Self-Service Financial Management
Directions for Budget Adjustments

The following are the Self-Service Budget Adjustment Guidelines:
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User access is defined by the existing Self-Services User Roles established by the Controller’s
Office.

Budget Adjustments are only allowed for Fund “10” Operational accounts.

The only compensation lines that can be adjusted are Adjunct, Overtime and Student Wages. The
Budget Office will handle any other compensation adjustments that are required.

Budget Adjustments must balance.

Budget Adjustments are permanent.

There is no functionality to attach documentation to a Budget Adjustment.

Budget Controls are turned on which means that you will not be able to process a purchase
requisition or any form of payment request if there are insufficient budget dollars available in the
individual accounts in the request.

Budget Adjustments will be reviewed and approved within 48 hours of receipt.

See “Directions for Filtering Criteria” on Budget website for further assistance.

If the Budget Office has to deny the entry and email will be sent with the reasoning.

Historical Budget Adjustmentsl show on the Initiators screen.

Log into Self Service via CONNECT2U. Click on Self Service Icon.

Click on Financial Management.

i Financial Management
Here you can view the financial health of your cost centers and your projects.

Click on Budget to Actuals.

_ . Budget to Actuals

Here you can view the financial health of your cost centers.

There is be a Budget Adjustments option and an Approvals option (if applicable).

Budget to Actuals

The easiest way to populate the Budget Adjustment is to click on My Cost Centers, and then select
the filtered criteria that will show the General Ledger (GL) accounts required for the Budget
Adjustment(s).

The screen below shows the column headings that will automatically appear. You can then see if
there are remaining budget dollars available to move and which accounts are over budget.
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i Cost Center

00007010 UNR-CPERATING FUND : EMERGENCY RESPOMNSE

OFERATIONS

00007010 UNR-CPERATING FUND : EMERGENCY RESPOMNSE

OPERATIONS

Budgeted |  ActualRevenue | i Budgsted
Revenus Expenszes
50.00

5188.912.81

Actuals and
Encumbrances

-$29,067.00

5202,184.21

Remaining
Expenszes

529,067.00

-513.271.40

%Spent | #  Financia
Health

D% o

107 % o

Under the Cost Center field, you can click to expand the accounts further until you get to the level
displaying the desired GL accounts.

This will allow you to drag and drop the GL accounts that you need, but you can manually type in

the accounts if you prefer.

You can click on the columns and elect to hide, move etc. You can hide the Encumbrances column
so that you can see the overages easier.

Fund: 10 || Unitc 00007010 | | Object: &

#DDOOT010 UNR-OPERATING FUND : EMERGENCY RESPONSE
OPERATIONS

Expense
# 6 GEMERAL OPERATING EXPEMSES

10-1-00007010-60-600014 UMR-OPERATING FUND
EMERGEMCY RESPONSE OPERATIONS - TEMPORARY HELP

10-1-00007010-60-602005 UMR-OPERATING FUND

Budgst

5162404514
£1,624.04514

£26,772.50

£12.645.00

EMERGEMCY RESPONSE OPERATIONS - SERVICE CONTRACTS

10-1-00007010-60-602010 UMR-OPERATING FUND

Click on Budget Adjustment Tab.

The Date and Initiator will auto populate.

There is a Reason box that must be completed in order to click Next and move forward. There is a
30-character limit and this will appear in the General Ledger for all to see.

Budget Adjustment

Budget Adjustment B x
© Initiate {2} Adjustments {2} Summary

Transaction Date *

4 ‘ 6/1/2021 |

Initiator

‘ Kim Puzzo |

eqzon for adjustment

Actuals

Encumbrances

5681,723.38

§681,723.38

£42 605.37

£16.405.74

Hide calumn

Add columns..
Mowve column right
Mowve columin left

Restore Default Columns

4
SOOT
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e Dragthe account(s) over into the Budget Adjustment screen.

e The Adj. Remaining Balance will auto populate.

e You have the option to add multiple accounts in the “To” or “From” section.

e [f you attempt to select an excluded account (such as a compesnation or fringe benefts account)
the following error message will appear.

From Account °

10-1-23000010-60-504000 @

This account is excluded from online budget adjustments.

e Click Enter when you have a balanced transaction and then click Next.
Budget Adjustment 2] =<

(1) Initiate € Adjustments
{2} Summary

From Account =

| 10-1-00007010-20-6040174
LINF: COPERATING FUND - EMERGENCY RESPOMEE OFERATIONS : LAEDRATORY TEST

FEER
Amount

[ £2237.29

idj. Rernaining Balance $1.101,002.21

To Accoumnt =

| 10-1-00007010-20-602005
LINF COPERATING FUND - EMERGENCY RESPOMSE OFERATIING : SERVICE

COMTRACTS
Amount

Mdj. Remaining Balance $0.00

To Accoumnt =

| 10-1-D0007010-80-611405
LINR. OPERATING FLIND : EMERGENCY RESPOMSE OPERATIONS : MEDICAL SLIFFLES

Amount

547655

Mdj. Remaining Balance $0.00

Total From $£4,237.2%
Total To £4,237.29
o balanced tramsacson

Previous |
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e The screen below provides a Comments section where you can state whatever detail will help you
remember this transaction and any information that the Budget Office should know.

10-1-000070710-60-604074 54,237.2
UMNR-OPERATING FUND :

EMERGEMCY RESPOMNSE

QOPERATIOMS : LABORATORY TEST

FEES

Total £4,237.20

To

10-1-00007010-60-602005 5376074

UMR-OPERATIMNG FUND :

EMERGEMCY RESPOMSE

OPERATIONMS : SERVICE CONTRACTS

10-1-00007010-60-611405 5476.55

UMR-OPERATIMG FUMND :

EMERGEMCY RESPOMSE

QOPERATIONS : MEDICAL SUPPLIES

Total £4.237.20
a balanced transaclicn

Transaction Date Initiator

6172021 Kim Puzzo

Reason

Realign Covid Accounts

Approvers A

Comments ~

Per the request of Dr. Wagn erl

pa—t -
-

e Click Submit and then Colleague will automatically assign a Budget Adjustment number as seen
below.

Budget Journal Number BODO7TT (6/172021)
submitted successfully.

e The entry will then workflow to the Budget Office for final approval and posting to the General
Ledger.
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