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PeopleSoft Budget Transfer Request Manual

To enter a BTR, from the main menu, select:

General Ledger\Journals\Journal Entry\Create-Update Journal Entries

Favorites v Main Menu > General L

Create/Update Journal Entries

Find an Existing Value Add a New Value

/ Business unit is setup to default to CSUOH
Business Unit CSUOH |Q

Enter the BTR# as the Journal ID. The BTR should be the 3 or 4 characters that

Journal ID [BUD20-001T identifies your college or unit, 2 digits to identify the fiscal year, 3 digits to track the
Journal Date 01/15/2020 |[34 sequence and P or T as a type indicator (Perm or Temp)
Add Journal date can never be between 7/1-7/31

Find an Existina Value | Add a New Value

Journal ID will automatically assign a number if the BTR# is not entered. This can’t be
change once you press the Add button.

Be sure to set the Journal Date to the correct date, depending on what month is currently
open in the system. If you enter the wrong date, it will error out later when you process it.
There are always 2 months open in PeopleSoft finance. The current month and the
following month. BTRs can be entered in both months. If it is the beginning of the
month but the controller’s office has not closed the general ledger for the previous
month, the BTR can be backdated for the previous month if it is not past the cutoff date
to submit.

BTRs are never entered or posted in July.

Header Tab

On the Header tab, you will enter a long description.

The long description should include all pertinent information regarding the reason for this
request. If the BTR contains any full or part-time salary lines, the employee name and
effective date need to be included. In this section, also indicate if this is a new hire, TPA,
reclassification, termination, etc.

The Ledger Group automatically defaults to TEMP_BUD. If submitting a Permanent BTR, it is
necessary to change the Ledger Group to PERM_BUD. This can be found by pressing on the
looking glass and choosing PERM_BUD.
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Favorites - Main Menu ~ > General Ledger+ > Joumnals~ > Joumal Entry » : Create/Update Journal Entries

Header Lines Totals Errors Approval

Unit CSUOH Journal ID NEXT Date 10/10/2020
Long Description r@
254 characters remainin
*Ledger Group TEMP_BUD |Q Entry | Mon-Adjusting Enfry v|
Ledger Q Fiscal Year 2021 ,
) Use looking glass to
*Source BTR Q Period 4

Reference Number

change to PERM_BUD

ADB Date 10/10/2020

Journal Class &}

Transaction Code GENERAL Q,

[J Auto Generate Lines

'ournal Incomplete Status
[] Autobalane

SJE Type | v 0 Amount Line

Currency Defaults: USD /f CRRNT 71

Attachments (0) Lera Type BTR or use
Reversal: Do Not Generate Reversal Commitment Control IOOkIng gIaSS.
Entered By C2438659 Leigh Archibald

Entered On
Last Updated On

o Verify source defaults to BTR. Type BTR or use the looking glass to select BTR, if it doesn't.

o Enter a reference number. The reference number is the 3 or 4 characters that identify
your college or unit and 2 digits to identify the fiscal year. Example: EDU21 would be
used by the College of Education or SPR21 for Sponsored Programs &Research.

Favorites = Main Menu + > Generalledger~ > Joumnals+ > Joumnal Entry~ > Create/lUpdate Journal Entries

Header Lines Totals Errors Approval

Unit CSUOH Journal ID BUD20-001T Date 01/15/2020
Long Description | Testing example of salary from vacancy savings to cost share Fi
194 characters remaining
*Ledger Group TEMP_BUD Q Adjusting Entry | Non-Adjusting Entry V‘
Ledger ! Fiscal Year 2020
“Source BTR Q Period 7
Reference Number BUD20 < | . i
Journal Class Q Unlt and year (le
Transaction Code GENERAL  |Q [[] Auto Generate Lines B U D2 1 ’ E D U2 1 )

[ save Journal Incomplete Status

SJE Type v [ Autobalance on 0 Amount Line

Currency Defaults: USD / CRRNT / 1

Attachments (0) Oeta

Reversal: Do Not Generate Reversal Commitment Control



e All other fields on the header page should be left blank. Verify all fields are correct
before moving to the lines page. The Ledger Group CANNOT be changed once this
tab is exited.

Lines Tab

e The Lines tab template must be customized the first time a BTR is entered (Refer to the
Setting up BTR template section of this manual).
How to Add Lines
e On the Lines tab, all relevant journal line information (From and To lines) will be entered.

Additional lines can be added by pressing the + button. To add multiple lines, you can
enter the number of lines and depress the + button.
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Note that all information from the first line is copied to the next line or lines added.
e Information in fields can be changed by highlighting the data and press delete.

les = Main Menu - » General Ledger~ : Joumnals~ > Joumal Entry » : Create/Update Journal Entries

| New Window | Help | |
er || Lines || Totals || Emors | Approval

Unit CSUOH Journal ID BUD21-001P Date 10/10/2020
Template List Change Values
Inter/IntraUnit *Process | Edit Journal v Process

_ines Personalize | Fin
4 Line *Unit *Ledger Account Fund Dept Program Class PC Bus Unit Project An Type Amount Reference Joumnal Line Descriptic

1 CSUOH TEMP_BUD  |0700 0010 3546 50 QL -500.00 BUD21-001P test non

2 CSUOH TEMFP_BUD  |0700 0010 3546 50 QL -500.00 BUD21-001P test non

3 CSUOH TEMF_BUD  |0700 0010 3546 50 =} -500.00 BUD21-001P test non

4 CSUOH TEMF_BUD (0700 0010 3546 50 Q -500.00 BUD21-001P test non

5 CSUOH TEMF_BUD  |0700 0010 3546 50 Q -500.00 BUD21-001P test non 3

estoadd 4 =

Frinln T 1 | — N




How to Delete Lines

e To delete a line, check the select box and press the — button.

Header Lines

Totals Emors Approval

Unit CSUOH Jounal ID NEXT Date 10/10/2020

Template List Change Values

Lines

Select Line *Unit

@DDDD

Lines to add

Totals

Unit

CSUCH

Inter/intraUnit *Process | Edit Journal vl Process

*Ledger Account Fund Dept Program Class PC Bus Unit Project An Type Amount Reference

1 CSUOH PERM_BUD 0700 0010 3546 50 a, -500.00
2 CSUCH PERM_BUD 0300 0010 3546 50 Q 100
3 CSUCH PERM_BUD 0400 0010 3546 50 Q 300
4 CSUCH PERM_BUD 0500 0010 3546 50 aQ, 100
5 CSUCH PERM_BUD 0700 0010 3546 50 Q -500.00
4 . ]
Personalize | Find | View Al | & | & First ‘4 10f1 ‘& Last
Total Lines Total Debits Total Credits Journal Status
5 0.00 2,500.00 N

o Save | =] MNotify | 2¥ Refresh

| New Window | Help | Pers

Personalize | Find | |
Journal Line Description

BUD21-001P test non-sal
BUD21-001F test non-sal
BUD21-001F test non-sal
BUD21-001P test non-sal

BUD21-001F test non-sal

YAdd |[ 2] U

Entering a BTR

Enter the Combo-code starting with the “From” side first, followed by the
“To” side. Total credits and total debits should always be equal unless
entering a one-sided BTR (see One-sided BTRs section for instructions on
those types of BTRS).

The Journal Line Description can hold up to 30 characters and is a brief
narrative of the long description from the header tab. The system will
automatically fill this section in based on the account number being used so
it will be necessary to delete the default description. Always start the journal
line description with the BTR tracking number. The customization of this
field can later help identify the posting when analyzing the transaction
register.

Position numbers are added to the Reference field with PN and the 4-digit
number.

Project Codes and Cost Shares

The PC Bus Unit field is used with project IDs and cost shares. PC Bus
Unit is always CSUOH.

Cost shares must also have the An Type field completed or an error will be
received. An Type has a drop down menu but typically, CBU (Cost Share
Budget) or CCC (Cost Share Commitment) will be used. Notice that all
fields are entered for the cost share in the below example.




| New Window |

Header || Lines | Totals || Emors | Approval |

Unit CSUGH Journal ID BUD20-001T Date 01/15/2020 ["IErrors only
EE'E':‘EEEE% Search Criteria Change Values
InterfIntrainit “Process [Edit Journal v l Process = & Line[ 10 5] [z]
# Lines Pers
Select Line  *Unit "‘Ledqel ‘f\‘lxnunt Fund Dept Prqgrnm Class 'PC Bus Unit P‘rn(iect. An :I'y_pe Amount Reference Journal L
O 1 TEMPBUD (0105 |[00f0 |47 [0 |[ || I I | -10,000.00] | BUDa0<
O 2 [csuon  |TewrBUD (0210 oot |7 |0 |[ || I i ] 3,500.00]| | BUDa0<
O s TEMP BUD (0700 |joot0 |01 [ [ i i Q| 5,000.00]| | BuDa0<
O 4 TEMP_BUD (0110  |joof10  [[o3o1 | [30 i|BQO[lO | lesuoH | [200001888 [cBu h| 10,000.00| PN 0000 | |BUD20+(
O s TEMP_BUD [0210  |loo1o  [fo301  [30  fso000 | [csSUOH | [200001868 | [cBu B, | 3,500.00| [PN 0000 | BUD20-
s TEMP BUD 0700  |[oo10  [[o3o1 | [30 80000 | CSUOH | 200001868 ' |cBu o 5,000.00| |PN 0000 | BUD20-
| | ;
L
Linestoadd 1| = @
w Totals Personalize | Find [ View Al | 20| B First (4 10f1 » Last
Unit Total Lines Total Debits Total Credits Journal Status
CSUOH 6 18,500.00 18,500.00 N
[@isave [=INotity || Refresn | E

Validating a BTR for submission
¢ A BTR must be valid and without errors before being submitted for approval.

e To validate, select Edit Journal from the process dropdown menu and click the Process
Pushbutton. A notification that the journal is saved will popup. Click OK.

Message

Would you like to wait for confirmation that the Edit process has completed? (5010,465)

Your request is currently in process. If you choose to wait, once the process has completed, you will be returned to the
updated Journal. If you choose not to wait, please check the Process Monitor to verify that the scheduled process has
completed before accessing the Journal.




e Click Yes when the confirmation message pops up.

e Confirm Journals Status is now V.

o Verify the following are correct:

« *Ledger group (Perm or Temp)

% Account, fund, dept, program, and project (if applicable)

% Journal line description contains the BTR tracking
% Reference is filled in with PN if BTR has salaries

number

Header || Lines || Totals Errors Approval

Unit CSUOH Journal ID BUD20-001T Date 01/15/2020
Template List Search Criteria Change Values
Inter/Intralnit *Process | Edit Journal v Process
Lines
Select Line *Unit *Ledger Account  Fund Dept Program Class PC Bus Unit Project An Type
1 1 CSUCH TEMP_BUD (0105 0010 3487 50|
] = CSUOH TEMP_BUD 0210 0010 3487 50
i GSUCH TEMP_BUD 0700 0010 0301 30
[ 4 CSUCH TEMP_BUD (0110 0010 0301 30 80000 | CSUOH 200001868 CBU
| CSUCH TEMP_BUD (0210 0010 0301 30 80000 | CSUOH 200001868 CBU
[ & CSUCH TEMP_BUD 0700 0010 0301 30 80000 | CSUOH 200001868 CBU
Lines to add 1 E = @
Totals Personalize | Find | View All | L2 | B
Unit Total Lines Total Debits Total Credits
CSUOH 6 18,500.00 18,500.00
+Save | [2 Retum fo Search | Previous in List 4| Nextin List =] Nofify % Refresh

Header | Lines | Totals | Errors | Approval

Finding an error on a BTR

If the journal status is an E, an error needs corrected.

i New Window i Help I Personalize Page I E

Errors Only
Line, 10
Personalize | Find | £ | B
Amount Reference Journal Line Description
Q -10,000.00 BUD20-001T Testing cost share
Q -3,500.00 BUD20-001T Testing cost share
Q -5,000.00 BUD20-001T Testing cost share
a 10,000.00/ (PN 0000 BUD20-001T Testing cost share
Q 3,500.00( PN 0000 BUD20-001T Testing cost share
Q 5,000.00] |PN 0000 BUD20-001T Testing cost share
First ‘4 1of1 '} Last
Journal Status
+ Add
>
R125% =

An X will appear next to the line with the erroror the line with the error can be found on the

Error tab.

The most common types of errors are:

+ Debits and credits do not equal
% Incorrect program code
Class field of 80000 is missing for cost share

L)

o
*

*

s PC Bus Unit field of CSUOH is missing for cost share



Correct the field that contains the error. Select Edit Journal from the process dropdown menu
and click the Process Pushbutton. The journal status should now be a V. If it remains an E,

there is still an error that needs corrected.

Example of an Error

Header Lines Totals Errors Approval

Unit CSUOH Journal ID 0000241563 Date 01/21/2020 Errors Only
Template List 8 Search Criteria Change Values
Inter/intraUnit | *Process [ Edit Journal v Frocess & Line[ 10| 3] =
Lines
Select Line Error *Unit *Ledger Account Fund Dept Program Class PC Bus Unit Project An Type Amount Reference
[]NE ®DSUOH x| TEMP_BUD |0300 0010 3546 Q -1,000.00/
[ 2 CSUOH TEMP_BUD |0700 0010 3546 50 [} 1,000.00

Lines to add 1 &

v Totals Personalize | Find | View all | & | & First ‘&' 10f1 & Last

Unit. Total Lines Total Debits Total Credits Joumnal Status
CSUOH 2 1,000.00 1,000.00
[Glsave ||[=]Notify ||&* Refresh

Header | Lines | Totals | Errors | Approval

Processing the BTR for Approval

Once the BTR is valid, go to the Approval tab and select an Approval Action of Approve.
Click the Submit pushbutton.

Generad Ledger 3 Jowmals * 3 Joumal Enbry = ¢ GreatefUpdate Josrnal Enires.

Favortes = Main Menu = ¥

Emars Approval

s S e ne Subvrmul
Unle CSUOH Journal 1D 00G023TH48 Date 041032020 ocinkb

Approval Status
Unit CHUOH
Approval Check Active Y

Approval Status Mone
Approval Action | Approve

Deny Commants

254 characbers remanng

Approval History

e At this point, it will go through the appropriate approval stage.

e Refer to the Approval Workflow Chart for a visual understanding of the approval process.



BTR Workflow Approval Process
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e The next approver can be displayed by pressing Multiple Approvers under pending.

Favorites ~ Main Menu - > GeneralLedger~ > Joumals~ > Joumal Entry~ > Create/Update Journal Entries

Header Lines Totals Emors Approval

Unit CSUOH Journal ID BUD21-001P Date 10/10/2020 Submit

Approval Status

Unit CSUOH
Approval Check Active Y
Approval Status Pending Approval

Approval Action

Deny Comments ]

54 characters remaining

Budget Office Approval

Unit CSUOH, ID BUD21-001P, Date 2020-10-10, Line Unit CSUOH:Pending ('ViewHide Comments
Budget Office Approval
Self Approved Pending

Leigh Archibald ) Multiple Approvers
« ZXGC Budget Office Approver G) ZXC Budget Dept Head Approval
05M10/21 - 6:24 PM

Comments
Approval History

|FlSave | [=]MNotify % Refresh

e Pending Approvers- If more than one person is listed; it only needs to be approved by one or
the other, not both.

Approver #1
Name: Sara Marie Finlay
Description: Sara Marie Finlay
Approver #2
Name: Bonnie E Kalnasy
Description: Bonnie E Kalnasy

Close

e Approver(s) will receive an email that a BTR has been entered, indicating they need to take
action.



PeopleSo

PG

ﬂ If there are problems with how this message is displayed, click here to view it in a web browser,

GL Journal Approval

ft General Ledger Email Approval System <j.a.mcclellan@csuchio.edu>

Journal ID "0000237831" Business Unit "CSUOH" has been sent for your Approval

a1

Business Unit: CSUOH
Journal ID: 0000237831
Journal Date: 2020-02-18
Line Business Unit: CSUOH

Requestor:

Journal Description:

Template for WF User
Sizzle boom shackalack, dang!

Ledger Group: TEMP_BUD
Total Debits: 1500

Total Credits: 1500
Adjusting Entry: N

Fiscal Year: 2020
Accounting Period: i

Action: [Approve \/]

Enter Denial Comments:

[Submit]

To approve or deny the journal, choose the appropriate action and select 'Submit' if the Action field is available; if the

Action field is not available, navigate directly to the approval page by selecting the link.

hitps://planetfinfix.csuadmin.csuohio.edu/pspfinfix/EMPLOYEE/ERP/c/PROCESS JOURNALS.JOURNAL ENTRY IE.GBL?

Action=U&BUSINESS UNIT=CSUOH&JOURNAL |D=00002378318JOURNAL DATE=2020-02-

18&BUSINESS UNIT LN=CSUOH

Example of Approval Workflow with Multiple Approvers

Tue 2/18

AVOritEs » Main Menu = > General Ledger» : Joumnals» > Jounal Entry - >

Unit CSUOH Journal ID ENG20-

Approval Status
Unit CESUOH

Approval Check Active
Approval Status Pending Approval

Approval Acton

(Create/Update Joumal Entries

Date 021062020

Deny Comments

254 characters remaining

Provost Office Approval

Unit CSUOH, ID ENG20-, Date 2020-02-06, Line Unit CSUOH:Approved - ViewHide Comments

Pravost OMfice Approval
Approved
2 Michele Szanta)
ZXC_PROVOST_APPR_TIER_2
0412721 - 1250 PM
Comment History

Sponsored Programs & Research

Unit CSUOH, ID ENG20-, Date 2020-02-06, Line Unit CSUOH: Approved (- 'View/Hide Comments

Sponaored Programe & Ressarch

Approved
v Leah Dawn Foucault
ZXC_SPNSR_PROG_APPR_TIER_3

412021 - 1402 P

Comment History

Budget Office Approval
Unit CSUOH, ID ENG20-, Date 2020-02-06, Line Unit CSUOH:Pendi (2 WiewiHide C:
Budget OMice Approval
Pending Not Routed Mot Routed

Multiple Approvers » Multiple Approvers Multiple Approvers

O ZxC Budget Office Apgrover B 73 Budget Office Approver B 24C Budge! Dept Head Approval

Crnmmaont Hietor

Submit



Denied BTRs

e When a BTR is denied, the submitter will get an email notification that it was denied.

e At that point, the approval process has been terminated. The submitter will need either to edit
the BTR and resubmit or delete it.

e In order to edit or delete the BTR, it must first be located.

How to Find an Entered BTR:

General Ledger\Journals\Journal Entry\Create-Update Journal Entries

e Select Find an Existing Value
e A denied BTR can be found by either the BTR# or by the denied status.

- ®
€ https://p

esuohio.edu/psp/fir O ~ @ € || 2 €SU Financials Administrative ... & Create/Update Journal Entries
File Edit View Fa ols  Help

SConvert v {EHSelect

7 ¥ Budget & Financ .. [ CampusParent Portal Log... £]CSU Financials Administra.. % eAccounts Home $ Faculty-Staff Directory Cl... ToE - ~ [ @ ~ Page~ Safety~ Toolsv @~ ”
Favorites « Main Menu + > GeneralLedger~ > Joumnals» > JournalEntry+ > Create/Update Journal Entries

Q
o)

I\ Y L .
N\ &) o

New Window | Help | T
Create/Update Journal Entries

Find an Existing Value Add a New Value

Business Unit|CSUOH |Q
Journal ID |NEXT
Journal Date |02/23/2021 ([

Add

v
‘ Find an Existing Value | Add a New Value

#150% -

Search by BTR#
e Enter the BTR# in the Journal ID field.

e Verify the Source is =to BTR
e Press search

10



Create/Update Journal Entries

Enter any information you have and click Search. Leave fiskds blank for a list of all values.

Find an Existing Value | Adda New\alus

Search Criteria

Use Saved Search:

Business Uni CSUCH Q
Journal 10 [begins with ~| [BUDZ0-002T
Joumal Dat[= | i

Decument Sequence Humber

Line Business Uni aQ
Joumal Header Status [= wl| | w|
Joumal Processing Request[= W W]
Budpet Checking Header Stalu5|= v| | vl
Soume BETR '}
Entesed By [begins wilh v| a
Attachment Exist = Wl | w|
Journal Class )
[ case Sensitive
Search Clear | Basic Search B Sawe Search Criteria  Delete Saved Search

Search for Denied BTR’s

General Ledger\Journals\Journal Entry\Create-Update Journal Entries

e Select Find an Existing Value

¢ In the Journal ID field, enter the 3 or 4 character reference number and year (i.e. BUD20).
e Select Denied from the Journal Processing Request drop down menu.

e Select search

Create/Update Journal Entries

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value Add a New Value

Search Criteria

CSUOH Q
Journal ID BUD20
Joumal Date[= | El
Document Sequence Numbel
Line Business Unit Q
Journal Header Status|= v] | v
Joumnal Processing Request[= v| [Denied v|
Budget Checking Header Status|= v] | v
Source[= v BTR Q
Entered By Q
Altachment Exist[= v | v
Journal Class Q
[ case Sensitive
Search Clear | Basic Search Gl ‘Save Search Criteria  Delete Saved Search
Search Results
View All
Business Journal ID Journal UnPost Document Sequence Line Business Journal Header  Journal Processing Budget Checking Header Ledger Source
Unit Date Sequence Number Unit Status Request Status Group

CSUOH BUD20-01T 07/01/2020 0 (blank) CSUCH Valid Denied Valid TEMP_BUD BTR



e Click on the Journal ID to open the BTR
e (o to the Approval tab. The approver denying the BTR must insert a reason why the BTR is
denied in the Deny Comments field.

e To view the comment, click on View/Hide Comments

Favorites = Mazin Menu = > General Ledger= > Joumnals = > Jounal Entry = = CreatefUpdate Joumal Entries

Header || Lines || Tofals || Emors | Approval

Unit CSUOH Journal I 0000241608 Date O7/05/2020 Sl

Approval Status

Unit CSUOH
Approval Check Active
Approval Status Denied

Approval Acion [Fgprove V]

Deny Comments

254 characters remaining

Budget Office Apprnval
Unit CSUOH, ID 0000241608, Date 2020-07-05, Line Unit CSUOH:Denied (2ViewHide Comments
Budget OMfice Approval

Denied Terminated
@ Work Flow Test Budpet 5 Muliple Approvers
ZXC Budget Office Approver ZHC Budget Dept Head Approval
022021 - 2:03 P
Comments

Work Flow Test Budget at 04/722/21 - 2:03 PM
Denied just because

Approval History

|5l Sawe || &f Re=tumn to Search 1] Mextin List | Motify | |4 Refresh

Header | Lines | Totals | Errors | Approval

e BTRs that are denied by the Budget Office but contain an approval by the Provost Office or
SPRS, will be returned to the first level of approval, not the submitter. For example if a college
submits a BTR for a cost share containing salaries, it will initially go to the Provost office for the
salary approval. It then goes on to SPRS for approval of the cost share. If it is denied by the
Budget Office, it is returned to the Provost.

Editing a BTR

After opening the BTR, go to the Lines Tab and make the required change(s).

e Save the change, which will change the Journal status from V (valid) back to N (No status).

e Press the Process push button to re-validate the BTR.

e (o to the Approval tab and select Submit to send the BTR back through the approval process.

When a BTR is edited, the approval process will start over from the beginning.
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Deleting a BTR

It may be necessary to delete a BTR, for example, if it was entered twice or denied: However,
before deleting any BTR, go to the Approval tab and verify if the budget office has approved it.

If the budget office has already received the BTR and approved any level, the BTR should not
be deleted. An email should be sent to the budget office at budgetoffice _btr@csuohio
indicating the BTR should be deleted. The budget office will either delete the BTR or deny the
BTR so the submitter may delete.

Once a BTR is deleted, it cannot be retrieved.
e After opening the BTR, go to the Lines Tab.

e From the Process dropdown menu, select Delete Journal and press the Process pushbutton.

Favorites Main Menu ~ > General Ledger~ > Joumnals~ > Joumal Entry » > Create/Update Journal Entries

Header Lines Totals Errors Approval
Unit CSUOH Journal ID BUD20-01T Date 07/01/2020 Errors Only
Search Criteria Change Values

Template List

Inter/intraUnit *Prot.ess\Delete Journal ~ Process Line| 10

Lines Personalize | Find | (2| (=
Select Line *Unit *Ledger Account  Fund Dept Program Clazs  PC Bus Unit Project An Type Amount Reference Joumal Line Description
a1 CSUOH TEMP_BUD  |0300 o010 3546 50 Q 1,000.00 BUD20-001T cover overages
0 2 CSUOH TEMP_BUD  |0500 oot10 3546 50 Q -1,000.00 BUD20-001T cover overages
Lines to add 1 = iz}
Totals Personalize | Find | View All | @I =59 First ‘4" 10of1 "*' Last
Unit Total Lines Total Debits Total Credits Journal Status
CSUCH 2 1,000.00 1,000.00 v
ol Save 2 Return to Search | Mofify || &¥ Refresh + Add

Header | Lines | Totals | Errors | Approval

One-sided BTRs

¢ One-sided BTRs are entered when funds are being requested or given to another
departmental area and the other combo code is unknown. Examples of one-sided
BTRs are University or Provost funding request and cost shares.

General Ledger\Journals\Journal Entry\Create-Update Journal Entries

e Enter the side of the BTR that is known and hit save.

¢ Since the journal status remains N, the BTR cannot go through the approval process.

e Email the BTR# to the other budget manager and they will enter the other side of the
BTR and submit for approval.

13



Favorites + Main Menu » » General Ledger~ > Journals~ > Joumal Entry v ;> Create/Update Journal Entries

| New Winde
Header Lines Totals Emors Approval

Unit CSUQH Journal ID FAC20-001 Date 10/10/2020
Template List Search Criteria Change Values
Inter/IntraUnit *Process | Edit Journal v Process Line| 1
Lines personaize | Fina | 2] &
Select Line  *Unit *Ledger Account  Fund Dept Program Class  PC Bus Unit Project AnType Amount Reference Joumal Line Description
01 CSUOH TEMP_BUD 0600 0010 3225 60 a 15,000.00) FAC20-001 Emergency repair
Lines toadd| 1 =
Totals Personalize | Find | View All | £ | =] First ‘&' 10f1 ‘& Last
Unit Total Lines Total Debits Total Credits Joumal Status
CSUOH 1 15,000.00 0.00 N
rllSave ||[=]Notify || &% Refresh

4 Add || | update/Display
Header | Lines | Totals | Errors | Approval

Attachments to BTRs

¢ Files can be attached to a BTR on the Header tab. Currently, the only files that should
be attached are supporting documents for university funding requests.

Favorites = Main Menu ~ » General Ledger~ > Joumals~ > Joumal Entry» > Create/Update Journal Entries

Header || Lines | Totals || Emors | Approval

Unit CSUCH Journal ID FAC20-001 Date 10/10/2020
Long Description |Request CSU funding for emergency repairs rﬁ\
213 characters remaining
*Ledger Group TEMP_BUD Adjusting Entry [Non-Adjusting Eniry v|
Ledger Fiscal Year 2021
*Source BTR Period 4
Reference Number |FAC20 ADB Date 10/10/2020
Journal Class &}
Transaction Code GENERAL (6} Auto Generate Lines

[ save Journal Incomplete Status
SJE Type| v [J Autobalance on 0 Amount Line

Currency Defaults: USD / CRRNT /1

Reversal: Do Not Generate Reversal Commitment Control
Entered By C2438659 Leigh Archibald
Entered On 05/12/2021 2:50:53PM
Last Updated On 05/12/2021 2:50:53FM
[5)save ||=]Motify || 2% Refresh | % Add | | Update/Display

Header | Lines | Totals | Errors | Approval

Copying a BTR

¢ Budget managers can copy previously submitted BTRs for reoccurring funding transfers or if a
BTR is unable to be posted before the month end general ledger close.
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o To copy a previous posted or currently pending BTR, locate the BTR to be copied.

e Using the Process drop down menu, select Copy Journal and press the process button.

Favorites + Main Menu ~

> General Ledger~ > Joumals~ > Joumal Entry v > Creaie/Updaie Joumal Entries

Header Lines Totals Ermors Approval
Unit CSUOH Journal ID BUD20-001T Date 01/15/2020
Template List Search Criteria
*Process | Copy Journal v| Process
Lines
Select Line Unit Ledger Account  Fund Dept Program Class  BudRef PC Bus Unit Project
1 CSUOH TEMP_BUD 0300 0010 3546 50
2 CSUOH TEMP_BUD 0500 0010 3546 50
Totals Personalize | Find | View All | | Q
Unit Total Lines Total Debits Total Credits
CSUCH 2 500.00 500.00
HlSave ||[2h Returnto Search | [<] Nofify ||&* Refresh

Header | Lines | Totals | Errors | Approval

o Enter the BTR tracking# and the date

e Press OK

Errors Only
Line 10
Personalize | Find | IE'\ Q
An Type Amount Reference Journal Line Description
-500.00 Supplies
500.00 Supplies
First ‘4 10f1 '* Last
Joumal Status
P
+ Add

Favorites = Main Menu ~ >

General Ledger~ > Journals~ > Joumal Eniry » >

Create/Update Journal Entries

Journal Entry Copy

Business Unit CSUOH
Journal ID BUD20-050
Journal Date [08/01/2020 |[31
ADB Date
Currency Effective Date El

Reversal Date

® Do Not Generate Reversal
O Beginning of Next Period
© End of Next Period

O Next Day

O Adjustment Period

O On Date Specified By User

Adjustment Period Q
Reversal Date El
OK Cancel Refresh

Copy From ID BUD20-001T

Ledger
New Ledger

Document Type

ADB Reversal Date

® Same As Journal Reversal
On Date Specified By User
ADB Reversal Date

Copy From Date 01/15/2020

[CIReverse signs
[ Recalculate Budget Date

] save Journal Incomplete Status

e On the Header tab, enter the long description and reference number.
e Submit the BTR for approval if no changes are necessary.

Additional Ways to Locate a BTR

There are many different ways to search the status of an entered BTR under

General Ledger\Journals\Journal Entry\Create-Update Journal Entries

| Mew win
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e Press Find Existing Value

The most helpful fields are searching by:
« Journal ID

Journal Date

» Journal Processing Request

» Entered By

X/
X

>

*,

L)

D

General Search for a Specific Timeframe:

e Inthe Journal ID field, enter the 3 or 4 character reference number and year (i.e. BUD20).

e Change the Journal Date field using the drop down to “between” and enter the date range for
the month the BTR was entered. You can also put in “>” and the first day of the current month
to locate.

e |If the status of the BTR is unknown, change the Journal Header Status to a blank field.

e Source = BTR

e The Entered by field will automatically default to the users CSU ID. If searching for another
submitter or an unknown submitter, this field should be left blank.

e Press Search

e & https://planetfindev.csuadmin.csuohio.edu/psp/fir O -~ @ & || = €5U Financials Administrative .. = Create/Update Journal
File Edit View Favorites Tools Help
s ¥ Budget & Financial Analy... [&] Campus Parent Portal Log... £ CSU Financials Administra... @ eAccounts Home ¥ Faculty-Staff D

Favorites = Main Menu « > General Ledger+ > Joumnals+ > JournalEntry» > Create/l

Search Criteria

Use Saved Search

Business Unit[= v] CSUCH Q
Journal ID[begins with v|[BUD20
Joumal Date|between | [01/01/2020 5
and
01/31/2020 51
Document Sequence Nurnber
Line Business Unit[= v/] Q
Journal Header Status| = v| | v|
Budget Checking Header Slatu5| = V| | v|
Source BTR Q
Entered Byr Q
Attachment Estt| = v| | V|
Journal Class Q

[Jcase Sensitive

e This search will return all BTR’s entered during the time frame entered as shown in the
example below. Note that not putting in a date will populate all BTRs ever entered containing
the character reference number.
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The Journal header status identifies if the BTR has been posted. BTRs that have been posted
cannot be edited or unposted.

Favorites « Main Menu + » General Ledger~ > Journals» > Joumal Entry~ > Create/Update Journal Entries
a
Journal Header Status|= v v/
Budget Checking Header Stalus|= v v|

Source|= v BTR Q
Entered By [begins with /| Q
Aftachment Exist|= v v
Joumnal Class a,
[Ccase sensitive
Search Clear | Basic Search Eff Save Search Criteria Delete Save ch
Search Results
View All First 4
Busi Journal  UnPost Docus Line Joumal gt Checka Led c Journal  Journal  Journal Net Entered At
uginess lournal InPost N I ing edger urrency journal lournal lournal . ntere i
unit 'UMAD Cnate sequence  ccuence  Business  Header - erStamus  Group  CO"°  Code  Tofal Lines Totol Debits Statistical Units DTN D By
Number Unit Status

CSUOH BUD20-001T 017152020 O (blank) CSUCH Posted Valid TEMP_BUD BTR USD 2 500 0 (blank) C2438659 N
CSUOH BUD20-001T 01/10/2020 0 (blank) CSUQH Pasted Valid TEMP_BUD BTR USD 2 1000 0 Testing non salary for budget C222347T7T N
CSUOH BUD20-002T 01/11/2020 0 (blank) CSUOH Valid Valid TEMP_BUD BTR USD 2 500 0 Test another non salary in Bud C2223477 N
CSUOH BUDZ20-003T 017122020 0 {blank) CSUQH Valid Valid TEMP_BUD BTR USD 2 1000 0 Test FT employee in dept C2223477 N
CSUOH  BUD20-D05T 01/13/2020 0 {blank) CSUOH  Valid Valid TEMP_BUD BTR  USD 2 500 0 Test FT employee in Budget Off C2223477 N
CSUOH BUD20-006T 01/14/2020 0 (blank) CSUQH Valid Valid TEMP_BUD BTR USD 3 6038 0 Test PT salary for Budget Offi  C2223477T N
CSUOH BUD20-007T 01/15/2020 0 (blank) CSUOH Valid Valid TEMP_BUD BTR USD 4 2700 0 Test FT from VS in Budget Offi C2223477 N
CSUOH BUD20-008T 01/16/2020 0 (blank) CSUQH Valid Valid TEMP_BUD BTR USD 4 4050 0 Move funds to VS from Budget O C2223477 N

Find an Existing Value | Add a New Value

Search Pending BTRs

General Ledger\Journals\Journal Entry\Create-Update Journal Entries

e Select Find an Existing Value

¢ Inthe Journal ID field, enter the 3 or 4 character reference number and year (i.e. P20).
e Select Pending Approval from the Journal Processing Request drop down menu.

e Pending BTRs are still being processed through the approval system.

Favorites ~ Main Menu - > General Ledger~ > Journals~ > Joumal Entry + > Create/Update Journal Entries

Use Saved Search:

Business Unit, CSUOH Q
Journal ID[ begins with v/|[P20
Journal Date
Document Sequence Numbel

Line Business Unit] Q
Joumnal Header Status|= v v/
Joumal Processing Reque&ﬂ = v| |Pending Approval v‘
Budget Checking Header Status|= v v
Source| BTR Q
Entered By Q
Attachment Exist[= ~ v
Journal Class Q
O case sensitive
Search Clear | Basic Search B Save Search Criteria  Delete Saved Search
Search Results
View All
P = | oo Document Line Journal Journal Budget S Currengy Joumal  Joumal  Joumal Net o =
umt JeumalD  Sequence  Seuence  Business  Header  Processing Checking Groun YU Coge Total Total Statistical Journal Description .
Number Unit Status Request  Header Status Lines Debits Units
CSUOH P20-001T 01/05/2020 0 (blank) CSUOH  Valid Pending Valid TEMP_BUD BTR USD 2 3000 0 Non-salary using depariments i C24¢

CSUOH  P20-003T 01/20/2020 0 (blank} CSUOH  Valid Pendina Valid TEMP BUD BTR USD 4 2700 (] Full-ime salarv usina deparim C24¢



Search Posted BTRs

General Ledger\Journals\Journal Entry\Create-Update Journal Entries

e Select Find an Existing Value
¢ In the Journal ID field, enter the 3 or 4 character reference number and year (i.e. BUD20).
e Select Posted to Ledger(s) in the Journal Header Status drop down menu.

Favorites + | Main Menu ~ > Generalledger~ > Journals~ > Joumnal Entry~ > Create/Update Journal Entries

Create/Update Journal Entries

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Use Saved Searh

Business Unit[=_v] CSUOH Q
Journal ID[begins with »|BUD20
Journal Date &l
Document Sequence Numbel

Line Business Unit[= v/ Q
Journal Header Status|= v]| [Posted to Ledger(s) V]

Joumal Processing Request[= M v|
Budget Checking Header Status|= v] | v|

Source BTR
Entere By [begins wit V]

Attachment Exist[ = v v

Joumnal Class| Q,

[case sensitive

50

=l
Search Clear | Basic Search [27 Save Search Criteria  Delete Saved Search

Search Results

View Al
Business Journal ID Journal UnPost Dy it Seq Line Busi Journal Header  Journal Processing Budget Checking Ledger Source Currency  Journal To!
Unit Date Sequence Number Unit Status Reguest Header Status Group Code Lines

C3UOH BUD20-001T 01/15/2020 0 (blank) CSUOH Fosted No Request Valid TEMP_BUD BTR USD 2
CSUOH BUD20-001T 01/10/2020 0 (blank) CSUOH Posted Mo Request Valid TEMF_BUD BTR USD 2
CSUOH BUD20-002T 01/11/2020 0 (blank) CSUOH Posted Mo Request Valid TEMF_BUD BTR USD 2
CSUOH BUD20-003T 01/12/2020 0 (blank) CSUOH Posted Mo Request Valid TEMP_BUD BTR USD 2
CSUOH BUD20-005T 01/13/2020 0 (blank) CSUOH Posted Mo Request Valid TEMP_BUD BTR USD 2
C3UOH BUD20-006T 01/14/2020 0 (blank) CSUOH Posted No Request Valid TEMP_BUD BTR USD 3
CSUOH BUD20-007T 01/15/2020 0 (blank) CSUOH Posted Mo Request Valid TEMP_BUD BTR USD 4
CSUOH BUD20-008T 01/16/2020 0 (blank) CSUOH Posted Mo Request Valid TEMF_BUD BTR USD 4



Saving Searches:

Searches can be saved by clicking on the Save Search Criteria, naming the search and

clicking save.

Create/Update Journal Entries

Enter any information you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value || Add a New Value |

w Search Criteria

Use Saved Search: | v|

Business Unit[= v/| CSUCH Q
Journal ID BUD20
Journal Date El

Document Sequence Mumber| begins with /|

Line Business Unit = v| a
Joumal Header Status| = w| [Posted to Ledger(s) w|
Joumal Processing Request| = v] | v|
Budget Checking Header Status|= v] | v

Source BTR
Entered y

Attachment Exist| = v | v

Journal Class W e}

[ case Sensitive @

| Search || Clear | Basic Search (27 save Search Criteria  Delete Saved Search

£ 0

Favorites ~ | Main Menu ~ > General Ledger~ > Joumnals~ > Joumal Entry ~ > Creat

Create/Update Journal Entries

Save Search As

Name the search and then click Save.
Name of Search: |Budget Office Posted BTRs

The saved search will contain these values:

Business Unit= CSUOH
Journal ID begins with BUD20
Journal Date =

Document Sequence Number begins with

Line Business Unit=
Joumnal Header Status = Posted to Ledger(s}
Joumal Processing Request=
Budget Checking Header Status =
Source = BTR

Entered By begins with
Attachment Exist=

Journal Class begins with

|5l save |Retumn to Advanced Search

19



Setting up BTR template

The default template for BTRs contains columns that are not needed so it is
recommended to customize the BTR lines page to expedite entering data. A
customize template with the necessary columns has already been set up and can
be easily copied for new users. To use the already saved Grid Customization that
is suggested by the Budget office take the following steps:

1. Begin entering a journal
2. Select the lines tab

3. Select Personalize:

< C m 1 https://planetfindev.csuadmin.csuohio.edu/psp/findev_9/EMPLOYEE/ERP/c/PROCESS_JOURNALS.JOURNAL_ENTRY_IE.C

Favorites = Main Menu -~ > GeneralLedger~ > Joumals~ > Journal Entry » > Create/Update Journal Entries

Header Lines Totals Errors Approval

Unit CSUOH Joumnal ID TESTFORN Date 01/15/2020 s Only
Template List Search Criteria * Change Values
InterfintraUnit *Process | Edit Journal ~ | Process Line 10
Lines Personalize | Find | (2] | E
Select Line *Ledger Account Fund Dept Program Class Project Budget Period Amount S 4
O 2 TEMP_BUD 0300 Q, [0010 |y [3546 |y [50 aQ Q Q, [2020 Q 500.00| ==
O 1 TEMP_BUD 0500 Q, [0010 |@y [3546 |y [50 Q Q Q, [2020 Q -500.00| ==

b

Lines to add 1 = B

Totals Personalize | Find | View All | {2 E First (4) 10f1 (}) Last
Unit Total Lines Total Debits Total Credits Journal Status
CSUOH 2 500.00 500.00 N
[5] save ||[@* Returnto Search [=] Motify | &% Refresh s Add

Header | Lines | Totals | Errors | Approval



4. Select Copy Settings

I Gnd Customization I
Help

Lines

1atd Personalize Column and Sort Order

To order columns or add fields to sort order, highlight column name, then press the appropriate button.
Frozen columns display under every tah.

Column Order Sort Order

Select (frozen) - @ == (desc) ~| @
Line (frozen) D ¥
*Unit (hidden) &2

:|G “Ledger
:IG Account
[ | E‘;‘;? Hidden Descending
Program
Class Frozen
Bud Ref (hidden)

PC Bus Unit (hidden)
Project

Activity (hidden)

An Type (hidden)

- | |Affiliate (hidden)

Budget Period

Scenario (hidden)
Currency (hidden)
Amount

Rate Type (hidden)
Exchange Rate (hiddan)
ES-

Base Cumrency (hidden)
Base Amount (hidden)
*Calculate (hidden)

Reference

Journal Line Description

PC Status (hidden) - -
|  ©OK || Cancel || Preview | GCopySettings Share Seitings Delete Settings

5. Select BTR LINES TEMPLATE SETTING
You may use the looking glass to search for this setting

Then Select “Ok”



Copy Settings

oK || Cancel

Copy Your Customization Settings

Settings to Copy: |BETR LINES TEMPLATE SETTING

Help

6. Select “OK” again and BTR will automatically return to the “Lines” tab.

I Grid Customization

Lines

JardPersonalize Column and Sort Order

Frozen columns display under every tab.

Column Order

To order columns or add fields to sort order, highlight column name, then press the appropriate button.

Sort Order

Help I

Select (frozen)
Line (frozen)
“Unit (hidden)
9 |Leqger

Account
9 lruno
" Dept
Program
Class
Bud Ref (hidden)
PC Bus Unit (hidden)
Project
Activity (hidden)
An Type (hidden)
Affiliate (hidden)
Budget Period
Scenario (hidden)
Currency (hidden)
Amount
Rate Type (hidden)
Exchange Rate (hidden)
>
Base Currency (hidden)
Base Amount (hidden)
*Calculate (hidden)
Reference
Journal Line Description
PC Status (hidden)

[Frozen

=
@ID

Hidden

> (desc) B

Descending

| ok || cancel || Preview | CopySattings Share Settings Delete Settings
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