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Budget Transactions and Transfers 
Budget Transactions/Transfers – SSB (non-salaried items only) 

Note: Paper BTR’s must be completed for all salary budget transfers, Foundation Orgs, and 
Grant Orgs. Special Procedures are required for Grants. Please contact a Grants Specialist 
with questions or assistance. 

Budget Transfer Types 
Budget Transfers 

What are the different Electronic Budget Transfer Types?
Budget Transfer Types*
BT2 - < $2,500 within the same area (President’s Office)
BT3 - < $2,500 within the same area (VPAA – Vice President Academic Affairs)
BT4 - < $2,500 within the same area (VPSS – Vice President Student Services)
BT5 - < $2,500 within the same area (VPFAS – Vice President Finance & Administrative 
Services
BT9 – Other operating account code transfers (> $2,500 BT2 – BT5)

*A FOAPAL area extends beyond the immediate approver – the VP could be several levels up 
the chain and still be over that area (Eprint: Organizational Hierarchy).

Budget Transfers
On the Finance Self-Service card, Open Finance Dashboard, select Budget Transfers or click 
on Budget Transfers link on the Finance Dashboard card.

Click Create Journal
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Select transaction date, distribution total,  journal type (BT2, BT3, BT4, BT5, BT9) 
and description. Click Create to create the journal.

Enter Sequence 1 information - Tab down to the Organization field and enter the Org. Tab 
to Account field and enter the account. The Field and Program will automatically populate. 
Enter the Amount to transfer, (+/-), Description. Click Add Accounting to add the next 
sequence. After adding the second FOAPAL either SAVE or Add Accounting for additional 
transfers.

Distribution Total = sum of all 
amounts in transfer

Always key your 6-digit 
ORG first and the 
correct Fund and 
Program will default.

DO NOT USE

DO NOT USE

DO NOT USE

DO NOT USE DO NOT USE

Budget Transfers can ONLY 
be processed for Chart 1-
University

Can only use budget pool 
accounts 711, 731000, 
specific revenue 
accounts starting with 
“5”, specific fixed asset 
accounts starting with 
“727” or “781” on BTRs. 
You may need to use % 
(wildcard key) to get 
correct account number. 
(i.e., 711%)

Choose the 
appropriate 
journal type 
– BT2, BT3, 

BT4, BT5, BT9 
– See page 1 
for journal 

type 
descriptions.
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After entering all sequences, Click the Save button. This transfer will decrease (-) the 
budget of the FOAPAL #1 by the transfer amount; moving funds into and increasing 
the budget (+) of FOAPAL #2 by the transfer amount.

Click Submit Journal button when completed.

Notes on Budget Transactions
When transferring funds from a Revenue line to an Expense line the Revenue Account 
transactions should be noted as “-” in the +/- line, this will allow for the necessary 
increase to the expense budget. 

Submit Journal
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