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BUDGET TRANSFERS

Introduction

Budget Transfers are the mechanism by which available budgeted resources are moved from one budget line item to another in the Boston Public Schools financial system (PeopleSoft). 

All budget transfer requests are entered directly into the PeopleSoft financial system by authorized users (Principals, Headmasters, Responsibility Center Managers or their designees).  The Budget Office no longer accepts paper transfer forms.  A detailed “job aid” follows on how an on-line budget transfer request is initiated.  

The on-line budget transfer request process involves 5 basic components: 1) navigate to the transfer “form” (Budget Journal) in PeopleSoft; 2) enter data (explanation, budget codes, dollars and/or FTEs); 3) save the completed transfer; 4) send to the Budget Office for approval; and 5) track the progress of your transfer on-line.

Incremental Approach

Budget Transfers employ an “incremental” approach, meaning that if dollars are being moved from a particular line item, a negative dollar value will be associated with that line item.  Conversely, if resources are being moved to a line item, the dollar value in the amount column will be a positive figure.  Budget Transfers must sum to $0.  For example, if a principal wished to move $3,000.00 from a contracts line item to a stipends line item, the transfer lines might look like this:

	Account
	Fund
	RC
	Program
	Subclass
	Amount

	52907 Contracted Services       
	100 General Fund        
	101203 Adams School        
	2112 Elem Ed.           
	0000
	- $3,000.00 

	51202 Prof. OT/ Stipends
	100 General Fund        
	101203 Adams School        
	2014 Grade 4             
	0000   
	                $3,000.00





Budget transfers involving additions, deletions or changes to full-time equivalent (FTE) positions also follow an incremental approach.  Therefore, a negative FTE would be associated with the reduction or deletion of a position, and a positive FTE with the creation or increase of a position.  For example, if I wished to reduce a position from a 0.8 FTE to a 0.6 FTE, I would type -0.2 in the FTE column (“statistic amount” in the budget journal) for that budget line.  If I wished to delete that position entirely I would have put -0.8 in the FTE column, and if I had wished to increase the position to 1.0 FTE, I would have typed 0.2 in the FTE column.  Whenever a budget transfer involves a position, the position number should be identified in the “reference” field in the budget transfer.  If requesting a new position, leave the reference field blank, to be filled in by the Budget Office when the new position is created.   

Requirements & Restrictions

1. No Responsibility Center will be allowed to transfer funds arising from staff vacancies.  These “lag funds” make up the Boston Public Schools contingency fund and will be reallocated at the sole discretion of the Superintendent.  Exceptions to this policy will only be made upon written request and written approval by the Chief Financial Officer.

2. Under normal circumstances, adjustments to budget line items associated with positions will be rare, and must be explicitly approved by the Office of Human Resources prior to the budget transfer request being approved.

3. Budget transfer requests that lack sufficient explanatory detail in the “Long Description” text box on the Budget Journal Header will not be approved.

4. In concert with the annual requisition deadline, Budget Transfers for any fiscal year will not be processed after April 15th of that Fiscal Year.  The only exception to this policy will be transfers for grants which extend beyond June 30th.  

5A. Grants: For most grants, budget transfer requests cannot be approved and processed between the application for the grant in the Spring, and the receipt of the grant award letter (usually in the fall). This business process puts a premium on thoughtful and timely resource planning.  

5B
Grants: For the past several years the MA Department of Education has granted the BPS a waiver from the requirement that an amendment to the state be filed and approved before budget transfers are executed, so grant transfers can generally be executed immediately once the grant is active.

6. Transfer requests which exceed the “available amount” left in a particular line will not be processed (in other words, you cannot transfer funds which you have already spent!)

7. Line item budget transfers can only take place within a funding source (i.e. General Fund to General Fund or Title1 to Title1), but not between the General Fund and a grant, nor between two separate grants.

8. Authority to request budget transfers is reserved to Principals, Headmasters and RC managers, unless and until they explicitly delegate that authority to a designee in writing to the Chief Financial Officer or the Budget Director.

9. While the on-line budget transfer protocol has made the execution of budget transfers simple and efficient, there is no substitute for thoughtful forward-looking resource planning.  The Budget Office is glad to assist with such planning.    

PLEASE USE THE REFERENCE DOCUMENT THAT FOLLOWS AS YOUR GUIDE TO INITIATING ON-LINE BUDGET TRANSFER REQUESTS.  Please call your Budget Coordinator at (617) 635-9580 if you have any questions.

For more information about this circular, contact:

	Name:
	Francine Bouchard, Budget Director

	Department:
	Budget Office

	Mailing Address:
	26 Court St., Boston, MA 02108

	Phone:
	617-635-9580

	Fax:
	617-635-9582

	E-mail:
	fbouchard@boston.k12.ma.us


Carol R. Johnson, Superintendent

[image: image1.png][ ]
4 FOCUS
On Children

Boston Public Schools
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ENTERING BUDGET TRANSFERS

(ON-LINE BUDGET TRANSFER JOURNALS in PeopleSoft Financials)

This Job Aid will illustrate the process of entering Budget Journal requests (budget transfers) directly into PeopleSoft, and how to initiate the approval process which will follow.

STEP 1 - Add A New Budget Transfer “Journal”:

From Main Menu: > Commitment Control > Maintain Budgets > Budget Journals > Enter Budget Transfer

On the ADD A NEW VALUE Tab,

Click:  [image: image2.bmp]
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Step 2 - BUDGET HEADER Tab :

Ledger Group: = 
ORG (organization) for General Fund (a.k.a. GSP or fund 100)  

-OR- 

PROJ_GRT (project/grant) for Grants (fund 200 or 203)

Long Description: Type in the detailed reason for the budget transfer request.  
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(You can leave every thing else on the Budget Header Tab as it is)
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Tip: If you do not know the appropriate values for a particular data entry field, you can click on the [image: image5.bmp] beside that field for a list of valid values.

STEP 3 – Enter Budget Data

Click on BUDGET LINES Tab

Type Chart Fields and $ amount in first line  (negative amounts = FROM; positive amounts = TO)

To add more lines, click [image: image6.bmp]  Next to the  “Lines to Add” Box.  This adds a row, copies down the data, and allows for appropriate adjustments.
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Please Note: FTEs and Dollars should be entered on separate rows with the same account information.

Please Note: Budget Transfers must be balanced, that is sum to $0 (debits = credits).  Otherwise you will get an error message and not be able to proceed.**

**Budget Header Status:

-- If Budget Status = N     
Not Yet Approved (this is good)

-- If Budget Status = E      
There are uncorrected Errors    

-- If Budget Status = B      
Out of Balance

Budget Header Status must be “N” to proceed to approval process.

STEP 3 – Enter Budget Data (continued)

Adjust Chartfield values, Dollars and/or FTEs on copied down lines 
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Click   [image: image9.bmp] to refresh after changing values

In the Totals Summary Box, check that Total Debits = Total Credits (the transfer is balanced) 

Click  [image: image10.bmp]and write down the Journal ID for your records
Step 4 - Transactions with Full-Time Equivalent (FTE) Positions

FTEs are entered on separate lines with the same chartfield values as the dollars.

FTEs are entered in the Statistics Amount field.

If entering an FTE, you must enter “PE” (for personnel) into the Statistics Code field.

Position Numbers for existing positions should be in entered into the Reference (REF) field. 
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Click  [image: image12.bmp] to refresh after changing values

In the Totals Summary Box, check that Total Debits = Total Credits (the transfer is balanced) 

Click  [image: image13.bmp]and write down the Journal ID for your records
STEP 5 – Submit for Approval

PLEASE NOTE: If you do not successfully complete STEP 5, your transfer will never be received by the Budget Office, and therefore it will not be approved and processed.

Click on the PRINT & APPROVAL INFO Tab

[image: image14.png]A Enter Budget Transfer - Microsoft Internet Explorer

(ity of Boston it =

New Winow | Help

Print & Approval Info

Business Unit: BOSTN  JournalID: 0000253094 Journal Date: 02/08/2004

Print Journal

‘Transfer to Buduet Journal Approval Page

[approval History

(@) Qlrstontossn) By ) & ETT

Buduet Header | Budaet Lines | Budget Errors | Print & Approval Info





Click on link: Transfer to Budget Journal Approval Page
This will bring you to the Budget Journal Approval Page

STEP 5 – Submit for Approval (continued)

Once on the Budget Journal Approval Page…
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All you have to do is Click [image: image16.bmp] Once you have done so, the following message will appear:
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Click OK.

Please note: If you have successfully put the transaction into the approval process, the  Approval Status will read: “In Process”                         

STEP 6 - Following the Approval Process On-line

To transfer back to the Budget Transfer itself, click on the TransfBack link.

Now if you click on the PRINT & APPROVAL INFO tab, you can print the Budget Transfer that was submitted, (click on Print Journal link) and begin to track the steps in the approval process.

As each person in the approval chain takes action on your budget transfer, you will see those actions reflected on the PRINT & APPROVAL INFO tab:
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Congratulations!  You have now successfully entered a budget transfer for approval!

BUDGET TRANSFER SUMMARY  (plus Tips & Other Important Issues)

> The Process of On-line Budget Transfers involves 5 basic steps:

1) Create a Transfer (Budget Journal)

2) Enter Data (Accounting Codes, Dollars and/or FTEs)

3) Save 

4) Send for Approval

5) Track on-line

> ALWAYS Remember to save your transfer, and write down the Journal ID.

> If you know the Journal ID, you can call it up again later to check on the approval status.

> You can and should customize the budget transfer tabs to your needs (see next section).

> In PeopleSoft Financials, error messages with OK and Cancel buttons work exactly the opposite of the way you are used to them working in Microsoft Office: 
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OK cancels the requested action and brings you back to the panel where you were previously working, while Cancel continues the requested action.

> If you have questions, please call the Budget Office 617/635-9580.

> See the table below to Identify Budget Office Staff by Operator ID:


CUSTOMIZING YOUR BUDGET JOURNAL TAB

The BUDGET LINES Tab in PeopleSoft can be customized to show only the elements which are relevant to your work, and to show them in the order you wish to see them.  Here’s how:
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Click on the Customize Link on the blue bar just above the Chartfield and Amounts Section of the BUDGET LINES Tab.  This will bring you to the Customization Page.

CUSTOMIZING YOUR BUDGET JOURNAL TAB (continued)

You will see the customization screen, where you can hide, or move input elements:
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Click on any element in the Custom Order Box, and use the [image: image22.bmp] or [image: image23.bmp] buttons to move it up or down in column order, or click on the Hidden box to hide the element from the BUDGET LINES Tab.  

You will probably want to have the following elements showing: DELETE, LINE, LEDGER, BUD YEAR, FUND, DEPT, PROGRAM, SUBCLASS, ACCT, AMOUNT, JOURNAL LINE DESR, STATISTICS CODE, STAT AMOUNT, and REFERENCE

You should only have to ever customize once, and then the system should remember your preferences. 

Tip: write a meaningful description of the reason for the transfer, i.e. “to support after school MCAS tutoring” rather than a description of the transaction “move funds from contracts to stipends” which we will know from the budget lines.





Budget Header Status tells you if there are errors or if the transfer is unbalanced**





Check to make sure Total Debits = Total Credits





Click SAVE when done to assign a JOURNAL ID





Click here to go to the approval page





You can print your Budget Transfer by clicking on the “Print Journal” link
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Click here to customize your BUDGET LINES tab





Then hide, freeze, or move it here





Click on an element here
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