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INTRODUCTION

The main function of the Budget Office at the University of Central Arkansas is to
prepare the University’s budget for each fiscal year in accordance with the
President, Board of Trustees, and the State of Arkansas. The Budget office also
assists the Vice-Presidents, Deans and Department Managers to understand their
allocated budget.

The departments are responsible for consistently monitoring and remaining within
their budgets for the fiscal year. The departments should review their budgets
weekly on self-service and native banner to ensure no overages or inappropriate
expenses have occurred. All department heads are responsible for reviewing and
verifying the information on the salary reports which are emailed out semimonthly.

Approvers should not approve an NSF, unless checking the department’s budget to
confirm a budget transfer has been completed and the funds are available for the
requisition.

* A user must never allow their login information to be used by another person, nor
should a user ever use another’s login information.

Should you have a budget question, please feel free to contact us at any time. The
following is our contact information:

Linda Lentz Dot Carden Alicia Crow

Budget Director Project Coordinator Budget Coordinator
Wingo 306 Wingo 307 Wingo 308
llentz@uca.edu dotc@uca.edu acrow@uca.edu
450-5566 852-2447 852-2663

Fax 450-5168 Fax 450-5168 Fax 450-5168



Table of Contents

Finance Self Service
Budget QUUETIOS. senerpmsinisiissasinsssirs st mies Loy s ST Ve st ws A pe xS ey
Budget Status DY ACCOUNT ...t s s s e s 5
QUERY COIUMNS yyamysassissessssnsssssissniomsesiissscsonion sssnssssssessasissaniassassisssaoramssionssvisiniisisnaevssonssavorss |
QUETY RESUS..uvvuuresemnsrerssermseneassisssisesisssinssisssosmmsssissasssssssssisssasinssssssssssnsamsssssnsssvasssmssieasssernss 14
Code Lookup
Options fOr QUErY RESUIES.......vc.cuicummssssismsmismsssesssssisssssssassmsassssnsssssssssssssnenssmsenenene 21
PENAING DOCUMENTS. c.veereearrmerrsrsussensmassssmssssssssnssssssssssssninsssssssssssssassasssnssssnmsssssssassasssanssssssons 3

Finance Internet Native Banner........commimiiensncimiimm oo s s asans 31

BUABEt AVAilability....usisiusiuisosmsisssasisssiomsnssisisisasisnsnisniausissossenss sosinsissasiiinseinssmvissasnonsossasssassss 3 2
PENAING DOCUMIENTS v rveresenesscnoersssisssassunsasissiissssssssssssiessssinisisans sssvinsssbbenssavassasssmmsssamavsssonsds 33
Banner AcCess INFOrMAtION/FOIMS ....cvvvuerimsiesmreresssesasemsisssssasesessassssessssssssasssssnsasesasanssssesssss 39
Budget Transfer INformation/FOrMS.......irimmmeniomsimnmssnsisissssssssssssssssssssssssssisssasann: 38
Electronic Budget Transfer Information/FOrms........ccommmmmemnnsisssssemnsenssssssssnnsee s 40
ACCOUNTt COTRS QUICK LIST....ouusnrrrecereesusisisssniisssisessosssossrinsinsissacssssiisivsans isnusisnsmisasusevsnsasarsssasaonssod &

RUIE ClASS COOarnrrinrireensesseesesreersson sems iesiebaaRSEeSVEab Ss R s s s se s bRV s RS SRS esananemsasas DO



Finance Self Service Banner

Budget Queries



Fiw B0 Viw Freoiten Tool  Haip

Email OrgSyncCalendar Groups

Logout Help

Home Self-Service Student Services My Courses

Personal Information
Addresses, contacts, e-mall, marital status, SSN, PIN.

Employee

. o b Time sheets, time off, benefits, leave or job data, pay stubs, W2 and T4
Click on “Finance forms, W4 data.

T Finance

Create or review financlal documents, budget Informatlon, approvals.

Student & Financial Aid
Apply for admilssion, reglster, view academic records and financlal ald.

Note: The Self-Service area of myUCA Is unavallable nightly between the hours of 1AM and 3AM




For [ View Fwouter Tools Help

Evals Email OrgévncCaIendarGroups Logout Help

Home Sell-Service Library Resources My UCA Student Services My Courses My Work My Tab

Parsonal Inf ' d ploy Finance
Search! | o |
B ) ) RETURN TO MENU SITE MAP HELP
Click on “Budget Queries” to proceed
Finance to the Budget Queries Form

Budget Queries

Encumbrance Query

Approve Documents

View Document

Budget Transfer

Multiple Line Budget Transfer
Delete Finance Template

[ Budget Querles | Encumbrance Query | Approve Documents | Vlew Document | Budget Transfer | Muitlple Line Budget Transfer | Delete
Finance Template ]

RELEASE: 8.6
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myUCA pRoC o ™
y Content Layout Evals Email OrgSyncCalendar Groups Logout Help

Home Sell-Service Library Resources My UCA Student Services My Courses My Work My Tab

Personal Information Student Employes Finance

Search| ' | Go
_ileo| MENU SITE MAP HELP

“To create a new query choose a query type and select Create Query. To retrleve an exlIsting query choose a saved query and select
Retrieve Query,

Create a New Query
Type {Budget Status by Account v\

Ereate Query |

Click the Pull-Down Icon to access the

Retrieve Existing Quer .
Sav::;ue,y ¥ e - list of Budget Query Types

Retrieve Query

[ Budget Queries | Encumbrance Query | Approve Documents | View Document | Budget Transfer | Multiple Line Budget
Transfer | Delete Finance Template ]

RELEASE: 8.3
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myUCA Content Layout

Library

Home Self-Service

Resources My UCA

Perecnal Information Student Employee Finance

Search |

| Go |

Sludent Services My Courses

S &E ™

Evals Email OrgSyncCalendar Groups Logout

My Work My Tab

MENU SITE MAP HELP

?To create a new query choose a query type and select Create Query. To retrleve an existing query choose a saved query and select

Retrieve Query.

Create a New Query
Type

Retrieve Existing Query
Saved Query

Budget Status by Account
Budget Status by Organizatlonal Hlerarchy

Budget Quick Query

None v
| Retrieve Query |

Three Budget Queries are Available
Select Budget Status by Account

[ Budget Queries | Encumbrance Query | Approve Documents | View Document | Budget Transfer | Multiple Line Budget
Transfer | Delete Finance Template ]

RELEASE: 8.3



Budget Status by Account



Budget Status by Account

Allows for review of budget information by Index,
Organization or Fund.

There are four levels of information available in this
query:

1. Account Detail

2. Transaction Detail
3. Document Detail
4. Document View
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UCA ® s Cé&E W™ |
my Content Layout Evals Email OrgSyncCalendar Groups Logout Help

Home Self-Service Library Resources My UCA Student Services My Courses My Work My Tab

Finance

Search | Go |
MENU SITE MAP HELP

“To create a new query choose a query type and select Create Query. To retrieve an existing query choose a saved query and select
Retrleve Query.

Create a New Query

Type Budget Status by Account v]

‘ Create Query
\ Click the “Create Query” button
Retrieve Existing Query

Saved Query {None v

| Retrieve Query |

[ Budget Queries | Encumbrance Query | Approve Documents | View Document | Budget Transfer | Multiple Line Budget
Transfer | Delete Finance Template ]

RELEASE: 8.3



Query Columns
Adopted Budget-the original budget, on July 1, of the fiscal year.

Budget Adjustment-the amount of any change, increase or decrease,
that have been made to the original budget.

Adjusted Budget- the current budgeted amount, after any adjustments
have been applied to the adopted budget.

Temporary Budget-currently unused by UCA.
Accounted Budget-currently unused by UCA.

Year to Date- the total of all financial transactions that have occurred
this fiscal year.

Encumbrances-the total of all requisitions that have been approved
and turned into purchase orders.

Reservations-the total of all requests for financial commitments that
have been made against this account code, but have not been
converted to a Purchase Order. Requisition amounts appear here.

Commitments-the total of all financial commitments that have been
made against this account code. This is a sum of the encumbrance and
reservation columns.

Available Balance-the amount remaining after Year to Date
transactions, Encumbrances, Reservations and Commitments have
been subtracted from the Adjusted Budget.



File T View Fivooden Tooh Welp

y Content Layout Evals Email OrgSyncCalendar Groups Logout Help

Home Self-Service Library Resources My UCA Student Services My Courses My Work My Tab

Parsonal Inf { d ploy Finance

Search: /| 6o |
: S0, MENU SITE MAP HELP

Select the Operating Ledger Data columns to display on the report. @ 6
R ol P List of Columns available to be shown

“|adopted Budget [¥[Year to Date el
|¥|Budget Adjustment *l!ncumhranoas by the Query. Left-click once on an
Adjusted Budget |V|Reservations <———— | empty box to add to the query or left-
[Temporary Budget |¥|/Commitments
Accounted Budget |¥|Available Balance| click once on a checked box to

Save Query as:
e remove from the Query.

Continue

<

[ Budget Queries | Encumbrance Query | Approve Documents | View Document | Budget Transfer | Multiple Line Budget
Transfer | Delete Finance Template ]

RELEASE: 8.3
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myUCA Content Layout @ - -

Evals Email OrgSyncCalendar Groups Logout Help

Home Self-Service Library Resources My UCA Student Services My Courses My Work My Tab

Search| | Go |
MENU SITE MAP HELP

Select the Operating Ledger Data columns to display on the report. The columns selected on this Query
7[Adopted Budget _|7[Year to Date will answer a vast majority of

“|Budget Adjustment{ ¥ |Encumbrances < -

Al btk —;—_', s questions that you may have about
Temporary Budget |¥|Commitments your budget,

Accounted Budget |~|Available Balan

Save Query as:
i Shared
| Continue | <

Proceed to the Query by
clicking “Continue”

[ Budget Queries | Encumbrance Query | Approve Documents | View Document | Budget Transfer | Multiple Line Budget
Transfer | Delete Finance Template ]

RELEASE: 8.3
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? For 8 Budget Query to be successful, 3 user with Fund Organization query access must enter 8 value in either the Organization or Grant fields as well as the
Fiscal Vesr, Pertod, and Chart of Accounts flelds. If Grant information Is queried, all retrieved Information is Grant Inception to Date. Otherwise, all information
retriaved is thraugh the Fiscal Year to Date.

?To perform a comparison query select 8 Comparison Fiscal Year and Period In addition to the required Fiscal Year and Perlod. With this selection, all detalls
retrieved will be placed next to the corresponding comparison fMscal period.

:'::;.‘:::n CHC. !@%‘ﬁ —, '[rl;;lf Fiscal Year and Fiscal Period

commttr 3 — FY XX — July 1, 20XX - June 30, 20XX

| chart of Accounts | u ] [ Index | [ | Fiscal Periods:

110001 | - [Actimy | — 01-July 07-January

{:%']"”’" | ] e | = 02-August 08-February

[ Account | 1 [Acountryen] E 03-September  09-March

[ Program | fa150 ] 04-October 10-April

. 05-November  11-May v
06-December 12-June
Specifying period 14 will give you all
activity from July 1 through June 30.

10



Search |

Jlee]

For a Budget Query to be successful, a user with Fund Organization query access must enter a value In elther the Organization or Grant fields as well as the

MENU SITE MAP HELP EXIT

Fiscal Year, Period, and Chart of Accounts flelds. If Grant information is querted, all retriaved Information Is Grant Inception to Date, Otherwise, all
Information retrieved Is through the Fiscal Year to Date.

To perform & comparison query select a Comparison Fiscal Year and Period In addition to the required Fiscal Yesr and Period. With this selection, all detalls

retrieved will be placed next to the cormesponding comparison fiscal period.

Fiscal yeas: v

Comparison Plscal year: [None vl

Fiscal perlod: (14 ¥]

Commitment Type: (A

l umtofA_nqunumi |I..I |

[ Fund | 110001 |
[ Organtzation | [zo1000 |
| Graot | [
] Account ‘

[ Progeam |

& Includ a
Save Query u:[ —

0O shared

Comparison Fiscal perlod: [Nonp v |
vl —'—%—h_

[ Index | L
{ Activiy |

| tocation |

|| Fund Typa |

(“Account Type |

—

Comparison Fiscal Year and
Comparison Fiscal Period

The same type of values are allowed

here as with Fiscal Year and Fiscal
Period on the line above.

This line will allow you to compare
between Fiscal Years.

11
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7 For a Budget Query to be successful, a user with Fund Organization query access must enter a value In elther the Organization or Grant fields as well as the

MENV

SITE MAP  HELP EXIT

Fiscal Year, Perlod, and Chart of Accounts fields. If Grant Information Is queried, all retrieved Information is Grant Inception to Date. Otherwise, all
Information retrieved Is through the Fiscal Year to Date.

?To perform a comparison query select a Comparison Fiscal Year and Period In addition to the required Fiscal Year and Perfod. With this selection, all details

retrieved will be placed next to the corresponding comparison fiscal period.

Fiscal year: le
Comparisen Fiscal year: [None v|
Commitment Type:  [All _

| chart of Accounts | ]

[ Pund | [11000

[ organization | {01000
[ Grant | '
Accaunt |

[ Program | [2150
4 Include Revenua Accounts
Seve Queryas:|

0 shared

Submit Query

|

Flscal period: [~
Comparteon Fiscal period:
vl

FOAPAL information wlll be displayed
from the last Query that you ran in
Finance Self-Service.

If this is your first Query, this information
will be blank.

Always specify Chart of Accounts “U”-
code for UCA.

You can specify an Account code
(shortcut), such as 710100, to pull a
specific budget line.

12



Search | Jlse] MENU SITE MAP HELP EXIT

< For a Budget Query to be successful, a user with Fund Organization query access must enter a value In either the Organization or Grant flelds as well as the
Fiscal Year, Period, and Chart of Accounts fields. If Grant information Is queried, all retrieved information is Grant Inception to Date. Otherwise, all

Information retrieved Is through the Fiscal Year to Date.

< To perform a comparison query select a Comparison Fiscal Year and Period in addition to the required Fiscal Year and Period. With this selection, all details

retrieved will be placed next to the corresponding comparison fiscal period.

Fiscal year: ¥ Fiscal period: {14 v|
Comparison Fiscal year: (None |  Comparison Fiscal period: [None v]
Commitment Type: - v
| Chart of Accounts | [ ]
Fund | |
--Omlnlnﬁon | Locatis

Grant [ runaType |
( Account (710100 | [Account Typa |
[Program |

2 Inciud A
Save Query as:| — Click “Submit Query” to see results

O Shared k—/
| Submit Query

13
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myUCA Content Layout D 8 C 2’ I nr\

Home Self-Service Library Resouices My UCA Sludent Services iy Courses lay Woik iy Tab

A
Report Parameters
Organization Budget Status Report

By Account

Period Ending Jun 30, 20

As of Aug 18, 20 View Pending Documents |
[Chart of Accounts|U Unlversity of Central Arkansas [Commitment TypelAll ¥ No pending documents wxist
Fund 110001 Unrestricted Edu and General Program 2150 Institutional Support] Heading Information
Organization 701000 Budget Offlce Activity {] ) . .
lAccount 710100 Maintenance and Operational Pool|Location [all The FOAPAL information that you specified
on the Query definition form is shown here.
Query Results
iAccountiAccount FY J/PD FY: /PD: FY. /PD. [FY. /PD FY. /PD. FY' ./PD FY~ ./PD: FY. /PD
Title Adopted Budget djusted Year to Encumbrances |Reservations [Commitments |Available
Budget Adjustment [Budget Date Balance
710100 [Maintenance 5,449.00 0.00 5,449.00 0.00 0.00 0.00 0.00 5,449.00
nd
‘\ F)perational
Pool
E_lepon tal (of all ( 5,449.00) 0.00[ (5,449.00) 0.00 0.00 0.00) 0.00)
ecords)

| Download Al edger Columns |[ Download Selected Ledger Columns |

[. Save Query as: | — ]

. .

Query Results

The account information for
the Fund/Organization/Account
that was specified in the Query.

14



Query Example with Code Lookup

If you can’t remember any of the FOAP
(Fund/Organization/Account/Program) information, you
can perform a code lookup. Indexes can also be looked

up.
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myUCA i

L gk

Hesine Syl Ssact fra A Sident Seavices My Covrens

Search [Go ] MENU SITE HAP HELP

? For a Budget Query to be successful, a user with Fund Organization query access must enter a value in either the Organization or Grant fields as well as the
Flscal Year, Period, and Chart of Accounts flelds. If Grant Information is queried, all retrieved information Is Grant Inception to Date. Otherwise, all information

retrieved is through the Ascal Year to Date,

?To perform a comparison query select a Comparison Fiscal Year and Perlod In addition to the required Fiscal Year and Period. With this selection, all details
retrieved will be placed next to the corresponding comparison fiscal period,

Fiscal year: [ v Fiscal period:

Comparison Fiscal year: Comparison Fiscal period:

Commitment Type: [an v

| chart of Accounts | u_] [ Index i |

| Fund | [ A:mm}i\{\

[orgmmassen | ] (Toim] ‘;

[ Grant | [ [[ Fumd Type | ] Click the “Index” button to search for
[ | " | [ Accaunt Trpe i an Index

| !rog_lrlm_] | !

¥ Include Revenue Accounts

R — .
O Shared

15
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My LICA Student & g M 1 My Work

Search || 6o MENU  SITE MAP HELD

| Code Lookup

Enter criteria then select Execute Query to obtain a Code Lookup resuits list. Select ExIt without Value to return to the parameter page.

Chart of Accounts luw

Index Criterla N
Title Critera . Search by Index number or Title
Maximum rows to return (10~ e ——

‘Execute Query

Exit Without Value
{ Budget Queries | Encumbrance Query | Approve Documents | View Document | Budget Transfer | Multiple Line Budget Transfer | Delete Finance Template ]

RELEASE: 3.6

@ 2014 Blluclan Company L.P. and Its afflliates.

16



CA.| casiinss

el Servies  LBesty  Rosourtes

Code Lookup

Enter criteris then sclect Execute Query 10 oblaln a Cade Lookup results Bst Select Exit withoit Value (0 retusn 10 the parameter page

Chart of Accounts uv
Index Criterin

Title Criteria

Mu)imum rows to feturn

Exccute Query
Exit Wihout Value

My UCA

@-. 8 W )

Feale Dol Qv Cobnedar Gooops— Looeed  Hedp

Thudert Tatvoes Wy Courpe Ly Wors My Tad

NG ST M Lk

You may search by either the Index
or the Title associated with the

/ Index. The percent symbol (%) is a

wildcard.

This Puli-Down Menu specifies the
number of matching results to display.

[ Budget Queries | Encumbrance Query | Approve Documents | View Document | Budget Transfer | Multiple Line Budget Transfer | Delete Finance Template }

17
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Email  OrgSync Calendar Groups Logout  Help

L AT mCa

Home Service Library Resoutces KMy UCA Student Services Ny Courses My Work My Tab

Finance

- < Search for all index Titles that begin MENU SITEMAP  HELP
with the letter “B”. This line is case

Code Lookup sensitive.

# Enter criteria then select Execute Query to obtaifi a Code Lookup results list, Select Exit without Value to return to the parameter page.

Chart of Accounts Uuv
Index Criteria : o
FE— = This Pull-Down Menu specifies the

Maximum rows to return

number of matching results to display.

Execute Query

Exit Without Value

| After specifying search criteria, click “Execute Query”

[ Budget Queries | Encumbrance Query | Approve Documents | View Document | Budget Transfer | Multiple Line Budget Transfer | Delete
Finance Template ]

RELEASE: 8.6

18
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UCA ® m s ™|
my Content Layout Evals Email OrgSync Calendar Groups Logout Help

Home Self-Service Library Resouices My UCA Student Services My Courses My Work My Tab

Code lookup results

Fund OrganintionAccounlfl_’rogum Activity|Location
Title Index
Business Admin Research 130001 130001310000 2120
Burg Match 140033 (140033365000 2120
Bureau of Indian Affairs - Fed Odd [215706]21570€{706000 2170
Bureau of Indian Affairs Even 215736(215736|706000 2170
Burdick Program for Rural Interdis¢}220208]220208/345000 2120
Business Admin Research 310300(110001/310300 2120
Bunn Match 221452 322M01]110001|322M01 2120
Burris Match 220436 336M03|110001|336M03 2120
Building Maintenance 550500[110001|550500 2160
Bus Repairs/Maintenance 556510[110001|556510 2160
Budget Office 701000%11 0001701000 2150
Burdick Building Renovation 710013 [71004.3{780000 6100
Buford Property 710028|710028| 000 6100
|Bus Storage Area 710106|710106{780008- 6100

| Exit Without Value

Another Query

[ Budget Queries | Encumbrance Query | Approve Documents | View Document | Bu Transfer | Multiple Line Budget Transfer | Delete
Finance Template ] v

Results of Query-all Indexes
that begin with the Letter “B”

Notice that these indexes
represent a shortcut to
Funds/Organizations/Programs

To select the Index, Click on the
Index {in Blue)

19
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Ltitary Jizoornes My UCA Shughent Servites Syl A M . Wy Tab

Search | Go MENU
Fiscal year: i | Fiscal period: 14 v

Comparlson Fiscal year: None v| Comparison Fiscal period:

Commitment Type: lall v

Chart of Accounts u
|"Fund | 110001
: Organization ! |701000 1 (L AOERTN.
| Grant | [ Fund Type
| Account | | | Account Type |

Index Clicking the Index actually returns the

Fund/Organization/Program information

2 Incdlude R A

Save Query as:

0 Shared
Submit Query ;

Click “Submit Query” to run the query

20



What to do with Query Results

We have four options for what to do next:

1. Download the results to an Excel Spreadsheet.
2.Save the Query for future use.

3.Add Columns to our Query.
4. Drilldown for more information.



wonnlutlon Budget Status Report

By Account
Period Ending Jun 30, 20
As of Aug 19, 20 View Pending Documants.

Chart of [U Universty of Central Arkansas o et Typelan | v o pending documents exist

Fund 130001 Unrestricted Edu and GenaralProgram El_ia Instautional Support)

Organization | mm ) Budget O am“ Actiity )

JAccount Lacation |an
Query Results = g : - — —
Account Account Title FY /PD |FY. /PD FY JPD \FY /PO A D. . Fy ./PD FY /PO " /PD

rldophd I!uei-nlt |Adjusted [’Iur to Date [Encumbrances |Reservations i ilabil

. [Budget ___|Adjustment __Budget | Balance

710100 Maintenance and | 5,448 5,449.00 { 0.00{ 5,449.00|

Dperational Pool | | | | | _J_

f 710101 Supplies and | 'I 0.00, 1,200.00| ( 1,200.00)
| Sarvices | | . | l

716110 Tehnhme Base | 554.00 1 0.00| 554.00|

Charge [ | | |

1717000 [Travel Pool [ | [ 2.500,00] i oo 0.000  2,500.00|

717100 T!‘Gurldual Travel- | \ 0.00 300.00, { 300.00)
l Offical Business | | | ] ]

Report Total (of &l | ( 8,503.00} 0001 { 8,503.00) 0.00, ( 1,500. OO}i 0.00 ( 1,500.00)
records) | | = | | | - o

Download AN Ledger Columns | Download Salected Ledger Columas |
Seva Query as:

Ehrad

Click either of these to download the Query
Results to an Excel Spreadsheet

21
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= Yien Faontes Toos b

0 - C.]l ACA

myUCA .

TEE o
Queary Results

Wy LG My Vo Wy [ah

/Accour unt Title |FY. ./PD: | FY. /PD FY /PD. FY. /PD PFY. /PD FY. /PD’ FY. /PD. IFV /PD:
dopted Budget gmd Year to Date  [Encumbrances |Reservations k Habl
] Budget Adj [Budget Balance
| 710100 Maintenance and | | ( 5,449.00 0.0 5,449.00|
1 ‘Operational Pool | |
| 710101 'Supplies and 0.00/ 1,200.00, ( 1,200.00)|
| Services | | ! |
| 716110 ,‘relephone Base | 55404 X 554,00, 0.00| 554,00
| _Lharge | § 3
| 717000 [Travel Poal 1 2,500.001 2,500,00, 0.00) 2,500.00]
717100 Individual Travel- 2.09 0,00 300.0¢ ( 300.00)
| Official Business |
Report Total (of all ( 8,503.00) 0.00 ( 8,503.00} 0.00 { 1,500.00) 0.00 { 1,500.00)
records). ) R | I 1 1 - _
Download ANl Ledger Columns | Download Selected Ledger Comns |

Save Query as:
. Shared

P T 1 Cok

Column 1

(FY /PD  Adopted Budget
. Perform Computation
Ancther Query

RELEASE: 8.6

for the query
Operator Column 2

Display After Column
v percentof v FY /PD. Adopted Budget

New Column Description
v FY /PD  Adopted Budget v

Click here to download the results to

Excel-an Excel Spreadsheet will open
inside of Internet Explorer

{ Budget Queries | Encumbrance Query | Approve Documents | View Decument | Budget Transfer | Muiltiple Line Budgat Transfer | Delete Finance Template ]

22



fte TAT View Taroites Toon begl

myUCA ettt

it Sl

nart of Accounts 0
110001 Unres

Litrary

75

701000 Budget Office

tricted Edu

an

and Genarsiprogram |

ictivity

Click here to see the detail for Year-
to-Date Expenses.

guegz Results
ccountidccount TRIGFY /PD FY /PD FY° /PD |[FY /PD FY /PD. FY /PD
dopted Budget djusted Year to Date [Encupibrances [Reservations [Commitments
Budget Ad{ustment |Budget

Maintenance

710100 [and 5,449.0 0.004 5,445.004 0.0 0.00! 0.00 0.00 5,449.00)
[Oparational
iPool 1/

upplies and =

710101 [Sepvices 0.00) 0.00) 0.00 293.02 1,180.81 0.001 1,180.81( ( 1,473.83
[Postage

715100 0.00y 0.004 0.00¢ 2.63 0.00 0.008 0.00y ( 2.63)|
Telephone

716110 |gase Charge 554.00§ 0.004 554.0(4 0.00 0.004 0.00| 0.00y 554.00
Travel Pool

717000 2,500.00)| 0.00 2,500.00% 0.00( 0.00 0.00¢ 0.00 2,500.00¢
[ndividual

717100 [Travel-Official 0.00{ 0.00 0.00) 0.0¢) aoo.ool 0.00| 300.00) ( 300.00
Business
Individual

717115 [Trayal- 0.0 0.00f D.0CY 375.00 0.0 0.008 0.00) ( 375.00)

23




These are the Documents that
comprise the total Year-to-Date
activity for the Account.

Click the Document Code to see the
transaction detail.

ul 18, Jul 18, (0221985 IPrinting Papers Inc INEL
251.08
llul 30, Aug 05, FPO00058 [OfficeDepat 07/13 INVOICE 664090255 25.00 DCEN
Dul 30, Aug 05, FPO00DS8 iOfficeDepot 07/13 INVOICE 664090350 o7 DCEN
ul 30, IAug 05, [FPo00058 (OfficeDepot 07/13 INVOICE 66409035(} . 9-"IDCEN
bul 30, Aug 05, FPO00058 IOfficeDepot 07/13 INVOICE 664090255 2 54{)CEN
lAug 16, lAug 16, +|L0085498 ICintas Corporation o ooIDNEI
lul 05, Jul 05, 10084096 iCintas Corporation oo oinNEl
il 05, Jul 05, 10084074 Barnes & Noble College Booksellers, 0 oormﬂ
ul 22, ul 19 10052283 Printing Papars Inc EI
r ' . oo™
A

Report Total (of all recards):

P { ¥ \ 293.02

\ N "

A
Total of all Year-to-Date Expenses

This symbol () represents a direct pay.

24



warde

Ve [dt View Favontes Tocs dep

 Perlod Ending Jun 30, 20

As of Ang 27, 20.

View Pending Documents
Vv Ko pendeng documente enst

[Chart of AccountsiU University of Central Arkansas  [Commitment Typelal
Fund 110001 Unrestricted Edu and ram _2150 ln.:hlu lSI_.mﬁ

[Organization 701000 Budget Office TRctiviey ]

Account 7% ILocation | fll_ i
Query Results ; e ;

untAccount Title  [FY._ /PD. FY ' /PD [FY /pD FY /PD FY. /PD. 'y /PO RAVLCE FY /PD
Adopred Budget Indjusted Year to Date |Encumbrances | Reservations mmitments  Available

S Budget Adjustment ___ Budget Balance
| 710100 Maintenance and | 3,449 0 300 5,449.0 A 0.00¢ 5,449.00|
L Operatianal Pool | | | ] | ]

710101 Supplies and | o | i | 0.00, ) \ | 1,200.00 ( 1,200.00)

Services g I 4| | ] |
716110 Tolephonn Base ’ & i 554.00f 1 \ 0.00; 554.00|
Charge | - | | | B |

| 717000 [Travel Pool i ock 5,004 2,394.00, 000 [ | 0000 239400
1717100 Individual Travel- i 0.0 i 0.00 { A | 300.00% ~ { 300.00)
i [Official Business | 1 | | ] | | )
1717115 individual Travel- | 0 [ | 106.00 { of 0.00| 106,007 0.00|
| _[Conferences | i | l | |
Report Total (of all l (8,503.00) 0.00 8,503.00) 0.00 ( 1,606.00) 0.00| { 1,606.00)
rrecords) | ! | | ]

DomloadAlLedwcolums | Downlo;dsde:ududgercuums i

Save Query as:

Shared N . N
Click here to see the detail for Budget Adjustments | .

Ce Additional Col for the query
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e et 0 5.0] Bmich

File [t View Fovoctes Tooh Melp

myUCA  cccrvra

Home Self 2 t 5 My DA St oy )y i My Wk My Tah
Organizetion Budget Status Detall Report ~
Summary Budget Adjustments Transaction Report
Period Ending Jun 30, 20, «epr
Rule class code BDDP signifies
As of Aug 26, 20 an electronic budget transfer.
(Chart of Accounts:[U University of Central Arkansas ommitment Type:JAll Refer to rule class code section
Fund: 110001 Unrestricted Edu and GenerallProgram: 12150 Institutional Support] . .
[Organization: 701000 Budget Offica ctivity: All for more information.
laccount: 717000 Travel Pool |Location: ]
Documant List
[Transaction Date[Activity DatelDocumant Code[Vendor/Transaction Description/Amount [Rule Class Cod,
Aug 26, Aug 26, J0033616 . [Terrl C- AACUBO Fall Conf. ( 106.00)|BDDP
Jul 29, ul 29, 10033278 I\ |Reverse Transfer in training 100.00[BDDP
Jul 16, ul 16, 10033016 \, [Reverse 10032992 { 100.00)|BDDP
Jul 16, ul 16, J0033015 everse 10032992 ( 100.00)|BDDP
Jul 185, Dul 15, 10032992 Eﬁvel 100.00/8DDP
Report Total (of all records): kY ( 106.00)] _

vallabla Budget Balance:|2,394.00

Report total of all budget transfers.

| Download ]

| savo query os: |
O shared v

These are the Documents that
comprise the Budget Adjustments.

Click the Document Code to drill
down for transaction detail.
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Sl Sevee  Lbaay

Select Document
| Detail t:-mM

Ui Work Wyl

Click here to see the Document Detail

‘Document Type: Jounal DocumentCommitment Type Al
10013516 Description:

i

JE=— i ==

[Tern C- AACUBO Fall Conf,

Accounting Information - e :
Chart of A sFund_[Organ {AccountProgram/A
u 717000 (2150
y — 717115 12150
Save Query as: %

Shared
. Ancther Query

¥ No Related Documents Available

[ ! |
RELEASE: 8.5.0.4

© 2014 EBlluclan Company L.P. and (ts affiliates.

JAmount [Rufe Ciass Code
l: 106,00} 8007 ’

1
| 196:00800p J

The accounting detail is shown here. The $106.00
is being moved from the 717000-Travel line to the
717115- Travel Conference line.
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Header information showing date and User
ID of person posting transaction

myUCA

Home

Sell Servien

| View Document

Journal Voucher Hoader

| Journal mh'}sutu Trans date Mulw d.ullllur
00033616 | lposted|Aug 26, Aug 26, 0OTC
Document Text:|

Journal Voucher An:wrlﬂﬂp

Joit 'I

: r..wﬁlrvlp*nm #mlo{ Fund

orgnlm‘nog;\

udPd C

) o

[ 1 [ferri C- AACUBO F

| uoon:]:o.ooo?mc-o 2:50
1 2 Terri AMUBO Fall Conf, [0
'U_[i5/02(800P] |:1ooozlmomnms 2150 |

"’"': The complete accounting information for
212.00 .
] / the transaction
- .[ 4 - T
Doc Ref Accri Bank Deposit
I [NsFstatus
Loen |Proj| Total ]wclnsr
o]
| |i0e.00
—_— 01 . - —r
| . o600 + 1 N ’
212000 |
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myUCA i

LAY

Sefect a link from an amount column In the Query Resuits st to retrieve detall information for the specific Rem chosen. Select one of the Download options to download Budget Query data to
a Microsoft Excel spreadsheet. Caiculate user defined columns for the query by making selections from the Compute Additional Columns pull down lists.

Use the View Pending Documents button to display unpasted documents In process that are excluded from the Budget Status Report. Also select the View Pending Documents button to view a
summary of the used far funds (NSF) .

Report ters : S = -
Ovganization Budget $tatus Raport
e — s }
Perlod Ending Jun 30, 26_ 1
As of Aug 22, 20 View Pending Dummsnts
hart of AccountsU University of Central Arkansas  [Commitment Typelall ] ' __..-—-":3' 3 Eatdin w ooy i
wrid 110001 Unrestricted Edu and GeneralProgram 2150 Institutional Support - -
ganizatton 701000 Budget Office ) ] ] | Shows pending documents exist.
decoiin e tocathon A 1 Click the View Pending Documents button to view the
pending documents.
Query Results iy
MAecountAecount Title iFV /PD lFV 7PD’ \FY: ./PD FY. /PD |FYT /P0 IFVi /PD; FY. /PD. FY. /PD.
ﬁdophd me |mw 'sar to Date Encumbrances  Reservations

| [Budge Iadjue [udger | . __[Balancs
710100 Maintenance and i 5,449.00 0 00 0 00 0.00| 5,4439.00|
| _Dperational Poal | | | | | S P Y
710101 Supplies and | { 0.00. 1 1,200.00 { 1,200.00}
|_____Services _ _ | |

716110 [Telephone Base 554.00 | 0.00| 554.00]

Lharge 1 }
00 [Travel Pool | 2,500.00] 2,500.00 ) 0.00|
00 Individual Travei- | 0.0 0.04 0.00 1.0 30003 0k 300.00
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-ty

myUCA i

Seif Senon Ltwwy

Status of Transactions In Process

Period Ending Jun 30, 20.
As of Aug 22, 20

:lchurl of AccountsiUl University of Central Arkansas [Cornmltmenl Typelall J PR .
Fund 110001 Unrestricted Edu and GeneralProgram 2150 Institutional Support, Results from cI|ck|ng on Pendlng Documents
Prganization 701000 Budget Office ctivity Al |
Account 17% JDEADI Al ==l
Pending Document List e e s —
Tronsaction  [Acti [Document twe  Fund (O ProgramVendor/T) i Ium?-q!fﬂuld {Amount [Rule Class l
Date to Code | il |Description Code [Code
lAug 22, , Aug 22, ] 110001701000 717115 (2150  AACUBO 1i 1Rsv ( 75.m)‘inEQP
— - + = e P S S . — - —_— . -
Aug 22, . Aug 22, ROU%1938 In 1100011701000 717115 (2150  Canino, Tarri ¢ LRSV { 106.00)REQP
i | AL i i 1
Report Total {of all records) I — LB
Budget Control Keys for Non-sufficient Funds (NSF) Checking '
| Used In Avinlsble Budget Checking ¥ 110001 rwdf\!ﬂ::rmq Organization|¥ 710 Account|w' 2150 Program|
Avaltabla Bak - v

= — r
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Finance Internet Native Banner (INB)



Budget Screens in Internet Native Banner (INB)
1. FGIBAVL is Budget Availability Status
Enter your Index.
If you want to see your entire budget, enter Account Code 610200.
If you want to see only your M&O portion enter Account Code 710100.
Click on Next Block by using the Menu or the Icon.
This screen will allow you to see the total pool amounts; it will not break it down with all
of the account codes.
e You can not drill down on this screen; you must use Self-Service to query documents.
2. FGIBDST is Organization Budget Status
Enter your Index.
If you want to see your entire budget, enter Account Code 610200.
If you want to see only your M&O portion enter Account Code 710100.
Click on Next Block by using the Menu or the Icon.
This screen will allow you to see all the account codes that have been used in your Index.
This screen is similar to Self-Service, but to drill down you need to click on the desired
account code, options, transaction detail to view the history. The center section has a
scroll bar at the bottom to see all detail.

Pool Accounts

710100 M&O Pool accounts, which include supplies and services, food,

professional services, etc. and All Non-Capitalized accounts (Less than $5,000 per item).
710118 Software & License will no longer pool with M&O effective 7-1-2015.

710150 Game Guarantees do not pool with other accounts.

710155 Injury Claims do not pool with other accounts.

710161 Vehicle Insurance and other types of insurance do not pool with other accounts.
710195 Expense Transfer do not pool with other accounts.

716100 Telecommunication and Networking do not pool with other accounts.

717000 Travel Pool accounts do not pool with other accounts.

721100 Library Holdings accounts do not pool with other accounts.

730100 Capital Pool ($5,000 or more per item) do not pool with other accounts.
740100 Utilities Pool accounts do not pool with other accounts.

798100 Contingency Reserve does not pool with any other accounts.

720XXX Fee Waivers do not pool with any other accounts.

75XXXX Scholarships do not pool with any other accounts.
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Internet Native Banner

FGIBAVL-Budget Availability Status

Chart: s Fumd: (110001 = ‘Unrestricted Edu and General
FieEat vear ?._._I_'_ Organization: \rminﬂ_,q Bucvet Uicel W pending Docanments
Index: [rotoe0 [+ Accoant: [710100 '>  Maintenance and Operational Poal
Comumit Type: | 1] Program: {Zisn7 i~ Insthutional Suppart
Contral Keys —»  Fond: [1io00r [ra1000 [rio100 Program: 3150
aniew |
C Balance |
om! T e TApa O =
oo o0.00 130000
0-0'1| ml “ssa00 |
.00 a.00] 2,500.00 |
. 0 ,
| [ f
| | r
| | f
[ | I I
[ I f |
| I r
B (| | RS -
[ i f
| ] I
n.ﬂﬂr'- im-nl' . 7,233.68 -
| Account Code Duplicala Eam i view Pending IJ
| oo 114 || _ | | | oscs
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The check mark shows
Pending Documents exist

\ Click on:
Options- Pending Documents

2,158 5505

LY

\

You must select the Fiscal Year

Accout Cada, uplicale Bem b iew Proding Dscamints
Recont 30 | 1 N [
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e (e Options Hock Rem Becond Query Touts tios
§-~] 2EaEs Y R8N Q& - L 'X

Chaet: g [ ey [ Unvestiated £ds ind Genersd
FocdYear | v Ovpuaination: [101000 [~ Budget Ofios

Indax fowm  [¥ Aot [rion 7 Teaved Podk

Commmt Tyyc y o (190 [ beiutend Supert

Qenitm—> femtIh  Oratllea (% accoet: [0 Pregreme fise

[ [~ Foul Orgesimiicnfcssnl Pregrmm Adjmsied Dulpet YO Aciivity Comnibounls

View Pending Documents
results

B | vaewen - oume  mow  nas lnw [ z im (7]

Meainr | lndgereewy o183 i Nt s am ($-0]

POWIST | [lahgwwess  cliboor st mnp e [ [ nam

oeessa | Gakeewes o lL0SOD  Mid  nhl 1% - o 1w

E00671 | tagcwal o Eter MmN MO e so0 12690

I ' “

Avalinbie Belonce 1o Process: (I ETT

Tecert 5 1| =1 | | >




To Retrieve Banner Finance Access and Removal Forms follow these steps:

1. Go to UCA Homepage at http://www.uca.edu

2. Logonto My UCA

3. UCA, A to Z (bottom right corner)
4. Click the letter “B”

5. Click Budget Office

6. Click Budget Forms & Information

7. The three forms available: Banner Access Form
Remove Banner Access Form
Example- Banner Access Form

]@I RCCass PO < W;m;mﬂlnl:llmaphul __—_.__:':i x
é A N T v x @ ] i
Ble EdR View Favorkes Jooks el

Favorkes | 15 [ Googe £ argos 2 Bawner £ NewTeb 39 5nin
B Access Forms T2 E) v & mm v pagev Safety- Took- @ i

g
University of Central Arkansas

Admissions Academics Student Life Alumni & Friends Athlelics AboutUCA - QUICK LINKS

Budget

Access Forms

Budget
i STAFF
Bannep
HEWS
<1 BUDGET FORMS & (HFORMATIOH
GRANT FORMS & INFORMATION
i ADDITIONAL IHFORMATION
1 HELPFUL LINKS
Elegtrone: Budnet Translor
Search UCA
Site and Peopis @
ARGOS
EVENTS

SEPTEMBER 04
HC SAM:80 Proof Carmival

SEPTEIABER 08
ArkRACRAO Officers Waotkshop

v!

Internet - %lo0% -
) .
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Banner Access Form

To sign up for Banner Finance access, please complete the access sign-up form and return by fax to Dot
Carden at 450-5168.

**If a person moves to another department, the remove banner access form (for the old department)
MUST be attached to the banner access form submitted for the new department. Both forms must be
received BEFORE access can be given to the new department.

Please select the type of Access requested for each employee. See below descriptions:

1. Inquiry (Query Only) - You will have the ability to query financial activity, track
transactions, check your budget availability and reconcile your budget to Banner.

2. Initiator — You will have the ability to enter, copy, remove, and track requisitions. You will
have the ability to view approval history and view vendor history.

3. Approver - You will have the ability to view requisitions, purchase orders, invoices, journal
vouchers, encumbrances and cash receipts. You will also have the ability to approve or
disapprove requisitions. You can query financial activity, track transactions, check your
budget availability and reconcile your budget to Banner.

Please provide the following contact information:

Full Name
UCAID

Department/Organization

Phone Number

E-mail Address

Please provide your Index Numbers:

What type of access are you requesting for this employee?

L—_I Inquiry D Initiator I:I Approver

Department Head (Name printed):

Department Head Signature:
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Remove Banner Access Form

This form removes Banner access for an employee who has terminated, retired, or moved to another
department. Please complete the following form and return by fax to Dot Carden at 450-5168.

**If a person moves to another department, the remove banner access form (for the old department)
MUST be attached to the banner access form submitted for the new department. Both forms must be
received BEFORE access can be given to the new department.

Please select the type of Access requested for each employee. See below descriptions:

1. Inquiry (Query Only) - You will have the ability to query financial activity, track
transactions, check your budget availability and reconcile your budget to Banner.

2. Initiator — You will have the ability to enter, copy, remove, and track requisitions. You will
have the ability to view approval history and view vendor history.

3. Approver - You will have the ability to view requisitions, purchase orders, invoices, journal
vouchers, encumbrances and cash receipts. You will also have the ability to approve or
disapprove requisitions. You can query financial activity, track transactions, check your
budget availability and reconcile your budget to Banner.

Please provide the following contact information:

Full Name
UCAID

Department/Organization

Phone Number

E-mail Address

Please provide your Index Numbers:

What type of access are you removing for this employee?

I:' Inquiry I:] Initiator DApprover

Effective Date to Remove Banner Access:

Department Head (Name printed):

Department Head Signature:
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To Retrieve a Budget Transfer Form follow these steps:

1

2.

3.

Go to UCA Homepage at http://www.uca.edu

Log onto My UCA

UCA, A to Z (bottom right corner)
Click the letter “B”

Click Budget Office

Click Budget Forms & Information

Click Budget Transfer Form

[‘3 Budgat Tranfer - Windows Inteimt -lt'pl_-mr .

€]

~ B uca.adu

G LR Vew Fgeortes Iook el

Favortes 5 [ Googe © Argos B Baner £ NewTab 8 TInIn

[ Euiget Transfer

University of Central Arkansas

Admissions Academics Student life Alumni & Friends Athletics About UCA

i x

- QUICKIINKS

Budget

L v Page~ Safety -

Budget Budget Transfer

o STAFF
LN
NEWS
i BUDGET FORMS & IFORMATION
GRANT FORMS & HFORMATION
£ ADINTIONAL W ORIATION

HELPFUL LIHKS

Search UCA

Sita and Paopls |_G_T]

EVENTS

SEPTEMBER D4

SEPTEMBER D6
AIMALRAU UIhcer 58 Warkshop

@ irtemer

sa v R1% <
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Budget Transfer

Date:

» 20

It is requested that this budget transfer be approved for the organization(s) and the amount(s) indicated

below.
(Name of Department) (Signature of Department Head)
Type of Change: | Approvals: Budget Use Only:
Dean/Director Initial:
Base I:I
Vice President/Provost Date:
Temporary |:| Budget Director #
ORGANIZATIONAL ACCOUNT BUDGET BUDGET
DEX NAME CODE AU I A INCREASE | DECREASE

Justification/Reason: (Additional comments if needed):
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Electronic Budget Transfer Information

The Vice Presidents and Deans will have the capability to transfer funds between areas they are
responsible. The Department Chairs and Directors can only process transfers within their department.

The electronic budget transfer will only allow transfers between Maintenance and Operation (M&0)
lines. The electronic budget transfer will only allow temporary transfers (BD04). it will not process
budget transfers for any salary lines, expense transfers, research or matching indexes (“R” or “M” as
part of the index number), grants/restricted funds (different fund types), and between account codes
that begin with the number “5” for revenue or “8” for transfer. If the transfer involves these lines, a
paper budget transfer will need to be completed and forwarded for signatures. The transfer will be
entered once the budget office receives this information.

There are two types of electronic budget transfers that can be performed in self service: budget
transfer (max of two lines) or multiple line budget transfer (max of five lines).

Instructions to complete the electronic budget transfers is on the following pages.
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To Retrieve Banner Finance Electronic Budget Transfer Access and Removal Forms:

Go to UCA Homepage at http://www.uca.edu
UCA, A to Z, (top right corner)

Click the letter “B”
Click the Budget Office
Click Budget Forms and Information

i (B2 I

Budget

Budget Electronic Budget Transfer (EBT)

0 STAFF
Infarmation & Instructian (tvo hne enkry) =4

NEWS

Informanon & Instruchon (muitipla Ine entry) =4
0 BUDGET FORMS & INFORMATION

GRANT FORMS & INFORMATION Electronic Buoget Transler Access Form =4

1 ADDITIONAL INFORMATION REMOVE Elactromc Budget Transfer Access Foim =&
23 HELPFUL LINKS

Search UCA

Site and People | Go

F\IFNTR
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ELECTRONIC BUDGET TRANSFER ACCESS FORM

This form allows access to complete Electronic Budget Transfers. This access will only allow
Temporary Budget Transfers (BD04) in the Maintenance and Operations (M&0) budget.
Electronic budget transfers will only be allowed if you have received prior banner finance
access to the index(es) obtained with the banner access form. You can only complete
electronic budget transfers for the indexes you have access.

Please complete this form to authorize the person to complete Electronic Budget Transfers for
your area. Please return this form to Dot Carden, dotc@uca.edu or fax to 450-5168

**]If a person moves to another department, the remove electronic budget transfer form access
MUST be submitted BEFORE access can be given in a new department.

Please provide the following contact information:

Full Name |

UCAID |

Department/Organization ‘

Phone Number l

E-mail Address |

Please select the type of Access Requested:
|:| Departmental Budget Entry (BDDP) *
Or
|:| Budget Entry Dept Auxiliary (BDAX)**
*The Departmental Budget Entry includes any Education and General (E&G) indexes.
**The Budget Entry Dept Auxiliary units include: Athletics, Housing, Food Service, Student

Center, Radio Station, Farris Fields, HPER Recreation, Bookstore, Student Health Services, Post
Office, and Parking Facilities.

Vice President, Dean, Department Chair (Name printed):

Vice President, Dean, Department Chair (Signature):
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REMOVE ELECTRONIC BUDGET TRANSFER ACCESS FORM

This form removes access to complete Electronic Budget Transfers.
Please complete this form and return to Dot Carden, dotc@uca.edu or fax to 450-5168

**If a person moves to another department, the remove electronic budget transfer access form
MUST be submitted BEFORE access can be given in a new department.

Please provide the following contact information:

Full Name |

UCAID |

Department/Organization |

Phone Number I

E-mail Address !

Effective Date To Remove Electronic Budget Transfer Access:

Please select the type of Access Removed:
D Departmental Budget Entry (BDDP) *
Or
[’ Budget Entry Dept Auxiliary (BDAX)**
*The Departmental Budget Entry includes any Education and General (E&G) indexes.
**The Budget Entry Dept Auxiliary units include: Athletics, Housing, Food Service, Student

Center, Radio Station, Farris Fields, HPER Recreation, Bookstore, Student Health Services, Post
Office, and Parking Facilities.

Vice President, Dean, Department Chair (Name printed):

Vice President, Dean, Department Chair (Signature):
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Log into My UCA, Self Service, Finance

@ amaC s ™|

fvills Emall QrgSyncCalendsr Groups Logout  Haelp

Stugert Serdices My Ceuraes My o Ay Tab

RETURN TO MENU SITE HAP HELP

Finance

Budget Queries
Encumbrance Query

e e e Click on Budget Transfer (max of two lines) or
Buduet reameter &——————| Multiple Line Budget Transfer (max of five lines)

Multiple Line Budget Transfer <
Delete Finance Template

[ Budget Queries | Encumbrance Query | Approve Documents | View Document | Budget Transfer | Multiple Line Budget Transfer | Delete Finance Template ]
RELEASE: 8.6



Instructions for Budget Transfer (Max of 2 Lines)

Choose Budget Transfer (max of 2 lines).

The transaction date will default in as today’s date.

The journal type has two choices: 1)BDDP-Departmental Budget Entry. The BDDP is for all Educational &

General (E&G) indexes. 2)BDAX-Budget Entry Dept Auxiliary. The Budget Entry Dept Auxiliary is for all

Auxiliary areas which include: Athletics, Housing, Food Service, Student Center, Radio Station, Farris

Fields, HPER Recreation, Bookstore, Student Health Services, Post Office, and Parking Facilities.

» The transfer amount for the Departmental Budget Entry is the amount that will be transferred from one
line to another line. For example, if you transfer 1,000(-) from M&O into your travel of 1,000 (+), then you
would enter 1,000. The system will calculate the document amount, which would be 2,000. Do not use
symbols ($), (,) and cents in Electronic Budget Transfers.

» The “From” line, enter the chart of “U,” enter the index to move out funds D/C {-). The system will not fili
in the fund, organization, or program code at this point.

» The “To” line, enter the index to move in funds D/C (+). The system will not fill in the fund, organization,

or program code at this point.

VVV

7' Budgel Transfer - Windows Internel xplorer

@ev e htps Uea,ed v & [Bls x4 p‘ |

fie Edt Yiew Favorites Tools Help

i Favorkes 5 (S * £ Fretoimal £ .

€ Budget Transfer Kov 1) u oem - Pagav Sty Todse @
' oy S—
Search MENU SITEMAP HELP EXIT
Budget Transfer

< Begin by creating a budget transfer or retrieving an existing template. If available budget exists, budget can be transferred from only one set of accounting elements to another
within the same chart.

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 21 % AUG v -
Journal Type BDDP (Departmental Budget Entry) v

Transfer Amount 1000.00
Document Amount 0.00

Chart Index Fund Organization Account Program Activity Locatlon D/C

From u ! 701000 | ! ! ! i i
To 701000 | ! I
Description ' ) ' Budget Period oy '

Save as Template |

[0 shared

Complete

Code Lookup
Chart of Accounts Code ¢ v

Type account v
Code Criteria

Title Criterla

Maximum rows toreturn 19« v
=
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» Click “Complete” once. The system will now fill in the Fund, Organization, and Program.

» Enter the account code to move out funds on the D/C (-) line and enter the account code to move in funds

on the D/C (+) line.

» Enter the Description, example, transfer funds to travel. The Budget Period should always be “01”.

» If a specific budget transfer is used frequently, the Save as Template title option must be entered before
you click, complete, the second time. The template name cannot contain special characters such as: ; & /

@?)

» (Click “Complete” again.

/7 Budpel Teansfer - Windows Internel Explocor
G'~pw waedy ~ BB 4 x |2y »
Fis Edt Vew  Favortes  Tosks bl
Jir Favakes | flp [B) copresteataac v @ FroeHotmal @, <eb Hoxoisimy v

2 Budgee Trarader . v Pegse Sdetye Teohe @~ T
G ey m___ = -

Search (=] MENU SITE MAP HELP EXIT

Budget Transfer

“ gegin by ng a budget or ieving an o 1f budget exists, budgat can be tansferred from only one set of accounting elements to anather
‘within the same chart.

Choose Ct to perform a

Use Code Lookup to query a list of avaidable values.

Use template yone v

Ratriave l

Transaction Date 21w AUG v

Jourmnal Typa BOOF (Departmental Budget Entry) +
Transler Amount | 1000.00

Document Amount 2,000.00

ion and forward the document for processing.

Chart Index Fund D nization Account Progra
From u {110001 ] [701000 ] (717000 ]
To 110001 701000 717115 | 2150

Description yeqf Indiv fravel Conference Budget Perlod o1 ~

Save as Tamplate
[ shared
Complets

Code Lookup
Chart of Accounts Code ) «

Type account »
Code Criterin
Title Criteria

Maximum rows to roturn 10 -

D/C
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»  When the document is processed, a message, such as “Dacument J0018283 Completed and Forwarded
to the Posting Process” will display. If there is an error, a message will be displayed as to why this
transactlon is not completed. After the error(s) is corrected, click complete again. It is possible the
electronic transfer may not be allowed if It involves lines mentioned in the information section of this
document. If the transfer involves these lines, a paper budget transfer will need to be completed and
forwarded for signatures. The transfer will be entered once the budget office receives this Information.

° v 2 Hp waedy vdBlex N

Fie Edt Yew fevories foth  Heb
oy Fovortes | iy () scmevot s v (i Pros Homell @) ch e Goter ©

8 0.3 Narater o w - Puev Says Yoksr @ "

Aiilag 00— = = et — s
Search ) MENU SITEMAP HELP EXIT
Budget Transfer

Begn by creating a budget ransfer or retieng an exsbng template. 1 avadable budget eosts, budgat can be tansferred from only one s4t of 3ccountng skments to ancthar
within the came dhart.

Choosa Complete to perform a vakdabon and foiward the document for processmyg

Usa Code Lookup to query a st of avaiable values.

¥ Document 10028574 completed and forwarded to the posling process

Usa template Nona v
Ratrave

TmssctiowDete | v AuG ¥

Jounal Type 80DP (Dspartmantal Budgat Entry) v
Transter Amoit 1000.00

Docune™ Amount 2,000.00

Chart  Index Fund Organization Accounl Program Activity Location D/C
From '} 110001 701000 7172000 2150 T

To 1100031 701000 7IZILS 2150 +
Descriplon yi5t ndiv Travel Conference Budget Parod gy v

Complata |

Code Lookup

Chart of Accounts Code y «

| Typa account -
| Code Criterio

| Vile Criteria
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Instructions for Multiple Line Budget Transfer (Max of 5 lines)

> Log into My UCA, Self Service, Finance, choose Multiple Line Budget Transfer (max of 5 lines).

The transaction date will default in as today’s date.

» The journal type has two choices: 1)BDDP-Departmental Budget Entry. The BDDP is for all Educational &
General (E&G) indexes. 2)BDAX-Budget Entry Dept Auxiliary. The Budget Entry Dept Auxiliary is for all
Auxiliary areas which include: Athletics, Housing, Food Service, Student Center, Radio Station, Farris
Fields, HPER Recreation, Bookstore, Student Health Services, Post Office, and Parking Facilities.

> The document amount for the multiple line budget transfer is the total of all lines in the entry. For
example, if you transfer $1,000(-) from M&O into travel $250(+), and into capital equipment $750(+), the
total document amount is $2,000.

» The transfer section consists of five lines. The system will only allow you to process five lines per
transaction.

» The Chart is “U”, enter the index, the amount, and in the D/C section stipulate if funds are being moved
into a line with a (+) or out of a line with a (-). The system will not fill in the fund, organization, or
program at this point.

v

m.. N —

fie lot View faories Toos Hep

myUCA ...

Home Libwacy Rosourges My LCA Shiderd Servees Wy Coanes Uy Wak My b

Transaction Date '28v  Aucv | v
Journal Type BODP (Departmental Budget Entry) v
Document Amount gog

¥ Chart Index Fund Or A 9 Activity L jon A Dn/C
1 701000 800 -
2y 701000 00 2|
3y 201000 200 + v
4y 701000 200 +vi
S u 701000 200 + v
Description adjust Budget Budget Perlod o1 v

Save as Template
shared
Complete

Code Lookup
Chart of Accounts Coda v

Type account v
Code Criterla
Title Criterla
HMoaximum rows to return 10~
Execute Query

48



» Click Complete once, the system will now fill in the fund, organization, and program.
» Enter the Account Code to the corresponding (+) or (-).

> Enter the Description, example such as transfer funds to travel and capital lines. The budget period is
always “01”.

> If a specific budget transfer is used frequently, the Save as Template title option must be entered before
you click, complete, the second time. The template name cannot contain special characters such as: ; & /

@?)(

Search G MENU

| Multiple Line Budget Transfer Form

? Begin by creating a multiple line budget transfer or ieving an existing )ig il budget exists, budget can be transferrad among a il of five sets of
for different charts.

Choose Complete to perform a validatron and forward the document for processing.
Use Code Lookup to query 3 list of avalable values.

Use template None v
> \

| Retrieve
Transaction Date 23 v AUG v LEeXY
Journal Type BDDP (Departmental Budget Entry) v

Document Amount goo

# Chart Index Fund Organization Account Program Activity Location Amount D/C

1 v 1110001 702000 | 2150 T jsc0 -

2 v ' 110001 - 701000 ) 2150 | 200 +v

3 u 1110001 (701000 | 2150 200 v

4y 110001 701000 1 2150 ! 200 +v

LT} 1110001 701000 2150 | 200 +v

Description Adjust Budget Budget Period oy

Save as Template ¥
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search

| Multiple Line Budget Transfer Form

Begin by creating a multiple line budget transfer or r

elements for different charts.

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

i

Use Cade Lookup to query 2 list of avatlable values.

© petall amounts, 1600 not equal document amount of 20045

Use template None v
Retrieve |

Transaction Date 38« AUG v
Journal Type BODDP {Oepartmental Budget Entry) v

Document Amount/sno

# Chart Index Fund
1 110001
LT} 110001
3 110001
40 110001
5 v 110001

Description Adjust Budget

Save as Template
Shared
Complete

Organization Ampnl Prggum Activity Locatlon ‘,",“’“M
1701000

701000

701000

To1000
Toi000

-

710100 2150
717100 2150
717115 2150
716110 2150
1715100 2150
Budget Perlod

9 an existing

o1v

budpget exists, budget can be transferred among a of five sets of

800
200
200
200
200

Error message — The document
amount will be the sum of all
amounts listed on the five lines.

b/C

-

+v

™
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» Click Complete again.

» When the document is processed, a message, such as “Document 10033597 Completed and Forwarded
to the Posting Process” will display. If there is an error, a message will be displayed as to why this
transaction is not completed. After the error(s) is corrected, click complete again. It is possible the
electronic transfer may not be allowed if it involves lines mentioned in the information section of this
document. If the transfer involves these lines, a paper budget transfer will need to be completed and
forwarded for signatures. The transfer will be entered once the budget office receives this information.

Search Go

| Multiple Line Budget Transfer Form

+ Begin by creating a multiple line budgex transfer or retrieving an existing tempiate, If available budget exists, budget can be transferred among a of five sets of
elements for different charts.

Choose Complete to perfarm a vahdation and forward the document for processing.
Use Code Lookup o query 3 list of avaliable values.

¥ Document J0033597 completad and forwarded to the posting process.

Anaother Transfer
Use template none v
Retsieve
Transaction Date 20v,  AUG v I ~
Journal Type | BDOP (Departmental Budget Entry} v

Document Amount 1600

# Chart Index Fund Orgsanization A Program Activity Location A D/C
1y 110001 ' 701000 1710100 2150 800 -
2y 110001 1701000 ‘717100 2150 200 +v
3 v 110001 701000 717115 2150 200 v
4y 110001 ' 701000 716110 2150 200 .
5 v 110001 701000 1715100 2150 200 + v
Description adjus: Budget Budget Period o1V
Complete
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ACCOUNT CODES QUICK LIST

Account Codes Description

Salaries and Benefits

610200 12 Month Teaching Salaries

610205 Vacation 12 Month Teaching Salaries
610300 9 Month Teaching Salaries

610305 Vacation 9 Month Teaching Salaries
610340 Emergency Hire Teaching

610402 Summer | Teaching Salary

610502 Summer |l Teaching Salary

610600 Part-Time Teaching Salaries

610700 Teaching Overload

610800 Sabbatical

610960 Teaching on grant/contract

620100 Non-Classified Salaries

620105 Vacation Non-Classified

620110 Emergency Hire Non-Classified
620115 Non-Classified Part time

620120 Career Service Award

620125 Salary Reassignment

620130 Exceptional Merit

620135 Publishing Bonus

620140 Incentive Pay

620900 Replacement Salary from grant/cont
620910 Reassigned-time from grant/contract
620920 Summer salary from grant/contract
620930 Agency approved Incidental Pay
620940 FT employment on grant/contract
620950 Summer Salary from match

620990 Summer Expense Transfer

630100 Classified Salaries

630105 Vacation Classified Salaries

630107 Emergency Hire Classified

630110 Sick Pay Classified Salaries

630120 Career Service Award

630125 Shift Differential

630127 Overtime

630128 Classified Special Project

630130 CLIP Bonus

630140 Part-Time Classified

630900 Classified on grant/contract

630990 Classified Salary Expense Transfer
640100 Graduate Assistant

640110 Teaching Graduate Assistant

640115 Summer Teaching Graduate Assistant
640120 Research Graduate Assistant
640900 Graduate Assistant on grant/contract
650100 UCA Student Help

650200 Work Study Student Help

650205 Work Study-Community Service
650900 Student Help on grant/contract
650990 Student Help Salary Expense Transfer
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Account Codes
660100

680410
680415
680417
680450

710100
710101
710102
710105
710107
710108
710110
710111
710112
710115
710117
710118
710119
710120
710125
710128
710130
710135
710140
710142
710145
710148
710150
710155
710157
710160
710161
710162
710163
710164
710165
710170
710175
710180
710195
710199

712100
712200

Description
Extra Help Salaries

Salaries and Benefits
Retiree Benefits

Car Allowance

Moving Allowance

Fringe Benefits

Supplies Services and Other Expenses
Maintenance and Operational Pool
Supplies and Services
Uniforms

Maintenance and Repair

Fuel

Data communication

Printing & Stationery
Officials

Job Advertisement
Advertising

Promotional Materials
Software and Licenses
Technology Purchases Under $500
Arbitrage

Annuity Adjustment

FMV Adjustment

Building Rental

Cleaning Expenses

Drug Testing

Drugs and Medicine
Equipment Rental

Fitness Center

Game Guarantees

Injury Claims

Injury Claims Reimbursement
Surety Insurance Bonds
Vehicle Insurance
Building-Content Insurance
Student Accident Insurance
General Liability Insurance
Other Insurance

Tuition Expense

Disposal of Net Value

Loan Matching

Expense Transfer

Bad Debt Expense

Charges and Fees
Administrative Charge
Credit Card Service Charge
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Account Codes

712250
712300
712400
712450
712460
712463
712464
712465

713100
713200
713300
713350
713400
713500
713600

714100
714105
714110
714115
714120
714125
714130
714135
714140
714145
714150
714155

715100
715105
715200
715210

716000
716100
716110
716120
716125
716130

717000
717100
717110
717115
717120
717200
717201
717202
717116
717117

Description
Student Accounts ACH Charge

Facilities & Administrative Charge
Brokerage Fee

M and R Service Fees

Vehicle License and Title Fees
Legal Fees

Collection Costs

Penalties

Instructional Supplies
Instructional Supplies

Health and Behav Sci Lab Supply
Sci and Math Lab Supplies
Honors College Participation
KPED-Trainee Program

Testing Packages

TOEFL Tests

Fine Arts Supplies and Services
Transfer-Performance Art Fees
Activity Program

Art Education

Art History

Ceramics

Graphic Design
lllustration-Prints

Painting 2-D

Photography

School Arts

Sculpture 3-D

Watercolor 2-D

Postage and Parcel Service
Postage

Postage Meter Sales

Freight

Courier Services

Telecommunication and Networking
Telephone Pool

Telephone Installation Charge

Telephone Base Charge

Telephone Long Distance Charge

Cell Phones

Other Phone Charges

Travel

Travel Pool

Individual Travel-Official Business
Group Travel

Individual Travel-Conferences
Recruitment Travel

Charter Services

Rental Cars

Moving Expenses

Webinar

Direct Billing (space) and Food
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Account Codes

718100
718125
718135

718200
750300

719100
719200
719300
719400

720100
720110
720120
720125
720130
720140
720150

721100
721110
721120
721130
721140
721150
721160

730100
730125
730130
730200
730202
730203
730204
730205
730207
730208

740100
740200
740300
740400
740500
740550
740600
740700
740750

Description
Consultants
Professional Services > or = $5,000
Professional Services < $5,000
Legal Services

Stipends
Stipends
Stipend-Other

Food Services-Special Events
Contract Food Services

Food Purchases

Decorations

Special Events

Fee Waivers

Fee Waivers

Perquisites

Teacher Ed Mentors

Concurrent Instructors Fee Waiver
GA Fee Waiver

Out of State Fee Waiver

Intl Exchange Student Waiver

Library Holdings
Library Holdings

L.H. Books-Job Orders
L.H. Binding

L.H. Period-Renewals
L.H. Microforms

L.H. Preserve Bindry
Library Book Payments

Capital Outlay

Capital Pool

Architect’s Fee

Advertising & Survey
Equipment-Furniture

Purchase of Vehicle
Computers-Capitalized

Printers and Projectors-Capitalized
Non-Capitalized Equip-Furniture
Non-Capitalized Computers
Non-Capitalized Printers & Projectors

Utilities

Utilities Pool

Electricity

Gas

Water and Sewer
Cable T.V.

Trash Pickup

Utility System Repair
District Heating
District Cooling
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Code
BD02
BD04
BDDP
BDAX
BDBI
BDBL
CARD
CNEI
CNNC
CNNI
CORD
DCEN
DNEI
DNII
DNNC
DNNI
E090
ICEI
ICEP
INEC
INEI
INNC
INNI
MREC
PCAR
PCLQ
PCRD
POCL
POLQ
PORD
REQP
RGIV

Rule Class Title

Permanent Budget Adjustment
Temporary Budget Adjustment
Departmental Budget Entry

Budget Entry Dept Auxiliary
Permanent Adopted Budget Manual Load
Manually Roll Over Budget

Pcard Transaction

Cancel Check - Invoice w/ encumbrance
Cancel Check - C/m w/o encumbrance
Cancel Check- Invoice w/o encumbrance
Establish Change Order

Department charge with encumbrance
Check - Invoice w encumbrance
Check - Inventory Invoice

Check - C/M w/o encumbrance

Check - Invoice w/o encumbrance
Year End Encumbrance Roll

Cancel Invoice with Encumbrance
Cancel Invoice with Encumbrance
Credit Memo with Encumbrance
Invoice with Encumbrance

Credit Memo without Encumbrance
Invoice without Encumbrance
Miscellaneous Receipt

Pcard Transaction

Cancel PO - Reinstate Request

Cancel Purchase Order

Purchase Order Close

Purchase Order Request Liquidation
Establish Purchase Order

Requisition -Reservation

Regular Journal Voucher
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*For access to ARGOS contact Terry Brewer or the IT Help Desk — 450-3107

To Access ARGOS follow these steps:

1. Go to UCA Homepage at http://www.uca.edu

2. Logonto My UCA

3. Click on My Work Tab

4. Employee Quick Links, Jump to, then Argos*

5. +UCA, +Finance, +Campus, +Revised Base, +Revised Base Report

6. Select Fiscal Year, Choose Org Code, click “Reports” at top of screen, click “Revised Base Report”
7. Click Run

8. It will prompt you to open, save or cancel, OPEN
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