Financials Support Services @ Finance & Accounting

=
%5:7: ADDYNOTES . UCF

Using the SBL Offline Journal Template to Create a Budget Transfer

This Addy Note explains how to use the Standard Budget Ledger (SBL) Offline Journal
Template to complete the Budget Transfer Process.

Step | Action
1. | Open the SBL Journal Import Template.

U C F SBL Journal Import
Finance and Accounting
FINANCIALS 9.2 Financials Support Services - PT8.57.07 PUM31
r General ———————————— r Journal Shests —————————  Import Journals
Setup : -
% e J [+ New Sheet J ‘ = ) Import Now ]
- ‘- i r b
=% Notes Edit Sheet Fér} Write to File
o * 1 SBL
CaaniELSUpROL DeleteSheet Setup
) (%]
Update - . UserlD, Source,
™) Copy Sheet E Ledger and
E Crosswalks & Py >hee ] Scenario Setup
SpeedTypes
A

You may download this tool here: http://financials.ucf.edu/helpful-resources-standard-
budget-ledger/

You will need:
The 8-digit Dept ID for the department you are transferring funds from,

The 8-digit Dept ID for the department you are transferring funds to,
Your assigned Source code, (three-letter code for an organizational unit)

Your User ID,
And the Account Numbers you are transferring funds from, and to.
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2. | Select the UserID, Source, Ledger and Scenario Setup button.
U c F SBL Journal Import
Finance and Accounting
FINANCIALS 9.2 Financials Support Services - PT8.57.07 PUM31
— General r Journal Shests — Import Journals
Setup “ =
% P — (+) New Sheet ] l ey Import Now ]
- ‘- ' y
= Notes *  Edit Sheet [ g Write to File ]
o [ -
EaansELSuunot DeleteSheet
(X
Update - UserlD, Source,
rﬁ Crosswalks & | Copy Sheet ] Scenario Setup
SpeedTypes )
3. | Enter the required information into the UCF SBL Planning & Reporting dialog box.

TVEW J i Timport [Now I [
UCF SBL Planning & Reporting [
-
Business Unit: UCFO1 Journal Date: 05/12/2015|
Source: User Id: Ledger/Scenario
AFA  Accounting - Budget Scenario
AFF  Fadilities
AFG General Admin " Draft
Human Resources
AFI  Acad Faculty Int'l Affairs " Final
AFP  Police OK |
AFS Business Services j _
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Select the Source.

UCF

Financials

vEw | | Tmport vow

UCF SBL Planning & Reporting

Business Unit: UWCFD1

Journal Date: I 05!12!2015‘
( Source: ) Ledger/se

0

AFA  Accounting Budget Scenario
Facilities
General Admin
Human Resources
Acad Faculty Int'l Affairs " Final
Police
Business Services

" Draft

A list will display in the User ID field. Choose your User ID.

vEw | | Tmport vow

' Dean 0
UCF SBL Planning & Reporting = i ()

Business Unit: UWCFD1

Journal Date: I 05/12/2015|
Sowrce: (userrd:)

Ledger/s i

AFA  Accounting - Budget

AFF  Facilities

AFG  General Admin
Human Resources

Acad Faculty Int'l Affairs
Police

Scenario

" Draft

Business Services

Select Final under Budget.

ew I | | m

UCF SBL Planning & Reporting

Business Unit: UCFD1

Journal Date: I 05!12!2015‘

Source: Ledger/Scenario
AFA  Accounting Fremrer
Facilities
AFG General Admin
Human Resources
Acad Faculty Int'l Affairs
Police

Business Services

Addy Note_SBL Budget Transfer Process
11/1/2019

Page 3 of 12



Financials Support Services @ Finance & Accounting

=
%5:7: ADDYNOTES . UCF

Step | Action

7. | Select ADJUSTMENT, PERMANENT, or TEMPORARY based on your transfer
needs, under Scenario.

New J Import Now 1
d 4

UCF SBL Planning & Reporting S5

Business Unit: UCFD1

Source:

AFA  Accounting
AFF  Facilities
General Admin

Acad Faculty Int'l Affairs
AFP  Police
Business Services

Note:

e Select the Adjustment scenario for all journals which do not transfer between
Organizational Units or Divisions. Example: Allocating budget between the
salary category and the contingency category in the same department or
moving budget between different departments in your unit.

e When transferring among Departments, Functional Groups, or
Academic/Business Units in the same Organizational Unit, use Adjustment,
Temporary, or Permanent as directed by your department or area.

o Select either the Temporary or Permanent scenario when transferring budget
between Organizational Units or Divisions. Example: Transferring budget
between the College of Business and the College of Science departments.
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8. | Select the date of the transfer in the Journal Date field.

New ] ! ! Import Now
UCF SBL Planning & Reporting ‘ a3 =%
i
Business Unit: WCFO1 @mﬂf ﬂﬂff)-’ | 05/12/2015

ol Source: User Id: — Ledger/Scenario —

AFI  Acad Faculty Int'l Affairs
AFP  Police
Business Services

AFA  Accounting i‘] i e
AFF Facilities i e

General Admin ?E;mf‘_?
AFH Human Resources s

Click OK.
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9. | Select the New Sheet button.

U C F SBL Journal Import
Finance and Accounting
FINANCIALS 9.2 Financials Support Services - PT8.57.07 PUM34
 General
Setup
& Defaults
._t.
=7 Notes Edit Sheet
— \
& seLsupport " .. Deletesheet
. Q
Update -
) Copy Sheet
E Crosswalks & Py >hee
SpeedTypes |

r Import Journals

l % Import Now ]

{ Write to File ]

SBL Setup

L UserlD, Source,
E Ledger and
Scenario Setup
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10.| Create a name in the New Journal Sheet Name dialog box, then click OK.
Please note: There is a 25-character limit, and no special characters are accepted
(for example, $%@ ).
UCF SBL Journal Import
FINANCIALS 9.2 E!ﬂ:ﬂiéﬁ"'s’ﬁ??n"'}fé'l?ices - PT&.57.07 PUM31
r General  Journal Shests ] r[rrmrt]mm* ]
{ -;E:)l;l:amts l [0 New Sheet New Journal Sheet @
MNew Journal Sheet Name: "
; Notes " *  Edit Sheet
gﬂ SBL Support l
o Crosswalks & @ E :'::Er:::_'::d“me,
E Speeﬂwes Scenario Setup
11.| Click the plus (+) sign under the Journal Header.
Journal Entry Sheet
Journal Header E i m— “ i=
Sys ID Unit Journal ID Date Description
Journal Lines IE “
Sys D Journal ID Line # Unit Ledger Account Alt Account Dept ID Project
[w [w 2 [w [w [w
Select fields to copy from a previous line by marking the checkboxes under each field.
Account | Alt Account| DeptlD/Project |
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12.| Enter an explanation for the transfer in the Description field, then click OK. Do not
state “budget reallocation” or “adjustment,” but rather give the business-related reason
(for example, “Transfer to President-Community Relations department for Bill Nye
event in November 2016”).

Please note: The field has a 254-character limit, and no special characters are accepted
(for example, $%@ ).

Mew Journal Header @
System ID: Description:

Unit: ucFo1|

Journal ID: MEXT

Journal Date: 08/05/2019 -
Reference Mumber: [~ Adjusting Entry:

Cancel
Ledger Group: BUDGET_FIN Document Type:

Ledger: Doc Sequence:
Source: AFF Adjustment Type:
User ID: Commitment Control Amount Type:
-
Journal Class: | J
Transaction Code: 25329‘ Rdcation
Currency Information Reversal
Foreign Currency: " None
. - }
Effective Date: 08,05/2018 Beginning of MNext Period
" End of Next Period
Rate Type:
P " Next Day

Exchange Rate: (" Specified Date

This completes the Journal Header.
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13.| Click the plus sign with ellipses (+...) under Journal Lines.

Journal Entry Sheet

Journal Header m n E “ i=

Sys ID Unit Journal ID Date Description

Journal Lines E ?]
Sys D Journal ID Line # Unit Ledger Account Alt Account Dept ID Project
Vo v 7 7 v 3
Select fields to copy from a previous line by marking the checkboxes under each field.
Account | Alt Account | DeptlD/Project |

Note: Your data has now populated the Journal Header fields.
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14.| Enter the 8-digit Dept ID in the Dept ID column of the departments you are
transferring budget to and from.

v

v

00a10101
o0a10102

10001
100

Enter the amount you want to transfer in the Amount column, in the line containing
the Dept ID of the department you are transferring funds to, in other words, the
receiving department.

Enter the negative of the amount you are transferring, in the line containing the Dept
ID of the department you are transferring funds from.

Dept ID Fund Program
v [+ v

: line by marking the checkboxes un
it] Department |

00a10101 10001 L \ 2,000.00

00010102 10001 zz N (5,000.00}
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15.| Enter the Account codes you are transferring funds from and to into the Account
column.
Unit Ledger Account
v v v
L | Select fields to copy fre

Budget Category

UCF01  BUDGET_FIM
UCF01  BUDGET_FIN

16.| Click the Alt Account, Speed Types, and Scenario buttons. This information will
now auto-populate.

Unit Ledger Account Alt Account Dept ID Fund Prugram
v v | v | [w
|

| Run Total | Select fields to copy fro = line by marking the checkbuxes un de
Budget Category ( Alt Account’ Department Speed Tl,rpes 4@_‘
e

UCF01  BUDGET_FIN 700000 700000 ooo10101 10001
UCF01 BUDGET_FIN £00002 600000 00010102 10001 ZZ

Amuunt Soenarlu Dy

5,000.00 TEMPORARY
685,000.00 TEMPORARY

17.] Fill in the field in the Description column to add a brief description to the journal.
Otherwise, the field will default to the Account description. The Description field
must be completed separately for each line of the journal.

Please note: The field has a 30-character limit, and no special characters are accepted
(for example, $%@ ).

Al Account DeptlD Fund Program Amount Scenario Description Project PC BU Activity
v Iv Iv v v v v v v v

m a previous line by marking the checkboxes under each field.

Alt Account | Department | Speed Types | Scenario |

700000 00010101 10001 i 5,000.00 TEMPORARY || |

600000 00010102 10001 77 695,000.00 TEMPORARY || |
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18.| Click the Run Total button to verify that your ledger balances.
Llnre# Unit Ledger Acmunt
= Iiﬁ'ﬁ;'m)tkmm fields to copy
=" Budget Category
1 UCFO1  BUDGET_FIN 700000
2 UCFO1 BUDGET_FIN §00002
19.| Click the Import button to upload into UCF Financials.
UCF Finance and Accounting Q 7
SBL Journal Import
Journal Header B n E
SysID Unit Journal 1D Date Dest
1246 UCFD1 NEXT 8/5/2019
Journal Lines E “ :"’] Run Total
20.| Enter your UserID and Password, and then select OK.
Import Journals Mow
https:/fin1.net.ucf.edufxmllink/fiprod/
User ID:
Password:
When you receive your confirmation message, select OK.
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