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Exercise #1:  (A Negative & Positive BBA  within Same Cost Center,) 
   Transferring Exact Amt Needed 
 

Cost Center: Fund = 2064 
Dept = V0019 
Program = A304 
Project = NA 
 

Account B5006 shows a negative balance of $782.85, while B5009 shows funds available of $27,772.56.  Need to 
move monies from positive BBA account to cover negative BBA account and balance to zero. 
 

2-Step process: 1 - Decrease Expense Budget node of positive BBA by negative amount  
 2 - Increase Expense Budget node of negative BBA by same amount 

 

 
 
Transfer for budget node B5006: 

Amount = 782.85 
Positive Budget Expense Account (budget node, i.e. B5XXX) = B5009 
Negative Budget Expense Account (budget node, i.e. B5XXX) = B5006 

 
Entries to adjust the budget figures to make BBA for negative account = 0: 

 
 
 

 Enter Header Info: 
 

  Ledger Group = ORG 
  Budget Entry Type = Adjustment 
  Long Description = __________ 
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 Click on Budget Lines 
tab to enter amounts and 
chartfields: 

 
 

 Enter Budget Line Info: 
 

Line 1(from) 
  SpeedType = 10551 
  Account = B5009 
  Amount = -782.85 

 
Line 2: (to) 
  Account = B5006 
  Amount = 782.85 

 

 

 

 
 Click on Base Currency 
Details tab under Lines 
section of Budget Lines 
tab. 
(Since this is a salary item, 
the position number must be 
entered.  This will alter the 
budget with the appropriate 
position number on the 
budget report.) 

 
 Enter Position number 
00500140 on Line 2 in 
Reference field. 

 
 Adjust Journal Line 
Description as needed. 

 
 Check that Totals Equal. 

 

 

  
 
If completed, can: 

  Verify printed form 
  Send out for signatures 
  submit. 

 
Exercise 2 can be added to this budget journal. 
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Exercise #2:  (A Negative & Positive BBA  within Same Cost Center,) 
   Transferring Different Amt than needed 
Using same cost center as in Exercise #1, account B5007 shows a negative balance of $239.28, while B5009 
shows funds available of $27,772.56 (will now be a balance of $26,989.71).  Need to move monies from positive BBA 
account to cover negative BBA account and balance to zero. 

2-Step process: 1 - Decrease Expense Budget node of positive BBA by amount  
 2 - Increase Expense Budget node of negative BBA by same amount 

 
Transfer for budget node B5007: 

Amount = 239.28 short;   
Positive Budget Expense Account (budget node, i.e. B5XXX) = B5009 
Negative Budget Expense Account (budget node, i.e. B5XXX) = B5007 
 
Entries to adjust the budget figures to make BBA for negative account $400 to cover future expenditures: 

 
Back to the Budget Lines tab to enter the next account’s amounts and chartfields. 
 

 
If picking up from Exercise 
#1, click on Chartfields and 
Amounts tab to go back and 
add lines and enter amounts 
& chartfields 
 
 

 Enter Budget Line Info: 
 

Line 1 / 3 (from): 
  SpeedType = (should be 

same 10551) 
  Account = B5009 
  Amount = -400 

 
Line 2 / 4  (to): 
  Account = B5007 
  Amount = 400 

 

 

 
 Click on Base Currency Details tab under Lines 
section of Budget Lines tab. 

 
Since this Budget node is not associated with a position 
number, no need to enter anything in Reference field. 

 
 Adjust Journal Line Description as needed. 

 
 Check that Totals Equal. 
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Option:  Before Submitting, you can: 

  Verify printed form 
  Send out for signatures 

 

 
 

 
When completely finished, 
Submit to Budget Office: 
 
TO SUBMIT: 

 Click on Approval tab to 
approve & send to the 
Budget Office for final 
approval & posting. 

 
 

 Select Budget Office 
 

 Select Approve 
 
 

 

 

 
 Attach backup & send to Budget Office 
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Exercise #3:  (A Negative & Positive BBA  in Different Cost Centers,) 
 
Negative Cost Center:  Facilities Planning 
 

 
 

Positive Cost Center:   Building & Grounds 
 

 
 
Account B5009 (M&O) in the Facilities Planning cost center shows a negative balance of $8,375.10, while the 
Building & Grounds cost center, budget node B5009 (M&O), still has $40,631.20, which is enough funds to cover 
the deficit and still be operational until the end of the year.  Need to move monies from Building & Grounds budget 
node to cover negative account in Facilities Planning and balance it to zero. 
 

Amount = 8,375.10 
Positive Budget Expense Account (budget node= B5XXX) = B5009 
Negative Budget Expense Account (budget node, i.e. B5XXX) = B5009 

 
 
 
4-Step process:  
 Using BAR form: 

1 - Decrease Expense Budget node in cost center of positive BBA by amt needed 
 2 - Increase Expense Budget node in cost center of negative BBA by same amt 

 Using G/L journal form: 
3 - Decrease specific expense account (based on ledger) in cost center of positive  
       BBA by same amt 
4 - Increase specific expense account (based on ledger) in cost center of negative 
       BBA by same amt 

 
Since you are already in the Budget Journal screens, just click on the button. 
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 Enter Header Info: 

 
 

  Ledger Group = ORG 
  Budget Entry Type = 

Adjustment 
  Long Description = __________ 

 

 
 Click on Budget Lines 
tab to enter amounts and 
chartfields: 

 
 Enter Budget Line Info: 

 
Line 1(from) 
  SpeedType = 10610 
  Account = B5009 
  Amount = -8375.10 

 
Line 2: (to) 
  SpeedType = 10059 
  Account = B5009 
  Amount = 8375.10 

 

 

 
 

 Click on Base Currency Details tab 
under Lines section of Budget Lines 
tab. 

Since this Budget node is not associated with a 
position number, no need to enter anything in 
Reference field. 

 
 Adjust Journal Line Description as 
needed. 

 
 Check that Totals Equal. 

 

 

 

 
Option:  Before Submitting, you can: 

  Verify printed form 
  Send out for signatures 
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When completely finished, 
will need to Submit to Budget 
Office: 
 
TO SUBMIT: 

 Click on Approval tab to 
approve & send to the 
Budget Office for final 
approval & posting. 

 
 

 Select Budget Office 
 

 Select Approve 
 
 

 

 

 

 
 Attach backup & send, ALONG WITH G/L 
JOURNAL, to Budget Office. 

 

 

 
 
 
 
 
 
 
G/L JOURNAL FORM: Bring up G/L journal form 
 
 

 
 

 Enter Header Info: 
 

  Long Description = 
______________ 

 
  Reference Number = 

VXXSEQNO 
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Chart for entering General 
Ledger side of transfer: 

 

Ledger 2: For Account use: Decrease = 37409 
     Increase = 33509 
 

Ledger 3: For Account use: Decrease = 37417 
     Increase = 33517 
 

Ledger 4: For Account use: Decrease = 37419 
     Increase = 33519 

 

 
 Click on Lines tab to 
enter amounts and 
chartfields: 

 
 Enter Info for both lines: 

 
Line 1(from) 
  SpeedType = 10610 
  Account = 37409 
  Amount = -8375.10 

 
Line 2: (to) 
  SpeedType = 10059 
  Account = 33509 
  Amount = 8375.10 

 

 

 
 

 
 Enter Descriptions 

 

    
 

 
 

 Check that Totals Equal. 
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 Save 

 

 
 

 
Option:  Before Budget Checking and 
Submitting, you can: 

  Verify printed form 
  Send out for signatures 

 

 

 
When finished, on Lines tab: 
 

 Select Edit Journal 
 

 Click on Process 
 

 Make sure Totals match. 
 Make sure Statuses=V. 

 

 

 
 

 
 Select Submit Journal 

 
 Click on Process 

 

 

 
 Attach backup & send, ALONG 
WITH BUDGET JOURNAL, to 
Budget Office. 

 

 

 

 
Note: PLEASE SEND BOTH SIDES to Budget Office (both BAR & G/L entries); Budget office will check G/L 

entries and forward to AP. 

 

 


