNT |Q
*Budget Entry Type [ Transfer Adjustment ~ Exchange Rate 1.00000000)
Manage Control Budget Journal
Parent Budget Options CUnENA{05/6 72020 B
Generate Parent Budget(s) Budget Type Expenze
Use Default Entry Event
Parent Budget Entry Type
Attachments (13
Long Description
Transfer funds from M&0 to cover deficit in salary account
m 196 characters remaining
Alternate Description
150 characiers rermaining
=] Motify = Refresh EL Add 5| UpdaterDisplay

Budget Header | Budaet Lines | Budaet Errors

Enter information in the Budget Lines page (when the Budget Lines tab is selected, it displays a
page to enter the ChartField values that will be part of the transfer).

a.
b.

Type current Fiscal Year in Budget Period (example: 2020)

Enter the Speedtype then click Tab on the keyboard or use magnifying glass to search
and select; this will auto-populate the majority of the ChartField information.

Enter the Account code or click on magnifying glass to select (A4000, A2000, etc.)
Enter the Amount (+ amount increases budget, - amount decreases budget)

| Budget Details

L Budpets Overview

I Activity Log

| Enter Budget Transfer

i Manage Control Budget Joumal

Budget Header | BudgetLines | BudgetErrors
Unit UTSAT Journal I NEXT Date D5/07/2020 Budget Header Status MNone
Approval Header Status Not Submitted
“Process | FostJournal v DSuhmitFnrApmmral Process
Lines
\
Delete  Line ;‘:;:"' Line | cager Budget Period | [SpeedType Account Fund  Dept Function Project CostCenter  SetOptions  Currency Amo
O 1 Mot Submitted  OPE_BUD 207 Q| Dsx248 A4000 Q 3105 /Q ASCO0BQ 200 Q Q |DSX248 |Q | SetOptions| USD Q [0
] 2 Mot Submitted  OPE_BUD vy Q Q Q #05 @ JENHOODQ 200 Q 100000309 |Q |[HABGT5S |Q, | SetOpfions| USD Q |5.00
O 3 Mot Submitied  QPE_BUD 200 Q  Dsxaes Q Q 05 /Q ASCOORQ 200 Q Q |DS¥28s Q| SetOptions| USD Q 5.00
Lines to add
p = Jaumal Line Cops Down From Line To Generate Budget Period Lines
u Totals
Total Lines 3 Total Debits 10.00 Total Credits 10.00
[S]8ave ||[=] Moty |3 Refresh
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[
Budget Lines

NOTE: Using the Speedtype will

minimize/eliminate data entry errors. SEE

Date 050712020

"Process | Pust Joumal ¥

Journal D NEXT Bludyet Header Status Hone

Fund, Dept., Function and Cost Center
will auto-populate.

Proc

Verify data is accurate, if chartfield
string does not look correct, contact
Accounting Office.

ifccount Fund Funetion Cost Center

[

e Ledger Dept Project

T T Y

Budget Period | SpeedType

By Q Bl ke q Dsas g

COST SHARE/PROJECT NOTE:
The auto-populate function does not work with Speedtypes on Cost Share/Project ID
codes. In these cases, all required fields must be entered manually, i.e., Account, Fund,
Department, Function, Project and Cost Center. Verify all fields are correct.

Add lines to the transfer entry by either entering the number of lines required to
complete the journal and then clicking the plus (+) or by only clicking the plus (+) for a
single line; Notice that by using the plus (+), Line 2 will inherit the information from Line
1, please make sure to update as needed.

Lines to a

Totals

Approval Line
Status

Ledger Budget Period SpeedType Aceount Fund Dept Fur|

Mot Submitted OFPE_BUD DS¥z49 L |ma000 < [3105 |G |ascoos/G [zo

X

oo
]

From Line To Sener;

=1 = Journal Line Copy Down

iglnsen Lines I

f.  Click on the Show all columns button to expand the budget transfer journal lines for

ease of review and entering additional data required.

Lines

Delete

O

Chartfields and Amounts

Personalize | Find | Wiew aAll | |

Base Currency Details -I (—l—} Show all columns

Approval Line
Status

Line Ledger Budget Period SpeedType Account Fund Dept

Mot Submitted QFE_BUD DSx249 Q, |A4000 Q3105 |Q |ASCO008(

a

g. Repeat step 3. a—d for each ling, as needed
h. Verify all the fields are correct and the Total Debits and Total Credits are in balance

doet Header

Unit UTSA1

Lines

Delete Line Led

O
O

es to add

1 H= =

ptals

Total Lines

Budget Lines

QFE_BUD

OPE_BUD

Budget Errors

Journal ID MEXT Date 05/07/2020 Budget Header Status MNone

Frocess

“Process | Fost Journal

ger Budget Period SpeedType Account Fund Dept Function Project Cost Center Set Options  Currency Amou

Set Options s Q -10.0

o (100

2020 DS4249 Q |a4000 Q

Q

o Dssz49 |

a

a
<%

@ (3105 | [sscooga [zoo

2020 054288 C, |ad000 Q3105 |G |ASCO08/Q (200 S D54z88 Set Options | |(USD

From Line To Generate Budget Period Lines

Journal Line Copy Down

Total Debits 10.00 Total Credits 10.00

2
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In the Process drop down menu, select Budget Pre-Check by clicking on scroll arrow (this

performs the budget checking and looks for missing ChartField values)

Click the Process button in the right hand corner.

@ Employee Self Service Budgeting and Planning

] Budget Details BudgetHeader | Budgetlines | Budgel Errors
= i Budget Header Status
= Budgets Qverdew Unit UTSA1 JournalID NEXT Date 05/07/2020 1y None
Approval Header Status Mot Submitted
T Activity Log *Process{ Post.Journal [~} Csubmit For Approval
Lines | Find | viewal | & B Firgt ‘4 1of1 ‘2 Last
— Caopy Jounal
| Enter Budget Transfer Chartfields and Amounts | Base Gurrency Details
Approval Line Delete Journal
| Delete Line Status Ledger Budget Period 5 Edit Chartfields und Dept Function Project C
" Manage Control Budget Journal
. Post Journal
O 1 Mot Submitted  OPE_BUD 2020 Q| 105G [ASCO0SG 200 Q Q O
Refresh Journal
4 Submit Journal >
Lines to add
1§ = Journal Line Cogy Down From Line To Generate Budget Period Lines

=  Budget Check message will appear; click Yes.
Do you want to Budget Check this transaction without posting the results? (18021 984)
Yes No Additional Process Options —
Copy Journal: copies original journal values
Delete Journal: deletes current journal; you
cannot delete a posted journal
- Journal ID number will be displayed
- Budget Header Status will indicate Checked Only (prior to the Budget Pre-Check it should
say None)
- Approval Header Status will indicate Not Submitted
- Approval Line Status will indicate Not Submitted
BudgetHeader || BudgetLines || BudgetErars
Unit UTSA1 Journal ID 0000449455 Date 050712020 Errors Only Budget Header Status Checked Only
Approval Header Status Mot Submitted
*Process | FostJournal V| DSuhmﬂFnrnpprwal Frocess
Lines Persanalize | Find | view Al | 2| B First ‘4 1.20f2 '} Last
Chartfields and Amounts | Base Currency Details
Delete Line 2&':;‘;“' e Ledger Budget Period SpeedType Account Fund Dept Function Project
O Mot Subrmited  [OPE_BLID 2020 Q Q ladoo0 Q@ (3105 |Q |ASDO0EC, (200 Q Q
o : Mot Subrited  [OPE_BLID 2020 Q Q adoo0 @ 3M05|Q |ASDO0EC, (200 Q Q
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The Budget Transfer Journal is now ready to submit!

REMINDER - if there are any 7XXX Plant or 9XXX Agency funds in the budget transfer journal, the
budget transfer journal will not route through the automated workflow. In this case, the budget
transfer should be saved and then follow the current process using the excel document and email
approvals. Contact the Budget Office at Budget@utsa.edu with questions.

In the Process drop down menu, select Submit Journal; click Process

If no Error messages appear, skip to Tracking the Budget Transfer through the Approval

Process on page 11.

Approval Header Status Mot Submitted

*Processi PostJournal |v I|:| Submit For Approwval I
Budget Pre-Check Find | wiew &l | 20| E2 First 4 1.2o0f2 & Last
Zopy Journial
. Delete Journal . )
sriood = Edit Chartficlds L Dept Function Project L]
L Pest Journal 105 |y, [asDooslcy [zoo L a [
Fefresh Journal
% Submit Journal 105 @, |asooos|c [zoo =, o, (g
If there are insufficient (ISF) funds,
- Budget Header Status will indicate Error
- Approval Line Status will indicate Error on the Line containing the ISF
- Budget Transfer cannot be submitted until error is cleared
- Contact College/VP Financial Lead to discuss:
= Alternate amount to transfer, or
= Alternate Cost Center or Cost Share Project to use
Budget Header | BudgetLines | BudgetErrors
Unit UTSA1 Journal ID 0000445455 Date 05/07/2020 Ulerrors Only Budyet Header Status
Approval Header Status Mot Submitted
*Process | Post Journal vl Process
Lines Personalize | Find | view Al | 2| E First ‘4" 12012 '} Last
Chartfields and Amounts | Base Currency Details
Delete Line Error &Pﬂl::;“al e | edger Budget Period SpeedType Account Fund Dept Function Project
O | ¥ NotSubmited PPE BUD  [2020 Q Q [mo00 |@ [305|@ spooga (200 Q
O 2 NotSubmited  OFE_BUD (2020 Q Q moon  |Q [3105]Q ASDOOECY 200 Q
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= ¥*¥* NEW — Some transfers require a user with Level 2 access to submit the budget transfer
(refer to Exhibit 1, Fund Rules for Budget Transfers Matrix) ***

Important things to note for this type of transfer:
= Level 1 Initiator and can create and save the budget transfer
= Level 1 Initiator cannot submit the budget transfer for approval routing
= Level 2 Approver must submit the budget transfer on behalf of the Level 1
Initiator

a. After creating the budget transfer, save the entry and select Budget Pre-Check

= Journal ID number will be generated

= Budget Header Status will indicate Security Error, Approval Header Status and
Approval Line Status will indicate Not Submitted.

= |f a transfer using these fund combinations is submitted by Level 1 Initiator, an
Error Message will appear.

= Click OK on Error message.

= NOTE: Initiator must click Save before exiting screen.

Budget Header | BudgetLines | Budget Errors

Unit UTSA1 Journal D 0000445837 Date 071572020 Errors Only Budget Header Status Security Errar

Approval Header Status  Not Submitted

‘Process; Submit.Jourml «i /| Submit For Approval ‘ Process
Lines
Transfers between specific fund groups are only allowed to
Delete Line Error :m:;valune Ledger Budget Period SpeedType Account Fund De} be submitted byLeve\ZAppmveror\mtlator. s Currency Amouni
0 1 X Not Submitted  OPE_BUD 2020 [§ Q n000 1105 ASCOOTQ, 400 Q @ DEMOD1 Q| SetOptions USD Q -10.00
0 2 X Not Submitted  OPE_BUD 2020 Q Q |s000 2100 ASCDOTQ, 400 Q Q. EGE001 Q| SetOptions USD Q 1000

Lines to add

R 3

YYou cannat submit 3 budget journal with budget security errar (18021,2808)
Totals

Abudget journal cannat be submitted if any budget line encountered budget security error, the errar will be shown an the budget lines after click save hutton
Total Lines 1

r\ Returm 1o Searc ot

Budget Header | Budyet Lines | BU

b. This Budget Transfer will not route for approvals through the new workflow process,
and therefore will not appear in the Level 2 Pending Approvals list.
= Level 1 Initiator must contact Level 2 Approver directly to notify them of the
pending budget transfer
= Level 1 must provide Journal ID number to Level 2 Approver
= Level 2 Approver must log in to PS and submit the budget transfer journal

c. The Enter Budget Transfer page is used to search for an existing Budget Transfer (Find
an Existing Value)
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= Navigation: Commitment Control > Budget and Planning > Enter Budget Transfer

> Find an Existing Value

= Business Unit must equal UTSA1
= On Journal ID dropdown menu, enter complete or partial Journal ID number

= User ID field must be blank
= Click Search

Enter Budget Transfer

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

Find an Existing Walue

Search Criteria

UnFost Seguence
Budget Header Status [ =

O case sensitive

B

Add a MNew walue

Business Unit[=  — [ors24] (=%
[Courmal io[contains ~— (445537 |
Journal Date ~— I - =0

: Must be Blank l

Save Search Criteria

Description | begins with  —
User D [begins with  ~ | [

Clear Basic Search (20

= Click on Journal entry in Search Results to open Budget Header Screen

Search Clear

earch Results
Wi Al

Business Unit Journal 1D
LTSA1 0000445837 07 A2020 OPE

Basic Search EDFI Save Search Criteria

Journal Date Ledger Group Budget Header Status Description

1ot Last
User 1D

Test Level 2 Submitter 6001027472

First A

Errar-Sec

d.

Level 2 Approver should review the budget transfer prior to submittal. Note: Submitting

the budget transfer constitutes approval.
= Review Long Description Justification - This description can be revised, if needed.
= Open, review or add any Attachments, as needed for support
= Click Budget Lines tab to open Budget Transfer detail screen for additional review

prior to submitting.

Budget Header || Budget Lines Budoet Errars

Unit LTS
“Ledger Group [OF E

Control ChartField Fund Sode

Budget Header Status Security Error

Journal ID 0000445237 Date 071 S/z020

Fiscal Year z0z0 Period 11
“Currency [UsSD [=1
Rate Type [CREMNT |

“Budget Entry Type [ Transier Adinstrment

Exchange Rate 4 .oooooooo| [,

Parent Budget Options
Generate Paremnt Budget{s)
Use Default Entryr Event

Parent Budget Entry Type

Cur Effdt (0771552020

=

Budget Type Expense

Attachrments (13

Long Description

Test Level 2 Sukmitter

i

e ey

Anernate Description

|RME nas reviewed and approvs this ransrer

Fl

150 characters rermaining
=] rdotity

L Bicicet Ercar

= Refresh

Bl Save

Euicioet b

[= FReturn to Search

cerl Biidoet | in

[ ~dd Update/Display

= Click arrow to open and view all transfer line item details for review.

10
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Budget Header Budget Lines Budget Errors
Unit LUTSA1 Journal ID 0000445537 Date 07/15/2020 Errors Onhby Budget Header Status Security Error
Approval Header Status Mot Submitted
*Process [ Submit Journal ~] Subrmit For Approval Process
Lines Fersonalize | Find | view all | G0 | B First ‘4 1.20f2 ‘» Last
Chartfields and Amounts Base Currency Detaild
Delete Line Error Approval Line Ledger Budget Period SpeedType Account Fund Dept Function Project
1 1 H Mot Submitted QOFPE_BLD 2020 (s} Q. [A4000 Cy |3105 | |ASCO01 Sy (400 (&}
1 2 H Mot Submitted QFE_BLD 2020 (e} 3, A4000 Cy (2100 | S |ASCO01 Sy 400 (&}
< >
Lines to add . .
1 = Journal Line Gopy Dawn From Line To Generate Budget Period Lines

= After Budget Transfer has been reviewed and approved,

1.
2.
3.

Select Submit Journal from *Process drop down menu
Click Process button in upper right hand corner
Level 2 process is complete at this time; no further action is required. The

Budget transfer will route to the next Approver in the Approval Chain

queue.

Budget Header || Budget Lines Budget Errars

unit UTSAT Journal ID 0000445837 Date 0715/2020

Errors Only Budget Header Status  Security Errar

Approval Header Status Mot Subrmittsd

“process [Ebmitdournal
. EOOGET PreTREck
Lines =
Chartrields and Amounts || Base Currency Details ey Jonrnal
Approual Line Delete Journal
Detete Line Error Leager Budgetp{ T
Fost Journal
[ 1 x Mot Submitted  OFE_BUD Z020
Refresh 3
O S x ot Submitted  OFE_BUD zoz0
<
Lines to add
1 = Journal Line Copy Diown

Totals

F (5] Save

Total Lines 2 Total Debits  10.00

& Return to Search [=5] MNotify

% Refresh

From Line

Find | view an | &0 B First ‘40 1.2er2 ‘b Last
b Funa Dept Function Project
o < [3105 |c [AScooicy [400 1<%

< [z100|c [AScooi|c (400 =%

To Generate Budget Period Lines

Total Credits 10.00

B Add

Update/Display

Tracking the Budget Transfer through the Approva

| Process

addressing any error messages

= After submitting the Budget Transfer for Approval and
a. Budget Header Status indicates Checked Only
b. Approval Header Status will now display a Pending link until the journal is fully
approved or denied

Click Pending to view Approval Flow screen

Budget Header Budget Lines Budget Errors
Unit UT3A1 Journal ID 0000445531 Date 0370272020 Errors Only Budget Header Status Checked Only
Approval Header Status
*Process [ Post Joumal v Process
Lines Persanalize | Find | Wiew Al | G | B First ‘&' 1.20f2 & Last
Chartfields and Amounts Base Currency Details
Delete Line ;t?‘);:ual Line Ledger Budget Period SpeedType Account Fund Dept Function Project Co
(] 1 FPending QOFE_BUD 2020 Q Q, \a4000 Q [3105|Q |ASCO08|/Q (200 Q Q |Df

11
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The Approval Flow page will display. This page provides the current status of Approval. In the
top of each box, you will see such descriptions as: Approved, Denied, Pending, or Not Routed.

=  Click the Arrow next to Comments on the Approval Flow page; this will display Approver and
system comments and notes.

= (Click on approver name or Multiple Approvers to view contact details

= Click Return to return to journal entry details

pproval Flow

Department Approver

Unit UTSA1, ID 0000445870, Date 2020-0507, Line 1:Fending
Department Approver

Pending

| Ron McDonald |
KK-Department

Comments
Accounting Approver
Unit UTSA1, ID 0000445870, Date 20200507, Line 1:Pending

Accounting Approver

Pending
| multiple Approvers |
@ HH-Acocounting Lewel 1

Budget Office Approver

Unit UTSA1, ID 0000445870, Date 20200507 : Awaiting Further Approvals
Budget Office Approver
Hot Routed

| Multiple Approvers |
= Budget Office Approval2

Return

Approver Process

Budget Transfer Journal has been submitted and is now routing through the Approval Workflow.

1. The Approver receives an automated approval request email for the budget transfer. The email
indicates the Journal ID number, the Line(s) requiring approval and a direct link to the Financial
Approval page.

NOTE: Approvals are required on the reducing side of the budget transfer only; approvals are NOT
required by the department that is receiving the funds.

12
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Reminder — Secondary Approvers will also receive the automated email request when a budget
transfer is created by a Level 2 Approver; note — an approver cannot approve their own entry.

From: Workflowuteystern edu <Workflow(@atsyem edus
Sent: Fruday, May 7, 2020 3:31 M

To: roshann meelroy(uta.ed;
Subject: Approval is Requested fotllnumal [D'0000449455" Ling "1" Buaness Unit ' UTSAL"

A Budget Transfer Journal line has been entered that requites your attention

Busmess Uit~ UTBAL
Touma D, 0000443455
Jounal Date: — 2020-05-07
Joumal Line; 1

Tou can navigate directly to the Budget Journal Approval page by clicking the link below

hitps: fzath-sh utshare utsystern ecufp s/ ZAIHSBX/EMPLOVEE/ERP//MANAGE COMMITMENT CONTROL KK AF JRNL APPRGBL
Achon=U&BUSINESS UNIT=UTSAI&IOURNAL ID=00004434558JOURNAL DATE=202004-024JOURNAL LINE=]

a. The approver can either click on the link in the email to directly access the journal entry
to review and approve; or

b. Navigate to Employee Self Service, click on Financial Approvals tile to view a list of all
pending approvals that can be sorted by type; or click on Notifications Flag and select
the pending journal ID by clicking on it.

¥ Employae Seff Senvice

HRMS Approvals Financial Apprevals UTSA Announcements

=== Dichursements & Travel Sendces (DT5) Training Materials
Caros Gorzales

IMPORTANT - Pay Advice ESS Insiructions
"= Carlos Gorzales

My Reports UTSA Staff Careers Budgeting and Planning Payroll and Compensation

13
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O Employee Self Service

Date Routed

@ Al From

Priarity
E@‘ BUEL Jo| paguester

. Voucher

Pending Approvals can
be viewed and filtered
muliple ways.

View By [ Type l

] —

All

Budget Journal
1500000 USD

Budget Journal
125 UsD

Budget Journal
125 USD

Budget Journal
1000 USD

Voucher
10100 USD

Voucher

Gl

Fillers
e
Rugueser
Dt Puid

Pty

R

Test Senario# 2 Test transfe - UTSAT /0000448178 £ 2020-01-27 - Transfer Adjustment - Rosanna
Brewster

test 3 (pip) multiple fines wi- LTSAT/ 0000448351/ 2020-01-31 - Transfer Adjustrrent - Sheri L. Hardison
test U (pip) multiple fines wi- LTSAT/ 0000448363 / 2020-02-02 - Transfer Adjustrrent - Sheri L. Hardison
Level 1 allowsad transfer 3105 - UTSAT/ 0000449455 f 2020-05-07 - Transfer Adjustment - Ron McDonald

UTSAT /00233037 / test_smalwindowissue! Suresh Kumar Bagaria - UTShare

UTSA1 /00233039 / test smalwindows3 Suresh Kumar Bagaria - UTShare

f Pending Approvals & Q ‘E HNO)

14 rows
Routed
01292020
Routed
02022020
Routed
02022020
Routed
0302/2020

Routed
0411572020

Routed

2. The Approver Screen includes options to:

a. Select Pending and view only the lines in the transfer that are pending approval; or

@ Pending Approvals Budget Journal ©

Level 1 allowed transfer 3105 to 3105 |-

1000 USD Doy |whiore
Summary

Business Unit LITSA1 Journal ID 0000449455
Journal Date  05/07/20 Ledger Group OMC
Entered by Ron McDonald Entered on 05/07/20
Entry Type Transfer Adjustment Year/Period 2020/5
v Lines
Line Amount Account/Project Fund Code Department Cost Center Function

E 1 Operating Expenses -10.00 UsSD 44000 3108 ASCO08 - COS BIOLOGY DSX249 - BIO DR HYONG-GOM LEE STARTUP 200
Approver Comments

Approval Chain >

b. Select All and view all lines in the budget transfer; or
wLines
Fendng| Al
1
0
Select  Line Amount Aecount ! Project Fund Code Department Cost Center Function
a0
0 1 Operating Fxpenses -1000 USD 3105 ASCO08- COS BIOLOGY [5X248 - BIO DR HYONG-GON LEE STARTUR n
a0
1 Uperating Expenses 1000 USD 3105 ASCO08- COS BIOLOGY D5X288 - BIO SAVELLI STARTUP n

Approver Comments
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NEW Automated Budget Transfer Workflow

c. Approve, Pushback, place a Hold on the pending transfer; or

Cancel Approve

u are about to approve this request.

When approving or putting a budget transfer on
hold, you may add comments as needed to

document review notes. These are not required Approver Comments
but may be heIpfuI for su bsequent approvers or Add relevant comments, if any prior to submitting approval
Approving forwards the fransfer to the next Appraver or

reviewers in the approval chain. Departentnhe sporoval e

Cancel Hold

You are ahout to put this request on hald.

Approver Comments
Waiting on additional suppart ta be added to the request

Pushback

Hold

d. Deny a budget transfer.

Comments are required on denied transfers. The Level 1 initiator will receive an
automated email on denied transfers and will be able to log in and view the comments.

Cancel Deny

“ou are about to deny this request.

Approver Comments
Denying request, expense is not allowed per fund restrictions
NOTE: Comments are required on all denied transfers
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NEW Automated Budget Transfer Workflow

Additional Approvers or Reviewers can be inserted in the Approval Chain on the Approver
screen.

(]
Select Line Amount Account f Project Fund Code Department
A4000
1  Operating Expenses -10.00 UsD 2105 ASC008 - COS BIOLOGY
A4000
2  Operating Expenses 10.00 USD 3105 ASCO08 - COS BIOLOGY
Approver Comments
Approval Chain >
a. Toinsert an additional < Tines

approver or reviewer, click |I| Al
ending

in the Approval Chain box

to open and view the |
Approval Chain screen. Select Line Amount Account/ Project
O 1 Operating Expenses -10.00 UsD #4000

Approver Comments

NOTE: Click in this area to open Approval Chain screen.
Clicking directly on the = sign will NOT open the screen.

Approval Chain >

b. Click on the plus (+) sign to open Approval Chain x
the Insert additional approver or Department Approver

. vt’.nit lilTSA'l, ID 0000449455, Date 2020-05-07, BT
reviewer screen. Ine ending

Start New Path

Department Approver

Z Pending @
Roshan McElroy

KK-Department Approver >

Budget Office Approver

» Awaiting Further
Unit UTSA1, ID 0000449455, Date 2020-05-07, Approvals
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NEW Automated Budget Transfer Workflow

4. Select Approver or Reviewer. If the individual’s User ID (Employee ID) is known, enter manually

in the User ID box and click enter or the Insert box.

User ID

B001363502

Insert additional approver or reviewer

=

) Approver
O Reviewer

Insert

-

5. You can also click the
Description (User name).

magnifying glass to search by User ID (EID) or typing directly in

Cancel

Search for: UserID

w Search Criteria

User ID
(begins withy

Description
ibegins with)

Lookup

CIear

Show Cperatars

6. After selecting an individual, the Approval Chain screen will reopen indicating the inserted
individual’s name and status as Not Routed. You can insert another Approver or Reviewer by
clicking on the (+) sign again. You can also delete the individual added by clicking the minus (-)

sign. You cannot delete
individuals that are in the
required approval chain.
You can find contact
information by clicking on
the (>) sign next to any
individual’s name on this
screen. You can find contact
information by clicking on
the (>) sign next to any
individual’s name on this
screen.

Approver Information

Jenny Jen
I" Not Routed

Detail Information

Phone !

Clicking on email will open email
application 50 you can emall the

Mobile individual f needed.

Department Approver

Line 1
Start New Path
Department Approver
% Pending

Roshan McElroy
KK-Department Approver

El Mot Routed

Jenny Jen
Inserted Approver

Budget Office Approver

Approval Chain

- Unit UTSA1, ID 0000449455, Date 2020-05-07,

¥ unit UTSA1, ID 0000449455, Date 2020-05-07,

Pending

&»
O,

Awaiting Further
Approvals

Email Jenny jen@utsa.edu
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NEW Automated Budget Transfer Workflow

7. After the review is complete, select the line you are approving and click Approve.

Budget Journal

Covel 1 llowed ransfer 3105 t0 3105

[E] 1 inc(s) are pending your approval

Summary

Unit UISAT Journal ID 00004489455

al Date 08107720 Ladgar

roup OPE
Entered on 05/07/20

ered by Ron McDoral
Year{Period 2020/5

Entry Typ=  Iranste
~ Lines

[Trendma | ~

Selact Line Amount Accoun 1 Project Fund Coda Dapartment Cost Canter Funetion

-10.00 LISD At 3105 ASCO08 - COS BIOLOGY D3249 - BIO DR HYONG-GON LEE STARTLIP 200

Appruval Chiain >

8. Approver Comments screen will open allowing you to add comments required, if any. Click
Submit to process and forward budget transfer to next individual/department in Approval
Chain. Budget Journal will no longer appear in your Pending Approvals screen. If you have
inserted an Approver or Reviewer, the individual will receive a system generated email account
with a link and action required. The Budget Journal will also appear in their Financial Approvals
screen.

Cancel Approve ' Submit .

You are about to approve this request

Approver Comments

Added Jenny Jen to review /approve transfer of start up funds

9. The next Approver or Reviewer can click on the Approval Chain box and review any comments
added by all prior Approver or Reviewers before taking action. Approvers have the ability to
make changes to the budget transfer detail.

Note: Any changes made will cause the budget transfer to reroute through the Approval
Chain. Reviewers have view only access and cannot make changes.

S ————
Approval Chain ><

Department Approver

Unit UTSA1T, 1D 000004494665, Date 2020-06-07,
Line 1 Pending

-

Start New FPath

Department Approver
< Approved

T haarm Me
KIK-Dep:

LIMIENt APpProver >
O5/01 O > M
L Pending -
Jenny Jen
INnserted Approver >

- Comments

Roshamn McElroy at O5/08/20 - 3:15 &»mwm
Adicded Jenmy Jen to revievw Sapprove transrer of start up funds

Budget Office Approver

» Awvwwalting Further
Unit UTSA1T, 1D 00000449455 Date 20200507, Approwvals
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NEW Automated Budget Transfer Workflow

10. After Final Approval has been processed, the Budget & Financial Planning Office (BFP) will
receive an automated email notification that the journal is ready to be posted.

@ Employee Self Service Budgeting and Planning
Budget Details Budost Lines
7~ Budgets Overview Unit UTSAY Journal 1D 0000449455 Date 05072020 Errors Only Budget Header Status. Chacked
Approval Header Status. ADDIoved
I Activity Log “Process [FostJoums ™| Process
Lines - e
7 Enter Budget Transfer s -
Deiete  Line  ASScowILine o, BudgetPeriod  Sped _ " Dept Function Prepet CostConter  Sot Options  Currency Amourt
1 Manage Control Budget Joumnal .
Refrosh Jounal
] o X0 Q osss #t Opbor

¥ nal Line Cogy Down From Line To Generate Budpet Period Lines

Total Debits 2 Total Credits 2

11. BFP posts the transfer; the Budget Header Status will indicate Journal Entry has “Posted”. No
additional action is required. Level 1 Initiator will receive an automated email stating that the
Budget Transfer has posted. Budget Transfer request is complete.

Budget Header | BudgetLines || BudgetEmors

Unit UTSA1 Journal 1D 000044945 Date 05/07/2020 ErforsOnly | Budget Header Status F

Approval Header Status Approved

*Process | Copy Joumal v Process

Lines Personalize | Find |Viewal | €] B8 First 4 12012 ' Lagt
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