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This guide is for entry of budget transfer requests directly in Workday. It applies to
unrestricted, operating budgets in funds 10-14 and 60-61 (Gifts). It is not for grants or
capital budgets. NOTE: Fund 80 will not be used in Workday. Those departments will
use fund 12.

Note- In order to create a Budget Amendment you will need to have one of the following
roles in Workday; Cost Center Finance Specialist, Cost Center Manager, or Division
Budget Manager.
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Note- For budget amendments for Grants, send an email to your Grant Accountant to
process the request.

Any Cost Center Finance Specialist can request a transfer between any two different
cost centers. Each Cost Center Manager will need to approve the request. However, if a
Division Budget Manager creates a budget amendment between different Cost Centers
the Cost Center Manager approvals are not required.

Visit the Finance and Treasury website for Workday Spend Categories under Finance
Job Aids.

Budget Amendment Rules
The system will return a hard stop error if the following rules have not been followed:

1) No Personnel, Capital Project, Mandatory transfer, or Reserve accounts should
be used within a budget amendment. Exceptions are:

a. Personnel accounts: 55005 Temporary Employees, 55006 Mentors to
Student Teachers, 55011 Supplemental Pay Non-Instruction, 56005
Graduate Assistantship, 57005 Student Employee-Ug, 57010 Student
Employee-Grad, and 58006 Salary Saving.

b. Reserve accounts: 90005 Carry-forward Reserve.

2) Multiple funds cannot be used within the same budget amendment — i.e. cannot
use fund 10 and fund 12 in the same amendment.

3) Budget amendment date must be within the current fiscal year. Leave the default
date within the amendment.

Entering a Budget Amendment

1) In the Search field, enter Create Budget Amendment and select Create
Budget Amendment for Organization — Task.

W Q create budget amendment

Create Budget Amendment for Organization

2) In the Organization field, select the Prompt icon and My Organizations to view
a list of those Cost Centers associated and available to you, and select the
appropriate Cost Center.
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Create Budget Amendment for Organization

Organization * | Eearch

Budget Structure + My Organizations ?
Search for Organization >
Company *
My Organization Hierarchies 2

3) Continue completing the following fields:
e Budget Structure — Click the Prompt icon and select one of the following the

options:

o To perform a budget amendment for expense accounts, select
01-Operating Budget Structure-Child.
o To perform a budget amendment for revenue accounts, select
01-Revenue Budget Structure-Child.

Budget Structure *
Company *

Budget Name *

Populate Exi

Ledger Account/Sunf

kearch

01 - Operating Budget
Structure - Child

01 - Revenue Budget
Structure - Child

Agency Budget Structure

Award

e Company — Click the Prompt icon and select Montclair State University.

Budget Name *

Company * | kearch

Montclair State
University

e Budget Name - Click the Prompt icon and select the current fiscal year.

Budget Structure *

Company *

Budget Name *

kearch

FY18 Operating Budget

FY19 Operating Budget

FY20 Operating Budget
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4) In the Populate Existing Budget Lines section, optionally complete the
following in order to filter the fields of the budget amendment screen:

e Ledger Account/Summary - Click the Prompt icon and select the two
ledger accounts to transfer between. If you do not know the ledger accounts,
leave this field blank. All ledger accounts will show on the next screen.

e Worktags — Click the Prompt icon, select Cost Center (or another driver
worktag category) and choose the appropriate information for the department
involved in the transfer.

e Budget Period — Leave this field blank.

Populate Existing Budget Lines

Ledger Account/Summary

Worktags

Budget Period

5) Click OK.
6) Complete the following fields on the Create Budget Amendment for

Organization screen:

e Amendment Date: Defaults as the current date.

e Description: Begin the description with the current date and then provide
specific details of the transfer. For example: “2/4/2020 — Cost of new student
orientation program for Spring 20207, instead of “Transferring from Supplies
to Catering.”
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< Create Budget Amendment for Organization

Company

Budget Structure

Budget Name

Years

Currency

Budget Start Date

Budget

Organizing Dimension Type

Amendment Date

Description

Amendment Type

Entry Type

Balanced Amendment

Montclair State University

01 — Operating Budget Structure - Child
FY20 Operating Budget

FY 2020 - Fiscal Schedule

usD

07/01/2019

FY20 Operating Budget

(empty)

* | 09/13/2019 £

(empty)

Save for Later Cancel

e Amendment Type: choose from one of the following options:

o Original Amendment — DO NOT SELECT this option. It is only for the
original approved budget loaded by the Budget Office, and may not be
used for amendments).

o Permanent Changes — Changes current fiscal year budget as well as base
budget for future fiscal years.

o Temporary Changes — Applies to most budget amendments. Changes
current fiscal year budget.

5| Page

Updated: February 2020



Budget

Organizing Dimension Type

Amendment Date *
Description *
Amendment Type % | fearch

Original Amendment

Permanent Changes

Temporary Changes

Transfer (Projects Only)

Scroll down to Budget Amendment Lines.

7) If fields were selected in the Populate Existing Budget Lines section (step 4),
the Ledger Accounts will populate in under Budget Amendment Lines. Locate the
line for the Ledger Account you wish to transfer the money from and enter the
amount in the Amount Change field as a negative number (-112.00).

8)

On the line for the Ledger Account you wish to transfer the money to, enter the

amount in the Amount Change field (112.00). To reduce an expense line, enter
a negative amount. To increase an expense line, enter a positive amount.

Budget Amendment Lines Attachments

Budget Amendment Lines 13 items

Ledger Account/Summary *Worktags

60101:Materials & Supplies Cost Center: CC10310 Information

Technology Cost Center

No

Division: D70 Information
Technology

Fund: F10 Unrestricted Operating Fund
Program: N15 Institutional Support

Cost Center: CC10310 Information
Technology Cost Center

60401:Postage and Delivery No

Division: D70 Information

Restricted

Current

Amount

$2,001.00

$1,027.00

Budget Current Spend

Amount
Change

Remaining Percentage
Budget Change

$809.24 $1,191.76

-5.597201 -112.00

$0.00 $1,027.00

10.90559 112.00

9) If the fields were not selected in the Populate Existing Budget Lines section
(step 4), you will need to add the lines you wish to transfer the money from and

to. See next page for Adding a Line.

Note - Attachments are not required for Budget Amendments, but can be included by
clicking the Attachments tab and uploading the appropriate documentation.

Adding a Line

Ledger accounts that do not have budget do not display. If you need to add a line,

select the plus sign to get a blank line.

1) Click the +Add Row icon on the column header row above the budget

amendment line.
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$2,500.00

Amount

Change
$0.00

Budget Amendment Lines Attachments
Budget Amendment Lines 12 items =
Order  *Period Ledger Account/Summary “Worktags Restricted Emﬂﬁgg CS“;::; Re"::;":‘ zﬁ;ngmge éi\“;\l:;:
_F 10U d Operating Fund
o AV BFVQDQU/-\’VWJE‘(FVQE Operating 60101:Materials & Supplies _C‘cosgt';;nte»;C"WSD‘Q;;C\;:ij:che and N $2,500.00 $0.00 $2,500.00 0.00 250
T ‘
2) Enter the following fields:
e Period — click the Prompt icon and select the current fiscal year.
e Ledger Account Summary — click the Prompt icon and select the
appropriate ledger (child) account.
e Worktags — select the Cost Center (or another driver worktag category such
as Gift) and choose the appropriate information for the department involved
in the transfer.
3) On the line for the added Ledger Account, enter the amount that you are
transferring into the Amount Change field.
Note- If you are transferring budget to/from a cost center for which you do not hold an
appropriate role, the Restricted column will reflect YES as you will not have access to
view their budget values.
| t O\ Jearch =
5) Click Submit.
Approval Process

approval flow is:

$2,500.00
$0.00

$0.00
[ ]

2,5
$0.00

The process moves forward for additional reviews and approvals. The standard

4) Make sure the amendment is balanced, increases = decreases and net = $0.

Cost Center Manager, Gift Manager
divisions), if needed

Budget and Planning Office
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Approvers can Add an Additional Approval which will forward to the Division Budget

Manager.

Approving Budget Amendments

When a budget amendment is submitted by a requester, the approver will receive an
item in the Inbox, under the Actions tab.

1) Click the item in the left pane of the screen to view the detail information of the

request.

Actions (425) Archive

Viewing: All « | SortByNewest v

Budget Amendment: FY 2020 - 01 — Operating
Budget Structure - Child on 11/14/2019 : BDA-
00005581

8 minute(s) ago - Due 11/16/2019

Budget Amendment: FY 2020 - 01 - Operating
Budget Structure - Child on 11/05/2019 : BDA-
00005147

& day(s) ago - Due 11/07/2019

Budget Amendment: FY 2020 - 01 - Operating
Budget Structure - Child on 11/05/2019 : BDA-
00005146

8 day(s) ago - Due 11/07/2019

Budget Amendment: FY 2020 - 01 - Operating
Budget Structure - Child on 11/05/2019 : BDA-
00005145

8 day(s) ago - Due 11/07/2019

Budget Amendment: FY 2020 - 01 - Operating
Budget Structure - Child on 11/05/2019 : BDA-
00005144

8 day(s) ago - Due 11/07/2019

Budget Amendment: FY 2019 - 01 — Revenue
Budget Structure - Child on 03/13/2019 : BDA-
00005030

Review Budget Amendment w &

8 minute(s) ago - Due 11/16/2019
Budget Amendment Total  Budget Total
0.00USD  271,1852900.00 USD)

Company Montclair State University

Budget Structure 01 - Operating Budget Structure - Child
Budget Name FY20 Operating Budget

Years FY 2020 Fiscal Schedule

Currency usp

Budget Start Date 07/01/2019

Budget FY20 Operating Budget

Organizing Dimension Type ~ (empty)

Amendment ID BDA-00005581

Amendment Date * | 11/14/2019 [

Description * | Cover expense for Tech Expo Food

Amendment Type * X Temporary Changes [2 =
Send Back Add Approvers

2) By scrolling down in the right side, the Approver can then view the details of the
amendment.
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Balanced Amendment

Enter changes to original Budget data.

Budget Amendment Lines 2 items
\ Jf_‘ Order  *Period

vy % FY 2020 Annual
(FY20 Operating
Budget)

Attachments

Entry Type Temparary Changes

Ledger Account/Summary

x 60101:Materials &
Supplies

Send Back

Add Approvers

*Worktags

x Cost Center:
CC10310
Information
Technology Cost
Center

» Division: D70
Information
Technology

x Fund: F10
Unrestricted
Operating Fund

x Program: N15

Institutional
Support

0.

Current Budget Current Remaining Percentage
Amount Spend Budget Change

§1,001,501.00  $1,404.10 $1,000,096.90 .0.003744

3) The Approver can select Approve to move the request forward in the approval
process, click Send Back to add comments on any changes that need to be
made back to the requester, or select the ellipse and choose Deny to terminate

the request.

Add Approvers

On occasion, the Division/College Budget Manager may need to be added onto an

approval flow.

1) From the budget amendment request select the Add Approvers option at the
bottom of the screen.
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Review Budget Amendment

8 minute(s) ago - Due 11/16/2019

Company Montclair State University

Budget Structure 01 - Operating Budget Structure - Child
Budget Name FY20 Operating Budget

Years FY 2020 - Fiscal Schedule

Currency usp

Budget Start Date 07/01/2019

Budget FY20 Operating Budgst

Organizing Dimension Type  (empty)

Amendment ID BDA-00005581
Amendment Date * | 11/14/2019 [£]
Description # | Cover expense for Tech Expo Food
Amendment Type * X Temporary Changes [7 =
Entry Type Temporary Changes
Balanced Amendment
Send Back Add Approvers

2) Select the prompt icon in the Additional Approvers field to add the Division
Manager as an approver onto this budget amendment.
3) Click the Submit button.
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Add Approvers

The next step in the process will not happen until the additional approvals are done.

Additional Approvers * | search

Division Manager »

Comment

Cancel

Edit Request

Changes can only be made by the Initiator once it is sent back from an Approver.

Budget Amendment Status

The following Budget Amendment statuses appear in the system:

Available: View, copy or reverse an amendment already made to your budget.
In Progress: View the progress on an amendment pending approval.

Draft: Edit an incomplete amendment that you saved for later. NOTE-Leaving
amendments in Draft status is discouraged as any user with access to the
cost center’s budget amendments could Edit the amendment.

Canceled: View amendments that were cancelled before completion.

Denied: View amendments that were not approved, but denied.

Find Budget Amendment

1) In the Search field, enter Find Budget Amendments and select Find Budget

Amendments for Organization — Report. Do not select the shorter, Find
Budget Amendments, as this version is only available to the Budget Office.

C]_ Find Budget Amendment

Find Budget Amendments for Organization

2) In the Organization field, select the Prompt icon and My Organizations to view

a list of those Cost Centers associated and available to you, and select the
appropriate Cost Center(s). Division Budget Managers can select Division in the
Organization field to get all budget amendments for their division.
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3) Enter the last 4 digits of the amendment ID such as 3716, for BDA-00003716.
Tip: If you don’t know the amendment ID, use another field to narrow your search
such as Amendment Date, or Status. Leaving all fields blank, except cost center,
will return a list of all budget amendments ever made to the cost center, including
the original budgets, and prior year budgets.

Find Budget Amendments for Organization

Organization % | kearch =
FY
Company My Organizations 3
Buclget Structure Search for Organization 3
izati i i ?
Budget Name My Organization Hierarchies
Business Units ?
Year
Business Unit Hierarchy b
Period
Cost Center b
Amendment ID
Cost Center Hierarchy 3
Amendment Type
Funds :
Amendment Date On or After
Fund Hierarchy 3
Amendment Date On or Before v
Status =
Description
4) Click OK.
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A list of budget amendment(s) matching the search criteria displays.

< Find Budget Amendments for Organization

B80A-00000003 FY20 Operating Budget 01 - Operating Budget Structure  Montclair State University

=@

uuuuuuuuuuuuuuuuuuuuuuuuuuuuu

al (FY20 Operatingll  Available 71072019 Wl Temporary Changes E2E Testing 100000 100000 USD

Original Amendment

Note the following fields:

Status:

Available — approved, completed

Draft — not submitted. NOTE-Leaving amendments in Draft status is discouraged
as any user with access to the cost center’s budget amendments could Edit the
amendment.

In Progress — still not approved
Cancelled — cancelled
Denied — denied amendment

Amendment Type:

Original Amendment — DO NOT USE. This is for the original approved budget for
the FY loaded Budget Office only.

Permanent Changes — Changes current fiscal year budget as well as base
budget for future fiscal years.

Temporary Changes — Applies to most budget amendments. Changes current
fiscal year budget.

View Budget Amendment Details

To view details of the amendment, go to the far left of the listing and click the twinkie next
to the magnifying glass. A summary of the amendment displays.
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Actions
w Q Budget Amendment

Budget Amendment > Budget Amendment: FY 2020 - 01 - Operating Budget Structure - Child on 10/14/2019:
Business Process > BDA-00003716

Favorite >

Budget Amendment
Organiza AmendmentID  BDA-ODD03716
Description TEST sal savings request
1item Status Available
Budget Year FY 2020 (01 - Operating Budget Structure - Child)
Amencm Total Debits 15,000.00
ﬂ Total Credits 15,000.00

View Budget Amendment Line Details

To view line details, click the blue text description of the amendment, to display the
View Budget Amendment page with the amendment lines (Budget Amendment Entries)
at the bottom.

Actions
w Q 1
Budget Amendment > Budget Amendment: FY 2020 - 01 - Operating Budget Structure - Child on 10/14/2019
W  Business Process b BDA-00003716
< Fil
avorite >
Budget Amendment
Organiza Amendment ID  BDA-00003716
Description TEST sal savings request
1item Status Available
Budget Year FY 2020 (01 - Operating Budget Structure - Child)
e Total Debits 15,000.00
ar Total Credits 15,000.00
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View Budget Amendment

Budget Amendment: FY 2020 - 01 - Operating Budget Structure - Child on 10/14/2019 : BDA-00003716 (Actians)

Company Maontclair State University
Budget Template 01 - Operating Budget Structure - Child : FY20 Operating Budget
Budget FY20 Operating Budget
Organizing Dimension Type  (empty)
Amendment ID BDA-00003716
Amendment Date 10/14/2019
Description TEST sal savings request
Amendment Type Temporary Changes
Balanced Amendment Yes
Entry Type Temporary Changes
Status Available

Budget Amendment Entries Process History

Budget Amendment Entries 2 items

Period

*Ledger Account/Summary

*Worktags

Debit Amount

Credit Amount  Memo

Budget)

Budget)

FY 2020 Annual (FY20 Operating 55005:Temporary Employees

FY 2020 Annual (FY20 Operating 58006:Salary Saving

Cost Center: CC10096 Anthropology
Department

Division: D22 College of Humanities
and Social Sciences

Fund: F10 Unrestricted Operating
Fund

Program: N10 Instruction
Cost Center: CC10096 Anthropology
Department

Division: D22 College of Humanities
and Social Sciences

Fund: F10 Unrestricted Operating
Fund

Program: N10 Instruction

$15,000.00

$0.00

$0.00

$15,000.00

View Budget Amendment Process History

To view the approval flow history, click the Process History tab.
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Company
Budget Template
Budget

Organizing Dimension Type

Mentclair State University

01 - Operating Budget Structure - Child : FY20 Operating Budget

FY20 Operating Budget

(empty)

Amendment ID BDA-DOD03716
Amendment Date 10/14/2019
Description TEST sal savings request
Amendment Type Temporary Changes
Balanced Amendment Yes
Entry Type Temporary Changes
Status Available

Budget Amendment Entries Process History

Process History 5items

Process

Budget Amendment Event

Budget Amendment Event

Budget Amendment Event

Budget Amendment Event

Budget Amendment Event

Step

Budget Amendment Event

Approval by Gift Manager (All)

Approval by Cost Center Manager (All)

Approval by Division Manager (All)

Review Budget Amendment

Status

Step Completed

Not Required

Approved

Not Required

Approved

Completed On

10/14/2019
11:25:55 AM

10/14/2019
02:52:30 PM

10/14/2019
02:53:05PM

Due Date

10/16/2019

10/16/2019

10/16/2019

10/16/2019

10/16/2019

Person

Joanne
Caruso

Peter Siegel (Cost
Center
Manager)

Carole Schaffer
(Budget
Manager)

Comment

Copy/Copy and Reverse a Budget Amendment

1) To Copy or Copy and Reverse a budget amendment, from the summary of the

budget amendment, click the twinkie next to the magnifying glass.
2) In the pop-up window, click onto Budget Amendment in the left column, and
choose the appropriate action — Copy, or Copy and Reverse.

Find Budget Amendments for Organization Cacons)

Organization  Cost Center: CC10096 Anthropology Department Amendment ID
1item
Budget
e Amendment 1D Budget Budget Structure
Actions
mendment
>
Business Process » BELARLESEEs
puaget Amendment
Favorite >
Amendment ID  BDA-00003716
Description TEST sal savings request
Status Available
Year

FY 2020 (01 - Operating Budget Structure - Child)

C or Ci

Budget Amendment

y for

Period

ndment: FY 2020 - 01 - Operating Budget Structure - Child on 10/14/2019 : BDA-0
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3) Complete the required header fields. If you are performing a Copy and Reverse,
you must select the same Budget Type (e.g. Temporary Changes) as the
amendment you are reversing.

4) Click the OK button.

Note- Copy is simply a duplicate of the amendment you are copying, whereas Copy and
Reverse flips the debits (positive) and credits (positive) for the Amount Change so as to
reverse the amendment you made but now want to reverse. The original amendment
will still exist. You have created a new amendment that reverses the amounts.

5) Submit the amendment and await the normal approval routing.

Budget Amendment Lines Attachments

Budget Amendment Lines 2 items

Gurrent Budget Current Remaining Percentage
our

Order  *Period Ledger Account/Summary “Worktags Restricted — e e oo

Amount Change ~ Total Budget

No $15,000.00 50.00 §15,000.00

v % FY 2020 Annual (FY20 % 55005 Temporary x Cost Center: CC10096
Operating Budget) Employees Anthrapology
Department

100 -15000.00 0.00

Fund: F10 Unrestricted
Operating Fund
% Program: N10 Instruction
AL »« FY 2020 Annual (FVZD X 58006:Salary Saving + Cost Center: CC10096 No (315,000.00) $0.00 ($15,000.00)

Operating Budget) Anthropology
Department

100 15,000.00 0.00

% Division: D22 College of
Humanities and Social
Sciences

% Fund: F10 Unrestricted
Operating Fund

% Program: N10 Instruction

$0.00

Edit a Budget Amendment — Draft Status

1) If your amendment is in Draft status, locate the amendment by searching on the
amendment ID number or filtering the search to draft status. (See Find a Budget
Amendment section for steps)

2) From the search results, click on the twinkie of the appropriate amendment.

3) Select Budget Amendment and Edit from the Actions list in the pop-up window
to open the amendment to edit.
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fol

Actions
Budget Amendment
Budget Amencment > | Edit ndment: FY 2020 - 01 - Operating Budget Structure - Child on 10/16/2019 : BDA-00003719
Business Process 3 Cancel
Copy ndment
Favorite >

Copy and Reverse 2400003719

Description additional ravel cost
Status Draft
Year FY 2020 (01 — Operating Budget Structure - Child)

Total Debits 200.00

Total Credits 200.00

Business Plan
Company Montclair State University
Budget Structure 01 — Operating Budget Structure - Child

Currency usD

4) Make the necessary changes to the amendment.

Budget Amendment Lines Attachments

Budget Amendment Lines 2 ftems

Current
Order  *Period Ledger Account/Summary “Worktags Restricted Budget
Amount

Curent  Remaining Percentage

i ) s Amount Change  Total Budget

OIS % FY 2020 Annual (FY20 X 60101:Materials & Supplies x Cost Center: CC10096 ... He 115000 $10000  $1050.00 -8.695652 -100.00 1.050.00
Operating Budget) Anthropology Department

x_Division: D22 College of
Humanities and Social
Sciences

» Fund: F10 Unrestricted
Operating Fund

% Program: N10 Instruction

@O aas  FY 2020 Annual (FY20 = « 62001 Travel - NonStudent- = x CostCenter:CCI0096 .. = | N° G.EMRD S G 9.000909 100.00 1,200.00
Operating Budget) Domestic Anthropology Department
» Division: D22 College of
Humanities and Social
Sciences
3 Fund: F10 Unrestricted
Operating Fund

% Program: N10 Instruction

Save for Later Cancel

5) Click the Submit button to process the revised amendment and await approval
routing.

Cancel Budget Amendment

Budget Amendments can only be canceled if they are not yet approved.

1) To cancel a budget amendment, run the Find Budget Amendments for
Organization report.

2) In the Organization field, select the Prompt icon and My Organizations and
select the appropriate Cost Center(s).

3) Click OK.
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¢ Find Budget Amendments for Organization Geen)

Organization  Cost Center: CC10316 Enterprise Application Service
33 items M = olle
Company or Company
Budget o dment D Budget Budget Structure Hierarchy for Budget Period Status e e 2 et Ty Description
Amendm: Date
Amendment
Q BDA-00003695 FY20 Operating Budget 01 - Operating Budget Montclair State University FY 2020 Annual (FY20 In Progress 09/19/2019  Temporary Changes test for system
Strugture - Child Operating Budget)
Q BDA-00003694 FY20 Operating Budget 01 - Operating Budget Montclair State University FY 2020 Annual (FY20 In Progress 09/18/2019  Temporary Changes Covering costs for new
Structure - Child Operating Budget) student orientation program
on 9-0-19.
Q BDA-00003603 FY20 Operating Budget 01 - Operating Budget Montclair State University FY 2020 Annual (FY20 Availsble 09/18/2019  Temporary Changes covering costs for new
Structure - Child Operating Budget) student orientation program

4)
5)

click Cancel.

Within the report display, click the twinkie of the associated amendment.
In the Related Actions window, hover on the Budget Amendment option and

Q

BDA-00003694

Total Credits 475.00

Structure - Ghilg uperating Buaget)

FY20 Operating Budget 01 - Operating Budget Meontclair State University FY 2020 Annual (FY20 In Progress

Structure - Child Operating Budget)

Actions
Budget Amendment
Budget Amendment > | Cancel ] ndment: FY 2020 - 01 — Operating Budget Structure - Child on 09/19/2019 : BDA-00003695
Business Process > Copy
CopyandReverse 'NAMent
Favorite
Orgapizatit Amendment ID  BDA-00003695
Description test for system
33 itgms
Status In Progress
Budget Year FY 2020 (01 - Operating Budget Structure - Child)
Amfndm:
Total Debits 475.00

09/18/2019 Temporary Chal

6) On the Confirm Cancel Budget Amendment screen, click the OK button to have
the amendment canceled.
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Confirm Cancel Budget Amendment

Are you sure you want to cancel this Budget Amendment?

Budget Amendment  Budget Amendment: FY 2020 - 01 — Operating Budget Structure - Child on 12/06/2019 : BDA-00008590

Company Montclair State University
Budget Template 01 - Operating Budget Structure - Child : FY20 Operating Budget
Budget FY20 Operating Budget

Organizing Dimension Type  (empty)

Amendment ID BDA-00008590

Amendment Date 12/06/2019

Description covering costs for new student
Amendment Type Temporary Changes

Balanced Amendment

Entry Type Temporary Changes

Cancel
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Create Carry Forward Budget Amendment

Carry-forward based on a revenue center’s prior year surplus balance is available for
request after the full close of the prior year. It is provided in the form of additional
current year expense budget. Contact the Budget Office with questions on policy or

procedure.

When requesting a carry-forward, follow all the standard steps for entering a budget

amendment request, with the following particulars:

1) Select your Organization and enter the Budget Structure, Company and
Budget Name as shown below. The Budget Name should match the current

fiscal year.

2) Click the OK button.

Create Budget Amendment for Organization

Organization * x Cost Center: CC10096
Anthropology Department

Budget Structure *  x 07 — Operating Budget
Structure - Child

Company * | % Montclair State University -

Budget Name %  x FY20 Operating Budget

Populate Existing Budget Lines

Ledger Account/Summary
Worktags

Budget Period

Cancel

3) On the Create Budget Amendment for Organization screen, write a description
explaining the need for the carry-forward in the Description field.
4) Click the prompt icon in the Amendment Type field, and select Temporary

Changes.
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Company Montclair State University

Budget Structure 01 - Operating Budget Structure - Child
Budget Name FY20 Operating Budget

Years FY 2020 - Fiscal Schedule

Currency UsD

Budget Start Date 07/01/2019

Budget F¥20 Operating Budget

Organizing Dimension Type  (empty)

Amendment Date * | 10/30/2019 [£]

Description % 10/29/2019 carry-forward to cover surr
Amendment Type *  x Temporary Changes [ =
Entry Type Temporary Changes

Balanced Amendment

5) Scroll down to the Budget Amendment Lines section to complete the required
fields.

6) Click the prompt icon in the Period field and select the current fiscal year.

7) In the Ledger Account Summary field, enter the appropriate ledger account,
such as 60101-Materials and Supplies.

8) In the Worktags field, enter cost center (revenue center) with the surplus
receiving the funds.

9) In the Amount Change field, enter the amount of the carry forward dollar amount
as a positive number.

10)Add additional lines, by clicking the plus sign in the left column, if funding will be
spread amongst more than one ledger account in that cost center and complete
the fields listed above accordingly.

11)Add one final line to identify the funding of the lines previously added.

12)Click the prompt icon in the Period field and select the current fiscal year.

13)In the Ledger Account Summary field, click the prompt icon to search and
select 90005-Carry-forward Reserve.

14)In the Worktags field, enter cost center CC10013-Instititutional Activities.
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15)In the Amount Change field, enter the dollar amount equal to the total carry-
forward amount being requested. This should be entered as a negative number.

Note- The total budget amendment should net to $0.

Budget Amendment Lines 2 frems

T Current Remaining Percentage

Order  *Period Ledger Account/Summary “Worktags Reaicted ::gﬂ:: Spend Budget Change

Amount Change

F¥ | FY 2020 Annual (FY20 T BT x Cost Center: CC10094 re 000 5000 soo0 0 130000
Operating Budget) Non Credit ESL Programs
« Division: D22 College of
Humanities and Social
Sciences
x Fund: F12 Self Supporting
Fund

% Program: N12 Public Service

BE) 4% . FY2020 Annual (FY20 = % 90005Carryforward Reserve = » CostCenter:CC10013 .. = &% 000 so.00 so.00 o | 430000

Operating Budget) Institutional Activities
% Division: D19 Institutional -

» Fund: F10 Unrestricted
Operating Fund

« Program: N15 Institutional
Support

Save for Later Cancel

Once the lines are added to the amendment, the system will return expected errors, as
the carry-forward request typically involves multiple funds. The Budget Office will need
to finalize this request. Do NOT make changes to this request.

16)Select the X in the upper right corner of the error message.

[

Errors

1. Page Error
- Multiple Funds Not Allowed for Decentralized Financial Budget Amendments

2. Page Error
- Multiple Funds Not Allowed for Decentralized Financial Budget Amendments

17)Click the Save for Later button at the bottom of the request to place this
amendment in draft status, and make note of the budget amendment number.

18)Email budget@montclair.edu to advise the Budget Office that Budget Amendment
# BDA- is in error due to multiple funds, so that they can review and
process the request.

Create Salary Savings Budget Amendment

The use of “salary savings” from vacant positions is subject to approval. Contact the
Budget Office with any policy or procedure questions.
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When you’re ready to submit a request, follow the regular steps for entering a budget
amendment, but enter the following particulars:

1) Select your Organization and enter the Budget Structure, Company and
Budget Name as shown below. The Budget Name should match the current

fiscal year.

2) Click the OK button.

Create Budget Amendment for Organization

% Cost Center: CC10096
Anthropology Department

Organization *

w% 01 — Operating Budget
Structure - Child

Budget Structure *

Company *

BudgetName %  x FY20 Operating Budget

* Montclair State University -+

Populate Existing Budget Lines

Ledger Account/Summary
Worktags

Budget Period

Cancel

3) On the Create Budget Amendment for Organization screen, write a description

similar to: “Salary Savings to cover vacancy of position #
weeks, at

duties for

hour’ in the Description field.
4) Click the prompt icon in the Amendment Type field, and select Temporary

Changes.
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Company Montclair State University

Budget Structure 01 - Operating Budget Structure - Child
Budget Name FY20 Operating Budget

Years FY 2020 - Fiscal Schedule

Currency usD

Budget Start Date 07/01/2019

Budget FY20 Operating Budget

Organizing Dimension Type  (empty)

Amendment Date * 10/14/2019

Description *  sal savings to cover PO123456 for 12 w
Amendment Type * % Temporary Changes =
Entry Type Temporary Changes

Balanced Amendment

5) Scroll down to the Budget Amendment Lines section to complete the required
fields.

6) Click the prompt icon in the Period field and select the current fiscal year.

7) In the Ledger Account Summary field, enter the appropriate ledger account,
such as 55005-Temporary Employees.

8) In the Worktags field, enter cost center (revenue center) receiving the funds.

9) In the Amount Change field, enter the dollar amount being added as a positive
number.

10)Add additional lines, by clicking the plus sign in the left column, if funding will be
spread amongst more than one ledger account in that cost center and complete
the fields listed above accordingly.

11)Add one final line to identify the funding of the lines previously added.

12)Click the prompt icon in the Period field and select the current fiscal year.

13)In the Ledger Account Summary field, click the prompt icon to search and
select 58006-Salary Savings.

14)In the Worktags field, enter the same cost center as in the line(s) above.

15)In the Amount Change field, enter the dollar amount equal to the total funding
being requested. This should be entered as a negative number.

Note- The total budget amendment should net to $0.
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Budget Amendment Lines 2 items

Current
Order  *Period Ledger Account/Summary *Worktags Restricted Budget
Amount

Current Remaining Percentage

Amount Ch
Spend Budget Change s

No $0.00 $0.00 $0.00

vy » FY 2020 Annual (FY20 x 95005:Temporary x Cost Center: CC10096 0 15,000.00

Opersting Budget) Employees Anthropology
Department
% Division: D22 College of ...
Humnities and Social
Sciences
% Fund: F10 Unrestricted
Operating Fund
% Program: N10 Instruction
A4 | FY2020 Annusl (FY20 = X 58006:Salary Saving = « CostCenterCCI0096 .. = M s0.00 §0.00 £ 0 -15000.00
Operating Budget) Anthropology

Department

Division: D22 College of .
Humanities and Social
Sciences

3

% Fund: F10 Unrestricted
Operating Fund

% Program: N10 Instruction

Save for Later Cancel

16)Click the Submit button to process the request.

The system will display an expected soft alert as the final line was entered with a
negative sign. The alert is designed to prevent transferring more budget than is
available. In this situation, we are deliberately creating this negative budget.

Alert

1. Budget Amendment Lines (Row 2)
Edit this amendment line so that Total Budget is greater than or equal to Current Spend. You can still submit the amendment if you leave this amendment line as is.

17)Click the Submit button a second time to move past the alert.

The next step in the approval routing displays. This budget amendment is now pending
approval by the Cost Center Manager, followed by the Budget Office.

Create Revenue and Expense Increase Budget Amendment

When actual revenue surpasses the budgeted revenue, a revenue center may request
an increase to both the revenue and expense budgets. This requires 2 separate budget
amendments, one for revenue and one for expense.

Amendment 1: Revenue budget

Follow the basic Create Budget Amendment instructions with the exceptions listed
below.

1) On the Create Budget Amendment for Organziation page, select 01-Revenue
Budget Structure-Child in the Budget Structure field.

2) In the Worktags field, enter the Cost Center representing the revenue center with
the extra revenue. This will pre-populate the current budget lines for the cost
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center and bring in all related worktags for existing budgets, including Revenue
Category-a required worktag for each revenue account.
3) Click the OK button.

Create Budget Amendment for Organization

Organization *  x Cost Center: CC10039 Office
of Sponsored Program

Budget Structure *  x 07 — Revenue Budget Structure - =
Child

Company * % Montclair State University -

BudgetName %  x FY20 Revenue Budget

Populate Existing Budget Lines

Ledger Account/Summary

Worktags w Cost Center: CC10039 Office
of Sponsored Program

Budget Period % FY 2020 Annual (FY20 Revenue =
Budget)

4) Scroll down to the Budget Amendment Lines section to complete the required
fields.

5) Click the prompt icon in the Period field and select the current fiscal year.

6) Inthe Ledger Account Summary field, enter the revenue account(s) where
revenue has surpassed the budget, such as 42001: Educational Sales and
Services.

7) In the Worktags field, find or enter the cost center that will be receiving the
revenue increase.

8) Additionally, make sure each line in the revenue amendment includes a
Revenue Category in the Worktags column. For account 39005 go to the
Worktags column, click the drop-down menu, select Revenue Category and
search for RC0248 Budget Transfer Balancing. For other revenue accounts,
select that revenue category that corresponds with the revenue account.

9) In the Amount Change field, enter an amendment amount for the revenue
increase, using a negative number. For example, -2,000.00 represents a
revenue budget increase.

10)In order to balance the amendment, add one more line and select the same cost
center.

11)Click the prompt icon in the Period field and select the current fiscal year.

12)In the Ledger Account Summary field, click the prompt icon to search and
select 39005: Budget Transfer Balancing Account.
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13)In the Worktags field, enter the same cost center as in the line(s) above.

14)Also in the Worktags field, select that revenue category that corresponds with
the revenue account.

15)In the Amount Change field, enter the dollar amount equal to the total revenue
amount of the revenue lines above; in this case $2,000.. This should be entered
as a positive number.

Note- The total budget amendment should net to $0, allowing the amendment to
be submitted. (Note: You will do the same on the expense amendment that
corresponds with this revenue amendment; except signs will be reversed. The
two 39005 lines will wash each other out to $0).

18)Click the Submit button to process the request.

Note, before approving, Budget Office will confirm there is a corresponding expense
budget amendment. See below.

Amendment 2: Expense budget

1) Create a regular expense budget amendment in budget structure:

Budget Structure *# 01 — Operating Budget
Structure - Child

2) Within the lines of the budget amendment, increase the accounts where you
planned to spend against the extra revenue earned. The total must be
equivalent to the amount in the revenue budget amendment, and listed as a
positive number representing a debit, in this case $2,000.00.

3) Add one more line with the same cost center and account 39005: Budget
Transfer Balancing Account. Enter a negative number equivalent to the total
expense amount (-2,000.00) to balance the amendment to net $0, allowing the
amendment to be submitted.

4) Click the Submit button to process the request.

Note, before approving, Budget Office will confirm there is a corresponding revenue
budget amendment.
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