How to create a Budget Transfer in TrueCourse

Getting Started

To create a budget transfer in TrueCourse, navigate to the budget transfer home
page using the PAL.

Click on the
Budget

Transfer link——

to get to the
Budget
Transfer
home page

Click on the Business services folder
Click on the Fiscal services folder
Click on the Budgets folder
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The Budget Transfer home page

Once you get

to the budget transfer home page there are many actions that you

have access to such as new, find, list, print, reopen, and personal documents.
The budget transfer home page was created just like the rest of the home pages
in TrueCourse. You will find that all the actions on the budget transfer home
page work in a similar way to those actions on the other TrueCourse document

home pages.

Creating a

new budget transfer

To create a new budget worksheet click on the new action from the PAL.
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The Budget Transfer edit page will appear on your screen. This is where you will input your
account numbers and dollar amounts. There are few things to point out on the budget
transfer edit page.
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If you need additional line items for your budget transfer you can click on the save button and
you will be asked if you would like to return to the edit page for additional line items. If you
do need more line items click the okay button.

Microzoft Internet Explorer |
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When you click the okay button the edit page will return with additional line items.
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When you are finished with your budget transfer you can click the save and route button and
your budget transfer will be sent to down the budget transfer approval path before reaching
Finance for approval and posting.

There are a few more things you must know before you input your first budget transfer.
= The system will not let you save and route your budget transfer unless the increase
amount and decrease amounts are equal.
= If you do not have time to finish your budget transfer you can click the save button and
it will be saved to your budget transfer personal documents. From your budget
transfer personal documents you can finish your budget transfer at any time.

How to save a budget transfer to your personal documents
To save a budget transfer to your personal documents in TrueCourse follow these simple
instructions.




Click on the save
button.
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Once you are at the Budget Transfer home page to see the budget transfer that you saved
click on the Personal Documents folder and the personal file action link.

Click on Persona
documents

Click on Open
personal file
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This will take you to your personal file for your budget transfers. From this page you can edit,
delete, or copy any budget transfers that you have saved.



How to edit, delete or copy a save budget transfer
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Other action links

There are few other action links that will be useful to you when access budget transfers.

They are find, list, print and reopen.

Find

You can get to the find page by clicking on the find action from PAL on the budget transfer
home page. When you click on the find action the find budget transfer page will appear.
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List
The list action link will list all budget transfers that you have input. Just click on the list action
link from the PAL and all the budget transfers you input will be listed. From the list page you
can view any budget transfer by clicking on the view link.
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Print

The print action link will create a report that you can easily print to your printer.
Click on the print action link from the PAL.
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From the report page you can send the report to your printer by clicking on the File menu
from the browser or by clicking on the printer icon from the browser tool bar. Below is a
sample of a budget transfer report.
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Reopen

You can easily reopen a budget transfer that was canceled, make changes to it and resend it

down the approval path. To reopen a budget transfer you must find the cancelled transfer.

Then click on
the routing
folder from
the PAL

Click on the
reopen action

link \
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The system will ask you if you are certain you wish to reopen the budget transfer.
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When the budget transfer is reopened, the budget transfer will show up in the edit page so

that you can make changes and save and route it again.

How do | know that my budget transfer was posted?

There are a few ways to know if your budget transfer was posted. One is to find
the budget transfer by number and see if the status field next to the transfer

number says “Posted”.
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Another way is to check your yellow document box. When you input a budget
transfer the transfer number will show on your yellow document box under the
budget transfer heading. When your budget transfer is posted it will now longer
show in your yellow box.
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