PEOPLESOFT FINANCIALS — BUDGET JOURNAL FOR ADJUSTING NEGATIVE REVENUE BALANCE |
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Used for: moving monies from an expense budget to cover a short revenue balance (may be due
to not receiving all the monies planned)
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> will need forms 1063.2 or 1074.1
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®ansnnnnnnnn?®

Access the Financial Production database: https:/my.uh.edu/fs Remember to use
ALL CAPS

Or, See the SignOn Financial Production job aid.

Please check to make sure that you are set up for workflow process by, Under the PeopleSoft M
» My System Profile
Or see the SetUp for WorkFlow in Financial Production job aid

click on:

This is a
one-time
process.

NAVIGATION / PATH

Navigate to the Budget Journal panels:

Search:

Under Menu click on: | @

) [* My Favarites
» Commitment Control [* Business Processes

» Maintain Budgets [ Custormn Reports

[ Computer Operations
» Budget Journal b vendore

P Enter Budget Journals D Accounts Payable

[ Asset Management

= Cammitiment Cantral
=~ Maintain Budgets
vEqu:iget.Ju:nurr'uals

[ Post Cuntrnl Eludget
Jdournals
[* Review Budget Activities
[* Review Budoet Check
Exceptions

[> General Lep=gr
o

Be sure to add
to “Favorites”!

Option:
In order to have more viewing of
Voucher panel, minimize the Menu by
clicking on the red minus sign.

Search:

| @

[+ Wty Favorites

[» Business Processes

[» Custom Reports

[» Computer Operations

[ vendors

[* Accounts Pavable

[» &zset Management

= Commitment Cantral
~ Maintain Budgets
\_/‘Eludget.JDumals

dd a Hew Value

It will then appear as an Expand button
| ¥ | if needed again.

[ PnstCnntrnl Eludget Add

Journals

[ Review Budget Activities

[ R eview Eludget check Find an Existing Yalue | Add a Mew Value
Exceptions

[ Geperal Ledager
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| PEOPLESOFT FINANCIALS — BUDGET JOURNAL FOR ADJUSTING NEGATIVE REVENUE BALANCE

INSTRUCTIONS - if using Expense Funds:
This will be a 2-Step Process—meaning 2 separate journals will be required:

1 — Decrease Revenue Budget by amount needed (REVEST ledger) = totals in credit column
2 — Decrease Expense Budget by same amount (ORG ledger) = totals in debit column

FIRST JOURNAL: REVENUE BUDGET

STEP 1: Under the Add a New Value tab:

»Business Unit: 00765
(Default = 00765 for UHV).

»Journal ID: NEXT
(Default; should always be NEXT)

»>Journal Date: (Defaults to the current date.)

»>Click _ Add |

Budget Entry

i Eind an Existing Yalue | Add a New Value |

Business Unit: 00765 |2

Journal ID: MEST

Journal Date: |0FM 22005 |[=

Add

Find an Existing Yalue | Add a Mew value

STEP 2: Under the Budget Header tab:

Enter the following information:

/ Budget Header Y BudgetLines | Budget Errars | Approval 2 Approval History | Documents |

Unit: 007648 Journal ID: NEXT Date: 06 352008

Fiscal Year: 2005 Period: 10

»Ledger Group: REVEST
(Select REVEST to adjust the revenue
budget amount. Use the Q)

REVEST Q, Budget Header Status: 1

*Ledger Group:

Control ChartField: FUND_CODE

I:Eél

»Budget Entry Type: choose | | Qoriind__—pO adjustment

Adjustment (Defaults to Original).™ | BudgetType:  Reverus

Long Description:
} } Lo 7o adjust revenue and expense budgets to cover a negative revenue halance.

»Long Description: Enter a description.=

(Be as specific as possible.)

. . & s =1 Hotify E £ Upd
>Click on the Budget Lines tab at top of £l I =
. . . Budget Header | Budget Lines | Buddet Errars | Approval 2 | Approval History | Documents
window or Budget Lines link at the
bottom of the panel.
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PEOPLESOFT FINANCIALS — BUDGET JOURNAL FOR ADJUSTING NEGATIVE REVENUE BALANCE

STEP 3: Under the Budget Llnes / BudgetHeader { Budget Lines Y BuduetErrors | Approval 2 )~ Approval History §” Documents |,

tab: Unit: 00765 Journal eyt Date: 061372005 Budget Header Status: n
ID:

Process; | Fostdoumal v Pracess

»>Enter the SpeedType, then hit ~{
your Tab key and the cost

Customize | Find | Vies

agifields and Amounts Y Base Currency Details

. Yiew
. Fund DeptiD Program  Project Bud Ref Py Amount
center will populate. Mirihutes
O 1 REVEST_BD (11254 (O |B4027 |y (2064 | |w0017 QL | C0242 | |NA O |BP2005| 2 ﬁutes -100.00
»Enter the appropriate revenue _
pp p Lt=pTres to add 1 = | Journal Line Copy Down | From Line: To: g

budget Account Number. — |

(It will begin with B4XXX, and Total Lings: Total Debits: ey
can be found on the 1074.1 or 1 0.00 100.00
10632) B save = Naotify

Budget Header | Budget Lines | Budoet Errors | Approval 2 | Anproval History | Documents

»Enter the Amount as a
negative (should be negative

Budget Errors | Approval 2 ) Approval History | Documents

ME=T Date: 0801312005 Budget Header Status: 1

on the 1074.1 or 1063.2) This ovocoss: [Fostiouma [l LProssss
is the amount from the revenue I Gustomiza | Find | view &l | B First B4 1 or 1 P Lgst
. . urrency Details ==
line, Budget Available column, oot vons fma  Demb  Pman e T —
F)nfyour UGdeSlg7ﬂ' The geld 254 |@ [Banz7|C [z064 | @ [woo17 @ [cozaz |C [Ma @, [BP20ns|ay Xﬁzmgs ~100.00 =
Is formatted for dollars an —
cents. %] JournslLing Copy Down | From Line: To:
Total Credits:
100.00
Er Add Update/Di
STEP 4: Enter .JOUrnal Llne | BudgetHeader | Budget Lines Y BudgetErrors | Approval 2} Approval History | Documents
Description it wores  Journal e Date: 061132005  Budget Header Status: 1
1D:
Process: | FostJoumal  w Process
»>Enter descriptive information in Customizs | Find | W Firct [ o1 M) Last

each Journal Line pet
Description (Defaults to the Delete Lne Ledser > g M CoStaticAmoun Ref Journal L ine Descrintion
Account number description and O 1 REVEST_BD == Q SALES AND SERVICES - £/ [F [F]
will print on reports.) | ; -
. ecC otals [ BudgetHeader | Budget Lines ' BudgetErrars | Approval 2 Approval History | Docurnents |
STEP 5: Check Total Y
Unit: 00765 Journal gyt Date: 06 312005 Budget Header Status: n
> Click on %/ the Refresh button. o provess: [Postioumal v _Prasess
N .

K Base Currency Details

>Check the TOtalS; a_'r_nou_nt Ledger Ep_—%"" Account Fund  DeptD  Program  Project BudRet MR amount
should be a positive in Total d REvEsT_BD [11254 Q, [pan27]cy [064]cy [vnot7]@ [coaez ] [we | BPoons] 424 [aooon

Credits. \
L FromLines || Tos

. westoadd | ! = 2| Joumal Line Coav Down
»Suggestion: If you are not ready
to send the journal, click the Total Lines: Tatal Debits: Total Credits:
&l ==we ] button to assign a 1 0.0 s

journal id, get signatures B Swe | E Moty

before “approvar” Sklp to Step | Budet Header | Budget Lines | Budget Errors | Approval 2 | Anpraval History | Documents
7 & 8, & attach backup, then,
when done, complete Step 6;

otherwise, continue.
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STEP 6 Under the Approval 2 tab / BudgetHeader " Budget Lines } BudgetErrors | Approval 2 % Approval History '} Documents )

Unit: 00765 Journal ID: MNEXT Date: 06/13/2005 Budget Header Status: M Department 0012
»Route To: Select Dept - Bdgt
\\ * Please select the appropriate approval path R
T e nax [Budoet otcs e
Dept - Resr
Approval Instance:
»Approval: Under Approval _
. Approval Status: Pending
Action: select Approve BU:  0076s Journalio: TERT

Approval Action: > Approve ~
Date:  06/13/2005

OperiD: CAYLORKM Apply
Source: PEIGL Online Entry Panel

- Long Description:
>Click on|__Apply |,

You will receive a Warning asking if
you want to enter it into
workflow.

Wathing - This transaction needs Buduet Joumal Approver approval, Enter itinto workiaw? (107 4)

»>Click on ale This transaction must be approved. Ifyou click OK, the systam will route it to someong who can aporove it ifyou click Cancel, vou tan change the transaction without forwarding it

0K Caricel

STEP 7: Display the Journal

| BudgetHeader | BudgetLines % BudgetErrors | Approval 2 Approval History ‘ Documents

>Click on Documents tab. Unit: 00765 Journal ID: 0001127846 Date: 06/13/2005

»>Click on Print Journal Entry | | BudyetHeader Status: N

Print Journal Entry Details

A new window will open and the
Journal will appear in PDF format.

A hitps:/fmy.uh.edu:9880/psc/fstst/EMPLOY EE/ERP/s/WEBLIB_UHS_KK.UHS_KK_ENTRY_DTL.FieldFormula.ISc - Microsoft Internet Explorer

»When using Revest ledger the Fie it Vow Fovoies Todk belp

I
"
amount will appear as the )RR G O feros @ Q-2 B - RE B
Oppos|te on the pr|nt Out, |e, |f Adaress [ €] hetps:ffmy uhedu: 98B0fpsc Fstst [EMPLOYEE/ER Pis/WEBLIB_UHS_KK UHS_KK_ENTRY_DTL FieldFormula. Scrint_Budgst ImiEntryDetai?BUSINESS_UNIT=007658 v | B 6o Links » @& -
g ; : Y- 2| ~|(search e [+]E3- 44~ | camal ~ @ myvahoo! [ Games - @ Basketbal ~ 8 Personsls + b Music v i Finance ~ (Sinn |-
you enter as a positive, it will —
show as a negative on the ;ggmmmt Conlrel
N N ‘3 Header BU: 0765 University of Hoston System RunDaie:  06/13/2005

pr'nted Journal Fls:ﬂf::,:.._ 2005 BUDGET JOURNAL ENTRY DETATL RunTime: 040234

Jowrnal ID: 001127836 Budget Exiry Type: Adjustment -E?E!mw——nn%

Date: 064132005 Edit/ Hir Status: Hone Created By: CAVLO)

Description: To adjust revenue and expense budgets to cover a negative Post Date:

revemme balance
Lime # Account Fund  Depitd Prog Project  Bdgt R Stat Code Stat Amn Line Ref. Line Desaiption it
1 BA02T 2064 Vo7 o2 i EP2005 o SALES AND SERVICES - E&G 100,00
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Under PDF Format of Journal 2R http:#pyxis.fast. uh.edu: 9880/ psciHstst/EMPLOY EE/ERP /s/WEBLIB_UF

FEN Edit Views  Fawvorites Tools Help

STEP 8: Print the Journal in Newr ,
Landscape format Open... cerivo | S

- i .
) Search % ¥ Favorites é-‘,{
dmd L

Edit with Microsoft FronkPage
\scfFstst/EMPLOYEEERP s WEBLIE _IUHS_KE. LS

»Click on File, Page Setup and Bave As...
under Orientation in the — | . —
Page Setup window select Print Preview. .. BUDGE
Landscape. Then, Send v

Import and Expork...

Properties
\Work OFFline
Close

ipendable.

Pros Proient Bl Bef

Page Setup
1 r
' |
i i
Source: :m_“_ :
o :
Aukomatically Select w e S '
Headers and Fookers l
Header i
'
fawibPage &p of &P i
1
Fooker
ffbid
»Click on Margins, Left, Right, \
Crientation fargins {inches)
Top, and Bottom and
p’ « ” . . ) Partrait Lefk: 0.3 Right: 0.3
change to “0.3” so that it will
pnnt on one page_ @Lgndscape Top: 0.3 Botkomn: | 0.3 |
. Ok, Cancel Printer. ..
= |
»Clickon __ OK | ,
STEP 9: Back under PDF Format Of 2 https:Amy,uhedu; 98B0/ pscHstst/EMPLOY EE/ERP/SAWEBLIB_UHS_KK.UHS_KK_ENTRY_DTL.FieldFormula.ISc - Microsoft Internet Explorer CEX
File Edt View Fawvorites Tools  Help i
Journal :
ourna J ) Iﬂ \E"‘ ;‘, /71Search :‘\7 Favorites {£4) - &3 - e’_j ﬁ j“
Adciress | @] https: fimy.uh.edui9880]pscifstst/EMPLOYEE JERPYsWEBLTE_UIHS_KK,LHS_KK_ENTRY_DTL FieldFormula 15cript_Budget riEntryDetalPBUSINESS_UNTT=0076580 ¥ | B Go  Links » @) ~
>C||Ck on the prlnter ICon . (on ¥ - 2 ~|[searchwen [-]E3- @i | Emal -+ @ by vahoot B Games - @ Baskethall -+ 5 Personals ~ § usic - i Finance = | SignIn | -
f-; ~
. Cornmitment Control
the tool bar) to Send It to yOUI‘ f"‘ﬁ; Header BU: 00765 University of Houston System e
default prlnter ‘ﬁ Fiscal Year: 2003 BUDGET JOURNAL ENTRY DETAIL —— a0224
. Acctg Period: 10 um Lime:
Journal ID: 000112785 Buiget Entry Types: J re— Ledger Group: REVEST
Date: 06/13/2005 Edit / Hir Status: None Created By: CAYLOREM
> CI ose th | S W| ndOW by CIle| ng Description: ;[‘;::t\.\es‘t:;f::ue and expense budgets Lo cover anegative Pusu:m::y
on the [E3. i A T - S s
Totals for Jownal: 000112785 Total Lines: | Total Debits: 0.00 Total Credits: 100.00
Signatures Date
Approval:
Created By: Caylor,Kathleen M-UTHYV Daie Printed: 06/13/2005 Journal, Dt.: 06/13/2005 ]
&
&] Dons S @ nternet
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STEP 10 Second BUdQEt JournaL [ BudgetHeader | BudgetLines ' Budget Errors | Approval 2 | Approwsl History | Docurents |
for ORG ledger.

Unit: an7es Journal ewr Date: 0BM12/2005 Budget Header Status:
ID:

Process: |FPostJournal Process

Repeat Step 1 through Step 9, using:

Chartfields and Amounts | Base Currency Detais

. Delete  Line Ledger ?_\A]__“Ted Account  Fund DeptiD Program  Project Bud Ref \ﬁm{es Amount
-  ORG for the Ledger Group in viow
Fl 1 ORG_BD 11254 O, (p5009|C, 2064 |Q w0017 QL |C0242 (L |MA C, |BP2005|Q, S22 -100.00
Step 2 Aftributes
Lines to add 1 = % Joumnal Line Copy Down From Line: To:
-  B5XXX for the Account
number in Step 3. (Still enter a oltness T T chedte:
(-) negative amount.) e e

Budiet Header | Budiet Lines | Budeget Errors | Anproval 2 | Approval Histary | Documents

- Total should be in Total
Debits in Step 5.

r Please remember that if you are using a S&W expense account, you will need to enter a Position -\
I number in the Reference field located in the Lines section, on the |_Base Currency Details | | ap

—

STEP 11: You are now ready to:

»>attach the appropriate
backup (the 1074/1063)
»and get proper signatures.
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