STEPS TO COMPLETING ONLINE BUDGET ADJUSTMENTS

1) Go to the GSU Website - http://www.gram.edu
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2) Click theicon “gsunet”



3) Click “Banner Web”
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4) Enter your User ID and your PIN, and then click the “Login” Icon.
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Resources

« Course Catalog « Apply for Admission
[ Login | + Class Schedule « General Finandal Aid
Forgot PIN? o « Enter Secure Area +« Campus Directory

e enter your user Identification Number (ID)
and your Personal Identification Number (PIN).
When finished, dick Login.
When you are finished, please Exit and dose =
vour browser to protect your privacy.

Announcements

To obtain a "REGISTERED FEE SHEET" as well as complete the registration process
must accept fees. Once you log onto Banner Web, click on the following:

« STUDENT & FINANCIAL AID
« REGISTRATION
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5) Y ou have two options here:

#1 — Click on “Finance” located on the Gold Horizontal Bar
or
#2 - Click on “Financial Information Menu” under the Main Menu
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6) Click on “Budget Transfer”
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Thisisthe “Budget Transfer” page used for budget adjustments.
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Budget Transfer

&R Begin by creating a budget transfer or retrieving an existing template. If available budget exists, budget can be transferred from only one set of accounting elements to another
within the same chart.
Choose Complete to perform a validation and forward the document for processing.

Use Code Lookup to query a list of available values.

Use template | jone -

Transaction Date |3 «| ocT v/ 2007 v

Journal Type | BDO1 (Permanent Adopted Budget) v

Transfer Amount |

Document Amount 0.00

Chart Index Fund Organization Account Program Activity Location D/C
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7) Select the Journal Type: BDO02 (Permanent Budget Adjustment)

8) Enter the Transfer Amount: 1000 (This amount should always be in whole dollars, no cents,
no decimal places, no dollar signs, and no commas).

9) Enter “From Chart: R, Fund: ###, Orgn: ####, Account: ##HH#H##H, Program: ##”

10) Enter “To: Fund: ##, Orgn: ####, Account: #HH#H#, Program: ##

(Please keep in mind, the “From™ on this form represents where you are subtracting or
reducing funds and “To" represents where you are adding or increasing funds).

Note: No entry should be made under Index, Activity, or Location.

11) Enter “Description: Please give brief reason for the budget adjustment”

12) Select “Budget Period”: Determined by the month of the current fiscal year
Fund Codes Account Codes

100 — Operating Fund 404000 — Travel

2XX — Auxiliary Fund 405000 — Operating Services
360X XX — University Restricted 406000 — Supplies

370XXX —Tiger Fund 406500 — Professional Services

407000 — Other Charges
408000 — Capital Outlay



Program Codes Budget Periods
10 = Instruction Jul =01 Jan = 07

20 = Research Aug =02 Feb =08
40 = Academic Support Sep =03 Mar =09
50 = Student Services Oct=04 Apr=10
60 = Institutional Support Nov = 05 May =11
70 = Operations and Maintenance Dec =06 Jun=12
90 = Auxiliary

Once you have completely filled in all the necessary fields, click “Complete”

Thisisthe page that shows your document number. Y ou have now completed your budget adjustment.
This document is now forwarded to the Approval process. PLEASE PRINT A COPY FOR YOUR FILES.
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Budget Transfer

&R Begin by creating a budget transfer or retrieving an existing template. If available budget exists, budget can be transferred from only one set of accounting elements to anather
within the same chart.

Choose Complete to perform a validation and forward the document for processing.

Use Code Lookup to query a list of available values.

Document 10017126 completed and forwarded to the approval process.

Another Transfer

Use template | jone v

Transaction Date 22 & |ocT || | 2008 v‘

Journal Type | BDO2 (Permanent Budget Adjustments) V‘

Transfer Amount 1

Document Amount 2.00

Chart Index Fund Organization Account Program Activity Location D/C
From [R | ] | [100 | [1240 ] [204000 |[s50 i I |5
To \ | [too | [1140 |  [408000 |50 Il Il [t
Description |To purchase supplies ‘ Budget Period @ 5
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