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Overview:   

A budget transfer can be performed to transfer funds from one fund/org/account/program to a 

different fund/org/account/program.  The following requirements must be met: 

ü Transfers must be made within the same fund group  

ü There must be an available budget in the fund/org/account/program you are transferring from 

ü ¢ƘŜ ŜƴŘƛƴƎ ōŀƭŀƴŎŜ ƛƴ ōƻǘƘ ǘƘŜ ΨfromΩ  fund/org/account/program ŀƴŘ ǘƘŜ ΨtoΩ  

fund/org/account/program must be positive 

ü You must have security access to all fund/org/account/program numbers you enter 

 

Procedure for the Budget Transfer Form: 

1. Click on Budget Transfer from the Finance menu (in RamPort, Work Life tab) to navigate to the 

Budget Transfer Page. 

2. Enter appropriate parameters, or retrieve an existing template by selecting it from the Use 

Template drop-down menu and clicking the Retrieve button. 

a. Transaction Date will default to the current date. 

b. Journal Type is BT2 or BT4 (see definitions) 

c. Transfer Amount is the amount you want to transfer from one 

fund/org/account/program to another fund/org/account/program 

d. /ƘŀǊǘ ƛǎ ŀƭǿŀȅǎ Ψ!Ω 

e. Index can be left blank 

f. Fund/Organization/Account/Program - ǎƘƻǳƭŘ ōŜ ŎƻƳǇƭŜǘŜŘ ŦƻǊ ōƻǘƘ ǘƘŜ ΨCǊƻƳΩ ŀƴŘ ǘƘŜ 

Ψ¢ƻΩ.  (To find the required program code, refer to the Chart of Accounts.  Find the 

needed Fund/Organization, the  Program Code will be in the very right column on the 

page.)    

g. Description must be entered 

h. Budget Period will default to the current Budget Period (see definitions) in PROD. 

3. Click the Complete button to execute your budget transfer. 
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Procedure for the Multiple Line Budget Transfer Form: 

1. Click on Multiple Line Budget Transfer from the Finance menu to navigate to the Multiple Line 

Budget Transfer Page. 

2. Enter appropriate parameters, or retrieve an existing template by selecting it from the Use 

Template drop-down menu and clicking the Retrieve button. 

a. Transaction Date will default to the current date. 

b. Journal Type is BT2 or BT4 (see definitions) 

c. Document amount is the total of all lines. 

d. /ƘŀǊǘ ƛǎ ŀƭǿŀȅǎ Ψ!Ω 

e. Index can be left blank 

f. Fund/Organization/Account/Program should be completed for all lines 

g. Amount is the amount to be added to or taken away from that 

fund/org/account/program 

h. D/C :  Use the + sign to add to the fund/org/account/program, Use the ς sign to transfer 

from the fund/org/account/program.  The total of the document should net to zero. 

i. Description must be entered 

j. Budget Period will default to the current Budget Period (see definitions) 

3. Click the complete button to execute your budget transfer. 
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Approving a Document in Self Service: 

1. From the Finance Menu, click on Approve Documents to navigate to the Document Page. 

2. Enter appropriate parameters. 

a. User ID will be the same as your computer logon 

b. Select Documents for which you are the next approver if you are approving a 

document that you are the next approver. 

c. Select All Documents which you may approve if you are acting as a proxy for 

someone else. 

3. Click the Submit Query button. 
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