PROCEDURE TO CREATE A BUDGET JOURNAL
STEPS: 

1. Click Main Menu > Commitment Control > Budget Journals > Enter Budget Journals. 

[image: image1.png]Wid9-0l Document2 - Microsoft Word Base Navigation Page - Windows Internet Explorer =18 x|

e R . @ QI B o bl L EVESE 7 32 oV Pl it 5 a0 o <o =] 8 | ) [ vsemen g

y b Times NewRom - |12 < A" A7 | Aa- | B = 20 T 4aBbCcI AaBbC: |AaBbCel| AaBbcd 4asrce. AAB 2 Replace E
P romatranter| B £ L e x X [A-®-A- [ [&- | vt Mo | Heaong | reaangz e swnwe | Chnge (Eo 0

Clipboard 5 Font 5 Paragraph 5

el el 3
ses 5| _tating (Eoenwgsonrse ||

= ORACLE

Qeda Favorites  Main Menu > Commitment Control

S Personal v -

DUoH

{22 Microsoft Websites. .

PROCEDURE TO CREATE A BUDGETJOURNAL £ Busmess processes Ny =
STEP 1 Defin (3 Custom Reports » ﬂ Define t Securi Maintain Budgets
& Computer Opertions » |6 ctuste na contgure securty events o usget ent, ey, erform udget ent, st ansers,cosigreopening
£ Budget Development Module > = E"V:m"‘ acties
3 Suppler Contracts » = Field Setup
€3 Vendors »| @ BusDshauns
€3 Procurement Contracts , ——
& purchasing » Post Control t Journals ﬂ Review t Activities
Post control budget ournaks. Review budget actitie.
(2 Services Procurement. » o Aeport B Bedost o
B3 Accounts Payable » =] Budaet Details
udoets Overview
£ Asset Management » 7 funsso
€3 commtment Control -
1 General Ledger £ Define Control Budgets » |ceptions
£ SCM Integrations 3 Define Budget Security » {fpors- N
€3 Set Up Financas/Supply ¢ &1 Mainten Budgets .
€3 Enterprise Components | £ Budget Journals
£2 Workist €3 Post Control Budget Jour, =) ENter Budget Joumals
Tree Manager (3 Review Budget Actities | |-J Enter Budget Transfer
Reporting Tools 3 Budget Reports Mass Delete Budget Journals

PeopleTooks (2 Review Budget Check Exceptions »

Change My Password
My Personaizations

]
]
@
My System Profile

My Dictionary
My Feeds
Retum to Portal Hub





2. Change “Business Unit” and “Date” if applicable. “Add”.
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3. Select “Ledger Group” from the Look Up Ledger Group
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4. Select Budget Entry Type from the drop down menu
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5. Enter the “Long Description” stating the purpose of the budget journal. The description below is for a new temporary faculty position that will be funded for current year only and budget is being transferred from M&O budget. 
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6. On the “Budget Lines” tab, enter either the Speed Type or cost center combo”, “Budget Node” and the amount. 
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7. Process – Budget Pre-Check first and then select “Process” button
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8. If an incorrect cost center is entered, the “Budget Pre-Check” process recognizes the chartfield combo error and has an error message “Invalid Value”. 
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9. Error message “Budget Checking Error Exist” appears when there is insufficient budget. Example below is when $10,000 was deducted from B5009 and the available amount is $4,422, the insufficient error message comes up. Please review 1074 Report. Repeat the “Budget Pre-Check” process once the correction has been made
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Save

10. Select the appropriate tab on ‘Approval 2’ tab. Budget office chooses “Approve/deny/recycle” from the drop down menu and selects “Apply”. 

[image: image11.png]Enter Budget Journals - Windows Internet Explorer =18l x]

) = [B] ipsir o1l PO ER T TP, P oo Tt ot nneczpco comment <o =] B | o) | [ e e [ol]

|35 e el el
o[ @ st anss x| @ieimmmshcsutncts ||
ORACLE"

Favortes _ Mai Menu > Commement Control > Budget Jourals > Enter Budget Journals

| Add to Favorte:

I New Window DHelp [ Customize Page B o

Header Lines Enors oval Documents
Unit: 00730 Journal ID: 0002332695  Date: 11/30/2012  Budget Header Status: N Department H0181
* lease selectthe appropriate approval pah .
 Dept - Bdgt AAAF-Administration and Finance

 Dept - CollDiv - Bagt
© Dept - ColliDiv - Prov - Bdgt

T

Approval Instance: 2126230

Approval Status:  Approved,

BU: 00730 Journal ID: 0002332695

Date: 113012012

Operty: 01387

Source:

Long Description:

Budaet Header | Budaet Lines | Budaet Errors | Approval 2 | Approval History | Documents

save | (G Retumto Search | (= Notity | (3 Refresh |

ﬁ




11. Budget office will post the journal by selecting the “Post Journal” process. Click “Yes” on the box. 
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12. The budget journal is then posted. 
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