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Budget Journal Administration

Course Overview

In this user guide, you will learn how to use the Commitment Control module in SWIIFT to create transactions
used in the budgeting process, including budget journals and budget transfers.

e Budget journals are used to create expense budgets and revenue budgets which are needed before your
agency can spend or receive money.

e Budget transfers are used to transfer funds between appropriations, and they are used to roll forward (or
back) funds from one budget period to another budget period for the same appropriation.

You will also learn how to view and correct Budget Check errors that may occur while processing journals. Most
of these transactions require one or more levels of approval. You will learn how to submit transactions for
approval and monitor the approval status.

Before learning how to enter budget transactions, you'll need to understand some key budget processes,
concepts and terms which are summarized in the following overview.

Note: The Budget Journal Inquiry User Guide provides detailed instructions for running budget reports
that exist in SWIFT, and viewing budget inquiry pages. Reports include the Manager's Financial Report
(MFR), Allotments within Appropriation Report, and Appropriation Transfer Detail Report. Budget Inquiries
include the Appropriation Overview, Budget Details, and Budget Overview.

Budget Process

A high level overview of the budgeting process is outlined below.

Step Description

1. Agencies submit biennial budgets to the legislature in odd numbered years.
Supplemental and capital budgets are submitted in even numbered years.

2. The legislature allocates dollar resources based upon specific language in the
appropriation bill that is being allocated to meet specific objectives.

3. The legislative language becomes law.

4. Agencies prepare a Budget Finance Plan which includes both an income plan and a

spending plan. The income plan is how much income is planned to come into the
specific agency for each year. The spending plan shows the planned expenditures for

each year.
5. MMB enters appropriation budget journals that agency EBOs approve.
6. Agencies enter expense, dedicated and non-dedicated revenue budget journal entries.

Agencies also enter anticipated and actual budget transfers when authorized by
legislation or policy.
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Budget Structure

The budgetary structure is made up of appropriations, allotments, expense budgets, and revenue budgets
described as follows:

Budget Structure Description

Appropriations Appropriations are the dollar amounts allocated by law or statute for a specific purpose.

e Appropriations are generally broken down into one or more allotments that are in
turn broken down into one or more specific expense budget lines.

e Spending is controlled at the appropriation level.

e Direct appropriations are established by statute or law. Dedicated appropriations
are based on receipts.

Allotments Allotments are established to break down appropriations into smaller management
control units.

e Allotments establish spending ceilings based on the total amounts entered on
the related expense budgets.

e Expenditure control is at the account group level: Payroll and Non-Payroll.

Expense Budgets | Expense Budgets establish the spending side of the budget.

o Expense budgets are established at the Account Class level.

e Amounts entered in the expense budgets determine budget spending limits
enforced at the allotment level.

e Expense budgets are tracked without a budget. Transactions won't fail at the
expense budget level, but will fail if the higher level allotment does not exist.

Revenue Budgets | Revenue Budgets are established to budget and account for revenues.
e Each budget line represents a source of revenue.

e Revenue budgets are required when agencies collect receipts.

e The revenue budget amount does not limit the amount of revenue that can be
collected.

¢ Non-dedicated revenues are not associated with an appropriation budget.
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Budget Structure

(Commitment Control Ledgers)

Revenue Budget Appropriation
Track w/Budget Control
Budget Keys: Budget Keys:
Budget Period, Fin DeptlD, Fund, Budget Period, Fin DeptID, Fund, ApproplD

ApproplD, Account — Detail level

{Non-dedicated receipts are not associated

with an appropriation budget) '

Allotment
Control

Budget Keys:

Budget Period, Fin DeptlD, Fund, ApproplD,
Account — Group level (Payroll/NonPayroll)

15

Expense Budget
Track w/o Budget
Budget Keys:

Budget Period, Fin DeptlD, Fund, ApproplD,
Account — Class Level
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ChartFields (Chart of Accounts)

Budget Journal entries create levels of control by use of ChartFields. The Chart of Accounts is comprised of
informational fields that provide the basic structure to segregate and categorize transactional and budget data.
This creates the basic financial control structure. Each Chart of Account field is called a ChartField. Multiple
ChartFields allow for a more detailed level of analysis of accounting information. There are statewide ChartFields
which are required on all transactions and there are several ChartFields available for use by agencies. There are
also ChartFields that are used for project and grant transactions.

Statewide and Agency Reporting ChartFields

The table below lists statewide ChartFields which are required on all transactions and ChartFields that are
available to use at the agency'’s discretion.

Field Name Length Required Statewide Reporting
Fund 4 Yes Yes

Fin DeptID 8 Yes Yes
AppropID 7 Yes Yes
Account 6 Yes Yes
Statewide Cost 3 Yes

Sub Account 4

Agency Cost 1 5

Agency Cost 2 5

Project/Grant Reporting ChartFields

The table below lists ChartFields which are required for project and grant transactions and those that may be
used at the agency’s discretion. Project coding is entered at the transaction level, such as purchase orders and
payments.

Field Name Length Required for Projects
PC Business Unit 5 Yes

Project 15 Yes

Activity 5 Yes

Source Type 5 Yes
Category 5

Sub-Category 5
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Budget Key Fields for Budget Journal Entry
The key fields for entering budget journal transactions include:

e Business Unit
e Budget Period

e Fund
e ApproplD
e Fin DeptlD

e Account (expense and revenue budgets)

More detail regarding these key fields follows.

Business Unit

Commitment Control shares the business unit configuration with the general ledger. Since the State of Minnesota
is one financial reporting entity, all agencies use the “MNO001” Business Unit when entering budget journal and
budget transfer transactions in the Commitment Control module. Business units in SWIFT modules outside of the
general ledger (such as Purchasing or Accounts Payable) generally represent a state agency, such as “G1001”
for Minnesota Management & Budget.

Budget Period

Budget Period represents the period that money is legally authorized for spending by the legislature. Budget
periods start on July 1st and end on June 30th of each year. For continuing appropriations, it represents the
original year of funding. This field is only used in the Commitment Control module. In other modules this field may
be called “Budget Year”.

Fund

Fund is the building block of Government Accounting. Fund assures that dollars are used to meet specific
activities in accordance with legislative intent, special regulations, restrictions, limitations. All accounting
transactions must have a valid fund. The field length is 4 digits.

Types of funds include:

Fund Types Description

Governmental General, Special Revenue, Capital Projects, Debt Service, Permanent
Proprietary Enterprise, Internal Service

Fiduciary Trust and Agency Funds held in Trustee Capacity

Released January 20, 2016 (Version 4)
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Fin DeptID

The Fin DeptID defines the organizational structure of an agency. These values are not the same as the
Department values in SEMA4. Agencies request new Fin DeptlD’s and changes to existing Fin DeptlD’s by
submitting the Fin DeptID Template located on the SWIFT Forms page of the MMB website
(http://www.mn.gov/mmb/accounting/swift/forms/). Agencies can assign attributes to Fin DeptID’s, such as
Management Activities or Divisions to further enhance reporting capabilities.

The Fin DeptID is 8 characters and has the following naming convention:

Character(s) Description

1thru 3 Agency Code. The first three characters are the agency code, such as “G10”
for Minnesota Management & Budget.

4 Budget Level Identifier. The fourth character identifies the Budget level:
“0” Agency

“1" Appropriation

“2" Allotment

“3" Expense budget

“4” Optional transaction

“8” Revenue only

“9” Reporting

5-8 Agency discretion. Characters 5 through 8 are assigned at the agency’s
discretion.

The Fin DeptID values are represented on hierarchical trees that are used when transactions are budget checked.
Graphical illustrations of the Expense and Revenue hierarchical trees can be viewed in SWIFT. (Navigation Links:
Tree Manager, Tree Viewer, and search for “KK_DEPTID").

Tree Hame: Kk_DEFTID_EXP KK DeptlD Tree for Expenditure

[]

Close Display Options Print Format

ALL =B1100000

[=F ALL - All Values  Level :All Values

CHY0 - Conversion Agency  Level JAgency Level

BO400000 - Department of Agriculture  Level :Agency Level

E 81100000 - Cosmetologist Examiners Board  Level JAgency Level I?Er

E B1110000 - Cosmetologist Examiners Board  Level (Approp Level
E B1120000 - Cosmetologist Examiners Board  Level :Allotment Le
L = B1130000 - Cosmetologist Examiners Board  Level :Expense Budg
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ApproplD

The Appropriation ID (ApproplD) is unique for every appropriation budget in SWIFT. ApproplD must be unique by
Fund, Fin DeptID, Budget Program and Budget Activity. The AppropID is 7 characters with the following naming

convention:
Character(s) Description
1thru 3 Agency Code. The first three characters are the agency code, such as “G10”
for Minnesota Management & Budget.
4 thru 7 Agency discretion. Characters 4 through 7 are assigned at the agency’s
discretion.

Agencies request appropriations by following the Budget & Accounting Instructions published on the MMB
website at http://www.mn.gov/mmb/accounting/swift/budg-acct-instr/.

Appropriation Attributes

Several attributes are assigned to each ApproplD, including:

e Alternate End Date (Alt Date)

e Appropriation Types
o Bill Area

e Budget Authority Option

e Budget Program
e Budget Activity

e Dedicated Receipt Cap Indicator
e Direct Appropriated Dedicated Revenue

e Fund Balance Classification

e Legal Citations

e LLBC Code (Legal Level of Budgetary Control)

More detail regarding appropriation attributes follows.

Alternate End Date (Alt Date) for Continuing Appropriations Only

The Alt Date is used to record the end date for continuing appropriations.

Released January 20, 2016 (Version 4)
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Appropriation types determine how the appropriation balance is treated at year-end closing. The table
below provides more detail.

Type Appropriation Description
Code Type
01 Regular Regular Direct Appropriation (balance cancels)
02 Continuing Spans multiple years (balance doesn't close)
03 Special Direct Special Direct Appropriation (balance rolls forward)
04 Special Special Dedicated Appropriation (dedicated receipts, balance rolls
Dedicated forward)
05 Biennial Balance rolls forward the first year (even numbered years) and cancels
the second year (odd numbered years)
06 Open Allows sufficient spending authority as the program requires. Balance
adjusted to actual expenditures (adjusted to create a $0 balance)
07 MNSCU Balance rolls forward at alternate date to accommodate “Work 9, Pay
Alternate Close 12"
99 Non Dedicated Identifies an ApproplD that is only used on non-dedicated revenue
Receipt budgets and is not associated with an Appropriation budget (AppropID
identifier only, closing not applicable)

Bill Area (for capital budgets only)

The Bill Area field is used to identify capital budget appropriations in SWIFT. You will enter “A96” in
this field for SWIFT capital budget appropriations only.

Budget Authority Option

The Budget Authority Option defines the Budget/Encumbrance Authority and Spending Authority for
the appropriation. Total obligations cannot exceed the Budget/Encumbrance Authority amount. The
Spending Authority is used as a limit on expenditure and transfer transactions. Budget Authority
Options include:

Option Code | Budget Authority Option Description
A Appropriation Only

C Collected

E Encumber Budgeted/Spend Collected
G Greater of Budget or Collected

L Lesser of Budget or Collected

Released January 20, 2016 (Version 4)
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Refer to the “SWIFT Budget/Encumbrance, Spending, and Transfer Authority” topic in the Appendix
of this User Guide for more information on how these authorities are calculated based on the Budget
Authority option.

Budget Program

The Budget Program code relates the appropriation to your agency’s biennial budget programmatic
structure. The Budget Program code has 5 characters: 3-character Agency Code + 2-character
Program Code. Budget Program/Budget Activity combinations can be used for several different
appropriations. Each appropriation only has one combination of these attributes.

Budget Activity

The Budget Activity code relates the appropriation to your agency’s biennial budget programmatic
structure. The Budget Activity code has 7 characters: 3-character Agency Code + 2-character
Program Code + 2-character Budget Activity Code. Budget Programs have one or more Budget
Activities. Budget Program/Budget Activity combinations can be used for several different
appropriations. Each appropriation only has one combination of these attributes.

Dedicated Receipt Cap Indicator

The Dedicated Receipt Cap identifies appropriations that require a dedicated receipt cap amount. The
dedicated receipt cap amount is entered on the revenue budgets. Revenue budgets entered for
appropriations with a value of “Y”, indicating there is a cap, will route to the Executive Budget Officer
at MMB for approval.

Direct Appropriated Dedicated Revenue

Agencies with dedicated revenues that are direct appropriated must create two appropriations: a
control appropriation that collects the revenue and an expenditure appropriation. The control
appropriation will transfer the direct appropriated amount into the expenditure appropriation. This 1-
character code identifies the appropriation as an expense or control appropriation.

Code Direct Appropriated Dedicated Code Description
E Expense Appropriation
C Control Appropriation

Fund Balance Classification

This 1-character code is used in financial reporting and relates to the extent to which the government
is bound to honor constraints on the specific purposes for which amounts in those funds can be
spent. For more information, refer to Statewide Operating Policy, Chapter 3, No. 0301-

01, Establishing Budgets. This classification is required for funds 1000-2999.

Code Fund Balance Classification Code Description

R Restricted — External Constraints Imposed

C Committed — Legislatively Specified Purpose

A Assigned — Assigned; Neither Restricted, nor Committed

Released January 20, 2016 (Version 4)
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Legal Citation(s)

The legal citation provides the authority for the appropriation. In most cases, dedicated appropriations
should have a statutory legal citation. In cases where a statue is created in a session law, enter the
statute in the legal citation and the law in the secondary legal citation. Examples of statute and
session law legal citations are provided below.

Statutory Citation Format:

MS [space] Chapter [period] Section [space] Subd/Paragraph (only if necessary)
Example: MS 4.07 3
Session Law Citation Format:
YYS [space] CHP [space] ART [space] SEC [space] SUB
The table below provides example citations for the following:

e Regular Session: Laws of Minnesota 2007, chapter 216, article 7, section 5, subpart

4A
e Special Session: Laws of Minnesota, 1st Spec. Sess., chapter 5, article 1, section 3,
subpart 4.
Example| Y | Y | S C|H]|P AR S| E|C S|U|B
Regular | 0 | 7 2|11 )|6 0|7 0O|0|5
Special | 0 | 7 | 1 0] 0|5 0|1 0|03 0] 0] 4

LLBC Code (Legal Level of Budgetary Control)

The Legal Level of Budgetary Control is a 2-digit code representing the lowest level at which an
agency’s management may not reallocate resources without special approval. This code is used to
produce the LLBC report, a supplement to the Comprehensive Annual Financial Report.

LLBC Code Description

00 Agency (agencies can move unrestricted money between programs)
01 Budget Program (money is restricted at the program level)

02 Budget Activity (money is restricted at the budget activity level)

03 Appropriation (riders or statutes restrict movement of money)

08 Non LLBC Fund — EBO Approval Required

09 Non LLBC Fund — Agency Approval Only

Released January 20, 2016 (Version 4)
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In addition to being used for reporting, the LLBC code also drives the workflow for Appropriation
Transfers that will require EBO approval as follows:

e Transfer crossing agencies or funds

e Transfer Out LLBC code ="01" and Transfer Out Budget Program <> Transfer In Budget

Program

e Transfer Out LLBC code ="02" and Transfer Out Budget Program <> Transfer In Budget
Program or Transfer Out Budget Activity <> Transfer In Budget Activity

e LLBC code ="03"

e LLBC code ="08"

Account (dependent on budget level)

The Account code classifies the nature of the transaction and is a key to Allotments, Expense Budgets and
Revenue Budgets. For reporting purposes, account codes are organized in a hierarchy, starting with the Account
Type code at the highest level and Account Detail Code at the lowest level. The table below describes this

hierarchy.

Account Level | Description

Hierarchy Code

Type 1 Account Type is a 2-digit code representing Asset, Liability, Fund
Balance, Expenditure, or Revenue.

Group 2 Account Group indicates whether it is a Payroll or Non-Payroll Expense
Account.

Category 3 Account Category is a 3-digit code representing the Category, such as
“600” for Departmental Earnings (Revenue) or “410” for Payroll
(Expense).

Class 4 Account Class is a 5-digit code representing the Class, such as “51110” —
State Grants (Revenue) or “41000” for Full Time — Salary (Expense).
Expense budgets are entered at the class level.

Detalil 5 Account Detail is a 6-digit code representing the detailed information,
such as “511001” for Federal Grants (Revenue) or “410001” Full Time —
Salary (Expense). The first character of the code usually represents the
type of account: 1 — Asset; 2 — Liability; 3 — Fund Balance; 4 —
Expenditure; 5, 6 — Revenue; 9 — Statistical.

e Allotments roll up from expense budgets to the Account Group Level (Payroll or Non Payroll)

e Expense Budgets are entered at the Account Class Level

e Revenue Budgets are entered at the Account Detail Level

Released January 20, 2016 (Version 4)
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The KK_Account Tree in SWIFT displays a graphical representation of the account hierarchy and levels used
when establishing allotment, expense and revenue budgets. (Navigation Links: Tree Manager, Tree Viewer and

search for “KK_Account”).

E; ALL - All Accounts  Level Statewide
"0 10-Assets  Level TYPE
51 20 - Liabilities  Level TYPE
30-Fund Balance Level :TYPE
"0 50 - Revenue  Level TYPE
"[=F 40 -Expense Level -TYPE
PAYRLL - Payroll Expense Accounts  Level :GROUP
E;- MOMNPAY - Mon-Payroll Expense Accounts  Level .GROUP
""" 31 141 - Loans Receivable-Exp Bud  Level :CATEGORY
L—g 411 -Furchased Senvices  Level CATEGORY
b 41100 - Space Rental And Utilities  Level :CLASS
2 411000 - 411099]
41110 - Printing And Advertising Level :CLASS
’ 41130 - Prof-Tech Sen-Outside Vend  Level :CLASS
’ 41145 - [T/ProfiTech OIS Vendor  Level :CLASS
’ 41150 - Computer and System Services  Level .CLASS
’ 41160 - Trav-Sub-InState-Border Comm Level :CLASS
’ 41170 - Trav/Sub-OutOfState-BorderComm  Level (CLASS
’ 41180 - Employee Development Level :CLASS
41190 - State Agcy-Prov Prof-Tech Serv  Level (CLASS
41195 - IT 5t Agcy ProfiTech Svec  Level :CLASS

The table below displays example combinations of key fields, Fin DeptIlD naming conventions, and account code

levels for budget journal entry.

Budget Example — with Keys & Levels

Level Budget Fund Fin DeptID ApproplD | Account Amount
Period
Appropriation 2015 2001 G1010000 G101111 100.00
Allotment 2015 2001 G1020000 G101111 Payroll (Group) 50.00
Allotment 2015 2001 G1020000 G101111 Non-Payroll (Group) 50.00
Expense Budget | 2015 2001 G1030000 G101111 41000 (Class) 50.00
Expense Budget | 2015 2001 G1030000 G101111 41130 (Class) 20.00
Expense Budget | 2015 2001 G1030000 G101111 41300 (Class) 30.00
Revenue Budget | 2015 2001 G1010000 G101111 511002 (Detail) 15,000.00
(or 2, 3, 0r8)

Released January 20, 2016 (Version 4)
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Create Codes to Simplify ChartField Entry (Optional)

SpeedTypes, SpeedCharts, and Distribution Codes are agency-defined codes that users can select while entering
transactions, such as purchase orders, payments, bills and receipts. After the user selects the code, the pre-
defined ChartFields are automatically entered. SWIFT modules and interfaces have different names for the
codes. For example, SpeedTypes can be used to enter accounting information for direct journal receipts in the
Accounts Receivable module, SpeedCharts are used in the Purchasing and Accounts Payable modules, and
Distribution Codes are used in the Billing Module. SpeedTypes and SpeedCharts are requested by completing the
applicable template available on the SWIFT Forms page (http://www.mn.gov/mmb/accounting/swift/forms/).
Distribution codes are used to enter accounting information in the Billing Module (refer to the Instructions provided
in the Setting Up Distribution and Charge Codes Quick Reference Guide).

Budget Period versus Accounting Fiscal Year

Budget Period is used to control spending authority as required by law. SWIFT uses the Budget Period or Budget
Date fields to distinguish between the Budget Period and the Accounting Fiscal Year. This allows accounting
transactions to be posted to a different Accounting Fiscal year and Budget Period. For example, this situation
occurs when a purchase order is issued and certified in one Budget Period and is cleared by a payment voucher
posted the following accounting fiscal year or when spending against a continuing appropriation takes place in
succeeding years. Budget Period is not closed as part of the year-end closing process.

Basic Budget Functions

The below table describes the basic budgeting functions. You will establish budget lines by entering a unique
string of ChartFields in budget journals. You will budget check the budget journals to verify that the accounting
distribution of the transaction matches the budget lines. All commitment control ledgers will be updated when
budget check is passed. There are set spending limits and the budget check will fail if a transaction exceeds the
funds available. Budget Journal entry is covered in Lesson 1 of this User Guide.

Step # | Budgeting Step Description

1. Establish budget lines Unique strings of ChartFields are entered in budget journals to
establish budget lines.

2. Budget Check transactions The accounting distribution of the transactions must match established
budget lines.

3. Record Financial activity Transactions update commitment control ledgers when transactions

pass budget check.

4. Set spending limits Budget check fails when transactions exceed funds available.

Appropriation Transfers and Roll Forwards

In addition to the basic budgeting steps described above, you may need to transfer funds from one appropriation

to another. Anticipated Budget Transfers are commonly entered prior to July 1 so expense budgets can be set-up
and purchasing can begin before the beginning of the new fiscal year. An Anticipated Budget Transfer decreases
the Budget/Encumbrance Authority in the “From” appropriation and increases the Budget/Encumbrance Authority
in the “To” appropriation. Anticipated Budget Transfers must be approved by your executive budget officer. The
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Actual Transfer referencing the Anticipated Budget Transfer moves the money and is processed on July 1 or
after. You may also need to roll forward (or back) money from one budget period to another for the same
appropriation. Budget Transfers are entered to accomplish these functions. Budget Transfers are covered in
Lesson 2 of this User Guide.

Agency Responsibilities (Fiscal and Budget)

One of the key characteristics of public sector accounting is the close relationship between budget and
operational accounting. A government must not only report the results of accounting operations in terms of
financial position, but also performance against the officially adopted budget. SWIFT addresses this need by
integrating budgetary accounting and budget controls, with financial accounting.

Agencies responsibilities include:

e Comply with laws, policies and procedures
e Establish agency budgeting structure and ChartField structure
e Develop budgets for revenues and expenses

e Regular monitoring of budgets, making adjustments (transfers) as needed

Annual Budget Instructions

Annual Budget & Accounting Instructions are distributed to agencies and posted on MMB’s website

at http://mn.gov/mmb/accounting/swift/budg-acct-instr/. The instructions include three documents which provide
guidance on establishing and closing budgetary accounts in SWIFT. The instructions describe how agencies
should prepare for year-end close and establish budgets for the new fiscal year.

Document #1
e Typically sent in March

e Review and finalize structure for new year

e Dedicated appropriation and spending plan

Document #2
e Late May (end of session)

o Direct appropriation and spending plan
e Budget impacts from session

Document #3
e  Mid July

e FY closing preparation
e Final dates for transaction processing
e Open encumbrances

e Outstanding budget issues
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Lesson 1: Creating Budget Journals

Lesson Overview

In this lesson, you will learn how to enter budget journals to establish expense and revenue budgets. You will also
learn how to create an online appropriation budget journal that will optionally be used in the event the
appropriation amount changes.

Expense budgets are set up to manage the spending side of the budget. Expense budgets track all of the
spending for a particular appropriation. Expense Budgets build the Allotments. An expense budget must to be
present to process transactions.

Revenue budgets are used to create a revenue stream. Revenue budgets for dedicated receipts are attached to
an Appropriation budget. Revenue budgets for non-dedicated receipts are associated with a non-dedicated
appropriation which directly feeds receipts to the fund without increasing spending authority. Revenue budgets
provide an estimate of the revenue that will be received during the budget period. Each budget line represents a
source of revenue. Revenue budgets are required when agencies collect receipts. The budget amount does not
limit the amount of revenue collected.

You will also learn how to use Excel templates to upload expense and revenue budget journals into SWIFT.
After completing this lesson, you should be able to:

e Create Appropriation Budget Journal
e Create Expense Budget Journal
e Create Revenue Budget Journal
e Create and Upload Budget Journals

e Search for Unfinished Budget Journals
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Creating Appropriation Budget Journals

Topic Overview

In this topic, you learn how to enter an on-line appropriation budget journal. An on-line appropriation budget
journal is only used if there is a change to the appropriation amount.

The typical process for requesting new appropriations or changing existing appropriations is described in

the Qverview section of this User Guide. In preparation for a new fiscal year, agencies request appropriations by
following the Budget & Accounting Instructions published on the MMB website

at http://www.mn.gov/mmb/accounting/swift/budg-acct-instr/. During the fiscal year, agencies request new
appropriations or changes to existing appropriations by submitting the Swift Appropriation Form located on the
SWIFT Forms page (http://www.mn.gov/mmb/accounting/swift/forms/) of the MMB website.

After completing this topic, you should be able to:

e Create an Appropriation Budget Journal
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Process Steps

Create Appropriation Budget Journals

You will enter an online appropriation budget journal when an appropriation amount must be changed or when the
appropriation must be cancelled or reduced.

Steps to complete:

Step 1: Use the Enter Budget Journals — Add New Value tab to begin creating a new budget journal

Step 2: Enter Information on the Budget Header page

Step 3: Enter information on the Budget Lines page

Step 4: Budget Pre-Check the Journal

Step 5: Submit the Journal for Approval and Monitor the Approval Process

Step 6: Submit the Journal for Final Posting

Step 1: Use the Enter Budget Journals — Add New Value tab to begin creating a new budget journal

You begin creating an Appropriation Budget Journal by entering information on the Enter Budget Journals
— Add New Value page. Information you enter on this page will populate to the Budget Header page, the next step
in the process.

1. Navigation Links: Commitment Control, Budget Journals, Enter Budget Journals.

2. Make sure the Add New Value tab is selected.

3. Complete the Enter Budget Journals page as described below.

Field Name

Field Description

*Business Unit

Accept or select Business Unit “MNOO01". This is the only Business Unit
used for budgets.

*Journal ID

Accept the default of “NEXT” in the Journal ID field and SWIFT will
automatically assign the next number available after you save the budget
journal.

*Journal Date

Accept the default current date. The Fiscal Year and Accounting Period
will be inferred by the Journal Date entered here.
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Favorites : Main Menu > Commitment Control > Budget Journals > Enter Budget Journals
- - e -

Enter Budget Journals
Find an Existing Value

Business Unit:[MMN001 G
Journal ID:

Journal Date: |03/27/2015 [5]

Add

4. Click on the Add button. After you create the Budget Journal, the Business Unit, Journal ID and
the Journal Date cannot be changed; however, you can exit the journal without saving and start over.

Step 2: Enter Information on the Budget Header page

After you click on the Add button, the Budget Header page displays. Notice that the information you entered on
the Enter Budget Journals page displays at the top of the Budget Header page.

1. Complete the Budget Header page by entering the applicable fields listed in the table below.

Favorites
-

Main Menu > Commitment Control > Budget Journals > Enter Budget Journals
- - -

Budget Lines Budget Errors Approve

Unit: MMO01 Journal 1Dz MEXT Date: 0342712015
*Ledger Group: KK_APPROP |Q Fiscal Year: 2015 Period: 9
*Source: G10 | Q
Control ChartField: Appropriation 1D (CF3) *Currency: UsD Q@
Budget Header Status: Mane Rate Type: CRRNT
*Budget Entry Type: Original *  Exchange Rate: 1.00000000 [
Cur EffdE: 03127/2015 [
Generate Parent Budget(s) Budget Type: Expense
Use Default Entry Event
Parent Budget Entry Type: Attachments (0)
Approvals
Long Description:
Type your description here.| E
Alternate Description
(E]

B save [Z] Notify | L Refresh Er Add Update/Display

Budget Header | Budget Lines | Budget Errors | Approve
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Field Name

Field Description

*Ledger Group

Click on the Ledger Group Lookup icon and select “KK_APPROP”. This
is the ledger group for appropriations.

Fiscal Year The Fiscal Year is inferred by SWIFT from the Journal Date.

(display only)

Accounting Period The Accounting Period is inferred by SWIFT from the Journal Date.
(display only)

Source Source is a mandatory field. Each user has one source code, which is
(display only) determined by the agency. The Source field is a default for the user and

is determined by the user's security role within SWIFT. This field cannot
be edited.

Control Chartfield

The Control ChartField overrides and defines budget options and

(display only) attributes according to the ledger group selected. Appropriation ID (CF3)
is the Control ChartField for Appropriation Budget Journals.
The Control Chartfield for this journal dictates the options for the
appropriation budget journal.

*Currency Accept the default “USD”. This is the only currency used in the State of

Minnesota.

Budget Header
Status

(display only)

The Budget Header Status displays the status of the current budget
journal. When the budget is posted, the Budget Header Status changes
to "Posted."

*Budget Entry Type

Select “Original” or “Adjustment” from the drop-down list. “Original”
indicates an original budget entry, while “Adjustment” indicates an
adjustment to an original.

Exchange Rate

Accept the default entry. Do not change this value.

Parent Budget

The Parent Budget Options automatically create parent-level budget and

Options budget journals in a budget hierarchy. These options cannot be changed.
(display only)
Cur Effdt Accept the default entry. This field is the Currency Effective Date and it

should not be changed.

Budget Type
(display only)

The Budget Type automatically populates and shows the type of budget
journal you're creating. The available budget types are:

- Expense: used for Appropriations, Allotments, and Expense Budgets
- Revenue: used for Revenue Budgets.

Long Description

Optionally, enter a description. The first 30 characters of the value
entered into this field will display as the journal description on various
search pages and you can search on the Description field.

Alternate
Description

Optionally, enter an alternate description.
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Favortes : Main Menu > Commitment Control > Budget Journals » Enter Budget Journals
Budget Lines Budget Errors Approve
Unit: MMO01 Journal ID: MEXT Date: 032712015
*Ledger Group: KK_APPROP | Q Fiscal Year: 2015 Period: g9
*Source: G10 | Q
Control ChartField: Appropriation ID (CF3) *Currency: usDQ
Budget Header Status: Mone Rate Type: CRRNTQ
*Budget Entry Type: Original h Exchange Rate: 1.00000000 [
Cur Effdt: 03127/2015 |[5]
Generate Parent Budget(s) Budget Type: Expense
Use Default Entry Event
Parent Budget Entry Type: Attachments (0)
Approvals
Long Description:
Type your description here | B
Alternate Description
(Ed]

B save | [Z] Nofify | |l Refresh

E+ Add Update/Display
Budget Header | Budget Lines | Budget Errors | Approve

Step 3: Enter information on the Budget Lines page

Next, you will enter the amounts and accounting information (ChartFields) associated with each journal
transaction on the Budget Lines tab.

1. Click on the Budget Lines tab. Information from the Budget Header page displays at the top of this tab.

2. Complete the ChartFields and Amounts and Base Currency tabs for each transaction line as described
below. There are several options you can use to organize the entry fields for ease of use.

e Click on the Show All Columns icon to access all of the fields.

e Click on the Personalize link in the Lines section and use the Column Order and Sort Order

options to hide fields you don’t need and order the columns you want to see.
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Favorites : Main Menu > Commitrnent Contral > Budgethournals » Enter Budget Journals
@New Window ._-,/Pers-:unalize Paj
Budget Header | ) Budget Errors Approve
Unit: MNOO1 Journal 1D: 00018086582 Date: 03/27/2015 Approval Status:  No Reguest Budget Header Status: Mone
*Process:  PostJournal - Process
e = Kl 1
Base Currency Details
Delete  Lines Ledger *Journal Class Budget Period Fund Fin Dept/D ApproplD~ Amount Ref Journal Line Desc
= 1 KK_APP_BUD APP Q. |2015 Q. (1000 |G |G1010000 & \G100009 Q, [-20,000.00 Journal Descriptic
4 n 3
S . Generate Budget Period Lines
Lines to add: 1 =] Joumnal Line Copy Down From Line: To
Total Lines: 1 Total Debits: 20.000.00 Total Credits: 0.00
B save Motify | s Refresh E+ Add Update/Display
Budget Header | Budget Lines | Budget Errors | Approve

Field Name

Field Description

Line (display only)

The line number assigned automatically by SWIFT.

Ledger (display only)

The Ledger selected on the Budget Header page.

*Journal Class

Options that display in the Lookup for this field, depend on
the Budget Entry Type selected on the Budget Header page:

If “Original” Budget Entry Type was selected, options include:

- APP (Approp Entry or Adjustment)

- OTH (Other)

If “Adjustment” Budget Entry Type was selected, options include:
- APP (Approp Entry or Adjustment)

- CNL (Approp Cancellation)

- OTH (Other)

- RED (Approp Reduction)

*Budget Period

Enter the Budget Period or click on the Lookup icon to select

a Budget Period. The Budget Period identifies the period that money is
legally authorized for spending by the legislature. Budget periods start on
July 1st and end on June 30th of each year. For example, Budget Period
2015 refers to the Budget Period from 7/1/2014 to 6/30/2015. Some
money may be available for spending after the Budget Period has ended.

The field length is 4 digits.
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Field Name

Field Description

*Fund

Enter the Fund or click on the Lookup icon to select a Fund.

Fund is an independent fiscal and accounting entity with a self-balancing
group of accounts, recording cash and/or other resources together with
all related liabilities, obligations, reserves and equities. They are split out
for the purpose of carrying on specific activities or attaining certain
objectives in accordance with special regulations, restrictions or
limitations.

The field length is 4 digits.

*Fin DeptID

Enter the Fin DeptID or click on the Lookup icon to select a Fin DeptID.

Fin DeptID (financial department identifier) represents the organizational
function to which expenditures and other activities must be applied. The
department structure should represent the organizational structure of an
agency or department. Combined with other ChartField values,
Department IDs form the basis for department budgets that track
revenues and expenditures.

The Fin DeptID is an 8-character alphanumeric identifier.

*Approp ID

Enter the Approp ID or click on the Lookup icon to select an Approp ID.

The Approp ID represents a single appropriation account that controls the
total amount of an agency's expenditures. The Approp ID is unique for
every appropriation budget in SWIFT.

The Approp ID is a 7-character alphanumeric identifier.

*Amount

Enter the amount of the transaction. Increases are a positive value and
decreases are a negative value.

Ref

The Ref field is not required for Appropriation Budget Journals.

Cumulative Begin
and End Dates

The State of Minnesota does not use these fields.

Journal Line
Description

Enter an identifying description for the specific journal line.
The field length is 30 characters.
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Favorites : Main Menu > Commitrnent Contral > Budgethournals » Enter Budget Journals
LElr-lew Window ,_-,/Perscnali:e Paj
Budget Header f Budget Errors Approve
Unit: MNOO1 Journal 1D: 00018086582 Date: 03/27/2015 Approval Status:  No Reguest Budget Header Status: Mone
*Process:  PostJournal - Process
- ChES 4 o
i d " Base Currency Details
Delete  Lines Ledger *Journal Class Budget Period Fund Fin Dept/D ApproplD~ Amount Ref Journal Line Desc
1 KK_APP_BUD APP Q. |2015 Q. (1000 |G |G1010000 & \G100009 Q, [-20,000.00 Journal Descriptic
4 [ 3
S . Generate Budget Period Lines
Lines to add: 1 =] Joumnal Line Copy Down From Line: To
Total Lines: 1 Total Debits: 20.000.00 Total Credits: 0.00
B save Motify | s Refresh E+ Add Update/Display
Budget Header | Budget Lines | Budget Errors | Approve

3. Click on the Save button. Note that the Journal ID changed from “NEXT” to a unique number after saving
the information.
4. Optionally, click on the Lines to add Plus Sign (+) to add additional transactions lines. When you add a

line, all of the fields from the line above will copy down into the new row, except

the Journal Line Description field. Change the fields that are different on the new line and complete as
described above. You can add multiple lines, select or deselect fields to copy, and delete lines by
following the instructions provided below.

Action

Instructions

Add Multiple Lines

To add more than one line at a time, change the default “1” to the
number of lines you want to add.

Select/Deselect Fields to
Copy

To select or deselect specific fields to copy, click on the Journal
Line Copy Down link to select or deselect fields to be copied when
the lines are added. Click on the OK button to return to the Budget
Lines tab.

Delete a Line

To delete a line, click on the Delete checkbox for a line that you
want to delete and then click on the Minus Sign (-) to delete the
line.

5. After you have entered all of the journal lines, click on the Save button.

Step 4: Budget Pre-Check the Journal

Next, you'll need to process the journal.

1. Select “Budget Pre-Check” from the Process drop-down list. This process checks the journal lines to
ensure that the proper accounting string of ChartFields is used.

2. Click on the Process button.
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3. A Message displays asking if you want to Budget Check this transaction without posting the results. Click
on the Yes button.

Do you want to Budget Check this transaction without posting the results? (18021,984)

Mo

4. If the Budget Pre-Check processes successfully, the Budget Header Status now displays “Checked Only”.
If you receive an error or warning, refer to the “Correcting Budget Check Exceptions” topic in this User
Guide for instructions.

Step 5: Submit the Journal for Approval and Monitor the Approval Process
Next, you'll submit the journal for approval.

1. Select “Submit Journal” from the Process drop-down list.

2. Click on the Process button. The Approval Status displays “Submitted”. You cannot do anything with
the journal now that is in the Approval process. The Process button is grayed out and no longer available
for selection.

3. Click on the Approve tab to view the approval routing information.

Fa\.fovr'rtes MainvMenu b Cumm'rtmevntCDntro\ 3 Budgethournals » Enter Budget Joumnals

L.EHE'.‘.’ Window ,_-,/Perscnalize
Budget Header Budget Lines Budget Errors

Unit: MMOO1 Journal ID: 0001808632 Journal Date: 03/27/2015

KK Journal Approval
< MNO001,0001808682,2015-03-27:Pending

Path 2 Ldgr Grp is KK_APPROP

Pending Not Routed Not Routed Not Routed
CL) lultiple Approvers =13 lultiple Approvers =13 lultiple Approvers =13 Multiple Approvers
Agency = EBO = Budget Operations = Agency Assistance

Name Long Description Approval Status

1

Approve Deny Pushback

e The Approval path displays in the middle of the page, showing the different groups that need to
approve and the status of the routing.

e |If there is more than one person in the approval group, click on the Multiple Approvers link to view
the staff that can approve for that group.
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e Alisting of the approval transactions displays at the bottom of the page, showing Name, Approval
Status, and Date. The Long Description field will show any comments entered during the approval
process.
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4. Once the journal has been approved, the transaction must be submitted for final posting. You can monitor
the approval process by checking your workflow or by viewing the Approval tab for the journal. Refer to
the “Monitoring Budget Journals Approval Workflow” topic for more information.

Step 6: Submit the Journal for Final Posting
For Appropriations, this step typically will be performed by a member of the MMB Central Staff.

Note: If a journal is not needed after it is entered and before it is approved, the journal may be deleted by
navigating to the Budget Lines tab and selecting “Delete Journal” from the Process field dropdown
listing.

You should now be able to:

e Create an Appropriation Budget Journal
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Creating Expense Budget Journals

Topic Overview

In this topic, you will learn how to create an expense budget journal. Expense budget journals are used to create
expense budgets or change existing expense budgets.

Expense budgets are set up to manage the expenditures that will be expended during the budget period. Expense
budgets track all of the spending for a particular appropriation. An expense budget must to be present to process
transactions. Expense Budgets are created at the account code Class level and they build the Allotments.

After completing this topic, you should be able to:

e Create Expense Budget Journals
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Process Steps

Create Expense Budget Journals

This topic covers how to enter expense budget journals.
Steps to complete:

e Step 1: Use the Enter Budget Journals — Add New Value tab to begin creating a new budget journal
e Step 2: Enter Information on the Budget Header page
e Step 3: Enter information on the Budget Lines page
e Step 4: Budget Pre-Check the Journal
e Step 5: Submit the Journal for Approval and Monitor the Approval Process
e Step 6: Submit the Journal for Final Posting
Step 1: Use the Enter Budget Journals — Add New Value tab to begin creating a new budget journal
You begin creating an Expense Budget Journal by entering information on the Enter Budget Journals

— Add New Value page. Information that you enter on this page will populate to the Budget Header page, the next
step in the process.

1. Navigation Links: Commitment Control, Budget Journals, Enter Budget Journals.
2. Make sure the Add New Value tab is selected.

3. Complete the Enter Budget Journals page as described below.

Field Name Field Description

*Business Unit Accept or select Business Unit “MNOO01". This is the only Business Unit
used for budgets.

*Journal ID Accept the default of “NEXT” in the Journal ID field and SWIFT will
automatically assign the next number available after you save the budget
journal.

*Journal Date Accept the default current date for the Journal Date. The Fiscal Year

and Accounting Period will be inferred by the Journal Date entered here.
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Favorites | Main Menu > Commitment Control > Budget Journals > Enter Budaget Journals
Enter Budget Journals

Find an Existing Yalue “

Business Unit:[MMN001 |G

Journal ID:

Journal Date: [03/20/2015 |[#]

Add

4. Click on the Add button. After you create the Budget Journal, the Business Unit, Journal ID and
the Journal Date cannot be changed; however, you can exit the journal without saving and start over.

Step 2: Enter Information on the Budget Header page

After you click on the Add button, the Budget Header page displays. Notice that the information you entered on
the Enter Budget Journals page displays at the top of the Budget Header page.

Favnvr'rtes Main'Menu ¥ Cummitmgnt Control > Budget'JDurnals > Enter Budget Journals

." . i e - Budget Lines Budget Errors Approve

Unit: MMO01 Journal ID: MEXT Date: 03/30/2015
*Ledger Group: KK_EXP_BUD Fiscal Year: 2015 Period: 9
Source: G10
Control ChartField: Appropriation 1D (CF3) *Currency: usb Q@
Budget Header Status: Mane Rate Type: CRRNTC
*Budget Entry Type: Original T Exchange Rate: 1.00000000 [
P " Cur Effdt: 02/20/2015 [5)
Generate Parent Budget(s) Budget Type: Expense
Use Default Entry Event
Parent Budget Entry Type: Criginal Attachments (0)
Approvals
Long Description:
Type a description here. Bl
Alternate Description
]
Bl save | [=] Notify = L Refresh Es Add Update/Display

Budget Header | Budget Lines | Budget Errors | Approve
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1. Complete the Budget Header page by entering the applicable fields listed in the table below.

Field Name

Field Description

*Ledger Group

Click on the Ledger Group Lookup icon and select “KK_EXP_BUD". This
is the ledger group for expense budgets.

Fiscal Year The Fiscal Year is inferred by SWIFT from the Journal Date.

(display only)

Accounting Period The Accounting Period is inferred by SWIFT from the Journal Date.
(display only)

Source Source is a mandatory field. Each user has one source code, which is
(display only) determined by the agency. The Source field is a default for the user and

is determined by the user's security role within SWIFT. This field cannot
be edited.

Control Chartfield

The Control ChartField overrides and defines budget options and

(display only) attributes according to the ledger group selected. Appropriation ID (CF3)
is the Control ChartField for Expense Budget Journals.
*Currency Accept the default “USD”. This is the only currency used in the State of

Minnesota.

Budget Header
Status

(display only)

The Budget Header Status displays the status of the current budget
journal. When the budget is posted, the Budget Header Status changes
to "Posted."

*Budget Entry Type

Select “Original” or “Adjustment” from the drop-down list. “Original”
indicates and original budget entry, while “Adjustment” indicates an
adjustment to an original.

Exchange Rate

Accept the default entry. Do not change this value.

Parent Budget

The Parent Budget Options automatically create parent-level budget and

Options budget journals in a budget hierarchy. These options cannot be changed.
(display only)
Cur Effdt Accept the default entry. This field is the Currency Effective Date and it

should not be changed.

Budget Type
(display only)

The Budget Type automatically populates and shows the type of budget
journal you're creating. The available budget types are:

- Expense: used for Appropriations, Allotments, and Expense Budgets
- Revenue: used for Revenue Budgets.

Long Description

Optionally, enter a description. The first 30 characters of the value
entered into this field will display as the journal description on various
search pages and you can search on the Description field.

Alternate
Description

Optionally, enter an alternate description.
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Favorites | Main Menu > Commitment Control > BudgetJournals > Enter Budget Journals

BudgetLines Budget Errors Approve

Unit: MO0 Journal 1D: MNEXT Date: 03/30/2015
*Ledger Group: KK_EXP_BUDQ Fiscal Year: 2015 Period: 9
Source: G10
Control ChartField: Appropriation 1D (CF3) *Currency: UsD @,
Budget Header Status: MNone Rate Type: CRRNT/C
*Budget Entry Type: Original ¥  Exchange Rate: 1.00000000 [
Cur Effdt: 03/30/2015 [#]
Generate Parent Budget(s) Budget Type: Expense
Use Default Entry Event
Parent Budget Entry Type: Criginal Attachments (0)
Approvals

Long Description:
Type a description here.

Alternate Description

[l save Motify = s Refresh S Add |pdate/Display

Budget Header | Budaget Lines | Budaget Errors | Approve

Step 3: Enter information on the Budget Lines page

Next, you will enter the amounts and accounting information (ChartFields) associated with each journal
transaction on the Budget Lines tab.

1. Click on the Budget Lines tab. Some information from the Budget Header page displays at the top of this

tab.

Complete the ChartFields and Amounts and Base Currency tabs for each transaction line as described
below. There are several options you can use to organize the entry fields for ease of use.

e Click on the Show All Columns icon to access all of the fields.

e Click on the Personalize link in the Lines section and use the Column Order and Sort Order

options to hide fields you don’t need and order the columns you want to see.
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Favorites © Main Menu > Comm'n:rnevntcontrol b Budgethournals > Enter Budget Journals

Budget Header k d Budget Errors Approve

Unit: MNOO1 Journal 1D: MNEXT Date:

g Base Currency Details

Delete  Line Ledger Budget Period *lournal Classa  Fund Fin DeptiDv ApproplD¥ Account Amount
E 1 KK_EXP_BUD [2015 Q, |BUD Q1000 |G1039000 |G, |G100009 C |41000 @ 1000.00
s ) Generate Budget Period Lines
Lines to add: 1 = Journal Line Copy Down From Line: To: [
Total Lines: 9 Total Debits: 0.00 Total Credits: 0.00

B Save | [Z] Notify | |1 Refresh

Budget Header | Budget Lines | Budaget Errors | Approve

E New Window P Help [E A

DB/M7/2015  Approval Status: Mo Request Budget Header Status:  None
*Process: Post Journal - Process

Bl g B o1 O

Er Add Update/Display

Field Name

Field Description

Line (display only)

The line number assigned automatically by SWIFT.

Ledger (display only)

The Ledger selected on the Budget Header page.

*Journal Class

Click on the Journal Class Lookup icon and select “BUD — Budget Entry
or Adjustment”, the only option.

*Budget Period

Enter the Budget Period or click on the Lookup icon to select

a Budget Period. The Budget Period identifies the period that money is
legally authorized for spending by the legislature. Budget periods start on
July 1st and end on June 30th of each year. For example, Budget Period
2015 refers to the Budget Period from 7/1/2014 to 6/30/2015. Some
money may be available for spending after the Budget Period has ended.

The field length is 4 digits.

*Fund

Enter the Fund or click on the Lookup icon to select a Fund.

Fund is an independent fiscal and accounting entity with a self-balancing
group of accounts, recording cash and/or other resources together with
all related liabilities, obligations, reserves and equities. They are split out
for the purpose of carrying on specific activities or attaining certain
objectives in accordance with special regulations, restrictions or
limitations.

The field length is 4 digits.
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Field Name

Field Description

*Fin DeptID

Enter the Fin DeptID or click on the Lookup icon to select a Fin DeptID.

Fin DeptID (financial department identifier) represents the organizational
function to which expenditures and other activities must be applied. The
department structure should represent the organizational structure of an
agency or department. Combined with other ChartField values,
Department IDs form the basis for department budgets that track
revenues and expenditures.

The Fin DeptID is an 8-character alphanumeric identifier.

*Approp ID

Enter the Approp ID or click on the Lookup icon to select an Approp ID.

The Approp ID represents a single appropriation account that controls the
total amount of an agency's expenditures. The Approp ID is unique for
every appropriation budget in SWIFT.

The Approp ID is a 7-character alphanumeric identifier.

*Account

Enter the Account code or click on the Lookup icon to select an Account
code.

Note that the Account is a 5-digit code for Expense Budgets. This is a
higher-level Account code than the more detailed 6-digit Account code
used for Revenue Budgets.

The Account ChartField classifies the nature of a transaction such as
"Revenue" and "Expenses". The value in this field determines whether it
is an asset, liability, equity, revenue or expenditure.

*Amount

Enter the amount of the transaction. Increases are a positive value and
decreases are a negative value.

Journal Line
Description

The Journal Line Description is automatically entered with the Account
code description. You can change the description if you desire.

The field length is 30 characters.

Ref

The Ref field is not required for Expense Budget Journals. It is a required
field when entering budget transfers.

SpeedType

The State of Minnesota does not use this field.

Cumulative Begin
and End Dates

The State of Minnesota does not use these fields.
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Favorites : Main Menu > Commitment Control > Budget Journals > Enter Budget Journals
B New Wind ? Help [&]
Budget Header || ) Budget Errors Approve
Unit: MMO01  Journal ID: 0002290159 Date: 06M7/2015 Approval Status: Mo Request Budget Header Status: Mone
+Process:  PostJournal - Process
& B 4 0
i Base Currency Details
Delete  Line Ledger Budget Period *Journal Class«  Fund Fin DeptiD~ ApproplD~ Account Amount
1} 1 KK_EXP_BUD (2015 G, |BUD Q. 1000/Q, |G1039000 C |G100009 | (41000 C |1,000.00
. i Generate Budget Period Lines
Lines to add: 1 = Journal Line Copy Down From Line: To: l
Total Lines: 1 Total Debits: 0.00 Total Credits: 1.000.00
B save | [Z] Notify | |l Refresh E+ Add Update/Display
Budget Header | Budget Lines | Budget Errors | Approve

3.

5.
Step 4:

Click on the Save button. Note that the Journal ID changed from “NEXT” to a unique number after saving
the information.

Optionally, click on the Lines to add Plus Sign (+) to add additional transaction lines. When you add a
line, all of the fields from the line above will copy down into the new row, except

the Journal Line Description field. Change the fields that are different on the new line and complete as
described above. You can add multiple lines, select or deselect fields to copy, and delete lines by
following the instructions provided below.

Action Instructions

Add Multiple Lines To add more than one line at a time, change the default “1” to the
number of lines you want to add.

Select/Deselect Fields to To select or deselect specific fields to copy, click on the Journal

Copy Line Copy Down link to select or deselect fields to be copied when
the lines are added. Click on the OK button to return to the Budget
Lines tab.

Delete a Line To delete a line, click on the Delete checkbox for a line that you
want to delete and then click on the Minus Sign (-) to delete the
line.

After you have entered all of the journal lines, click on the Save button.

Budget Pre-Check the Journal

Next, you'll need to process the journal.

1.

Select “Budget Pre-Check” from the Process drop-down list. This process checks the journal lines to
ensure that a valid accounting string of ChartFields is used.

Click on the Process button.

A Message displays asking if you want to Budget Check this transaction without posting the results. Click
on the Yes button.
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Do you want to Budget Check this transaction without posting the results? (18021,984)

Mo

o If the Budget Pre-Check processes successfully, the Budget Header Status displays “Checked
Only”. You may proceed to the Step 5 in the process.

e |f the Budget Pre-Check was not successful, an error message displays indicating that budget
checking errors were logged for this document and requiring you to check the budget exception
page to view the errors. Refer to the “Correcting Budget Check Exceptions” topic for the
procedure to view and fix the error.

Budget Checking Errors Exist (18021,91)

Budget checking errors were logged for this document. Please check the budget exception page to view them.

Step 5: Submit the Journal for Approval

Next, you'll submit the journal for the approval process. Typically, the Expense Budget Approval process is a self-
approval process, which means that the expense budget is automatically approved after it is submitted.

WARNING! After the journal is approved, you must proceed to Step 6 and post the journal.

1. Onthe Budget Lines tab, select “Submit Journal” from the Process drop-down list.
2. Click on the Process button. The Approval Status displays “Submitted”.

3. If you are setup to self-approve the expense budget journal, the Approval Status will display “Post” and
you can proceed to the Step 6 and post the transaction.

Favovrrtes Main'Menu > Cumm'rtme'ntControI b3 Budget'JoumaLs > Enter Budget Journals

l_ElNewWinduw ?Help D
Budget Header Budget Lines Budget Errors Approve

Unit: MNOO1  Journal ID: 0002280159  Date: 08M17/2015  Approval Status:  Fost Budget Header Status: ~ Mone i i
*Process:  PostJournal ~  Process |

personalize | Find | View Al | B | 3 First Kl 12072 I ast

I P T  Base Currency Details

Delete Line Ledger Budget Period  Journal Class«  Fund Fin DeptiD+ ApproplD¥  Account Amount
2 KK_EXP_BUD 2015 BUD 1000 G1039000 G100009 41030 -1,000.00
1 KK_EXP_BUD 2015 BUD 1000 G1039000 G100009 41000 1,000.00
o . Generate Budget Period Lines
Lines to add: 1 =l JournalLine Copy Down From Line: [ [ ]
Total Lines: 2 Total Debits: 1,000.00 Total Credits: 1,000.00
.ﬁ Save:| ..Q Return to Search .E Notify | f:; Refresh .E'q- Add | . Uipdate/Dispi .a:-.

Budaget Header | Budget Lines | Budget Errors | Approve
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--OR--

4. If you cannot self-approve the expense budget journal, the journal is now in the Approval process. The
Process button is grayed out and no longer available for selection.

5. You can monitor the approval process by checking your workflow or by checking the Approval tab for the
journal. Refer to the “Monitoring Budget Journals Approval Workflow” topic for more information. After the
journal has been approved by all the required approvers, the transaction will appear in your workflow and
the Work Item column will display “Approved”. Click on the link to navigate to the journal and finish
processing.

6. Click on the Budget Lines tab. You are ready to proceed to Step 6 and post the journal.

WARNING! After the journal is approved, you must proceed to Step 6 and post the journal.
Step 6: Submit the Journal for Final Posting
The last step is to submit the journal for final posting.

1. Onthe Budget Lines tab, ensure that the Approval Status displays “Post”.

2. Select the “Post Journal” option from the Process drop-down listing.

3. Click on the Process button.

4. Click the “Yes” button at the Message asking whether you are sure you want to post the journal.

e If the journal posted successfully, the Budget Header Status displays the Posted link. The expense
budget has been created, increased, or decreased according to the expense budget journal you
processed. If you click on the Posted link, the Activity Log displays in a new window showing the
ledger entries that were created by the journal.

Favorites | Main Menu > Commitment Control > BudgetJournals > Enter Budget Journals
) 1 New Window 7 Help |3
Budget Header | ) Budget Errors Approve
Unit: MMNOO1 Journal ID: 0002290159 Date: 06/17/2015  Approval Status:  Post Budget Header Status: Posted
*Process:  CopyJournal - Process
i Base Currency Details
Line Ledger Budget Period Journal Class« Fund Fin DeptiD~ ApproplD~ Account Amount
2 KK_EXP_BUD 2015 BUD 1000 G1039000 G100008 41030 -1,000.00
1 KK_EXP_BUD 2015 BUD 1000 G1039000 G100009 41000 1,000.00
From Line: To:
Total Lines: 9 Total Debits: 1.000.00 Total Credits: 1.000.00
5l save | L ReturntoSearch |[=] Notify = ¢ Refresh [E¢ Add
Budget Header | Budget Lines | Budaet Errors | Approve

e If the posting process was not successful, an error or warning message displays indicating that
budget checking errors were logged for this document and requiring you to check
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the Budget Exception page to view the errors. Refer to the “Correcting Budget Check Exceptions”
topic for the procedure to view and fix the error.

Budgel Checking Wamings Exist (18021,90)

Budget checking warnings were logged for this document Please check the budget exception page to view them.

Additional processing options include:

Processing Options Description
Delete Journal Delete a journal prior to posting.
Copy Journal Copies the current journal. After verifying the entries on

the Budget Journal Copy page, the journal entry pages display with
the same entries as the copied journal. You can edit the entries and
continue processing as you would normally.

Refresh Journal Refreshes the data on the page with data from the database. You
lose unsaved changes if you do a refresh.

Having completed this topic, you should now be able to:

e Create Expense Budget Journals
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Creating Revenue Budget Journals

Topic Overview

In this topic, you will learn how to create a revenue budget journal. Revenue budget journals are used to create
revenue budgets or change existing revenue budgets.

Revenue Budgets update the Estimated Receipts field of an appropriation for a budget period. Revenue budgets
are used to create a revenue stream. Revenue budgets for dedicated receipts are attached to an Appropriation
budget. Revenue budgets for non-dedicated receipts are associated with a non-dedicated appropriation which
directly feeds receipts to the fund without increasing spending authority. Revenue budgets provide an estimate of
the revenue that will be received during the budget period. Each budget line represents a source of revenue.
Revenue budgets are required when agencies collect receipts. The budget amount does not limit the amount of
revenue collected.

Revenue Budgets can be created at Fin DeptID levels 1 (appropriation), 2 (allotment), 3 (expense budget) or 8
(revenue only); for example “G1010000” (or 2, 3, or 8). They are entered at the Account code Detail (6-character)
level. The budget amount does not limit the amount of revenue collected.

After completing this topic, you should be able to:

e Create Revenue Budget Journals
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Process Steps

Create Revenue Budget Journals

The topic covers creating revenue budget journals.
Steps to complete:

e Step 1: Use the Enter Budget Journals — Add New Value tab to begin creating a new budget journal
e Step 2: Enter Information on the Budget Header page

e Step 3: Enter information on the Budget Lines page

e Step 4: Budget Pre-Check the Journal

e Step 5: Submit the Journal for Approval and Monitor the Approval Process

e Step 6: Submit the Journal for Final Posting
Step 1: Use the Enter Budget Journals — Add New Value tab to begin creating a new budget journal

You begin creating a Revenue Budget Journal by entering information on the Enter Budget Journals
— Add New Value page. Information that you enter on this page will populate to the Budget Header page, the next
step in the process.

1. Navigation Links: Commitment Control, Budget Journals, Enter Budget Journals.

2. Make sure the Add New Value tab is selected.

3. Complete the Enter Budget Journals page as described below.

Field Name Field Description

*Business Unit Accept or select Business Unit “MNO0O01". This is the only Business Unit
used for budgets.

*Journal ID Accept the default of “NEXT” in the Journal ID field and SWIFT will
automatically assign the next number available after you save the budget
journal.

*Journal Date Accept the default current date for the Journal Date. The Fiscal Year

and Accounting Period will be inferred by the Journal Date entered here.
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Favorites | Main Menu > Commitment Control > Budget Journals > Enter Budaget Journals

Enter Budget Journals

Find an Existing Yalue “

Business Unit:[MMN001 |G

Journal ID:

Journal Date: [03/20/2015 |[#]

Add

4. Click on the Add button. After you create the Budget Journal, the Business Unit, Journal ID and
the Journal Date cannot be changed; however, you can exit the journal without saving and start over.

Step 2: Enter Information on the Budget Header page

After you click on the Add button, the Budget Header page displays. Notice that the information you entered on
the Enter Budget Journals page displays at the top of the Budget Header page.

Favorites : Main Menu > Commitment Control > Budget Journals > Enter Budget Journals
- ; - - -

." Zeils. Pl - Budget Lines Budget Errors Approve

Unit: MMO01 Journal 1D: MNEXT Date:

03/30/2015
*Ledger Group: KK_REVENUEQ, Fiscal Year: 2015 Period: 9
Source: G10
Control ChartField: Appropriation 1D (CF3) *Currency: UsD @,
Budget Header Status: None Rate Type: CRRNTIQ
*Budget Entry Type: Original T Exchange Rate: 1.00000000, [
Parent Budget Options Cur Effdt: 0313012015 i
Generate Parent Budget(s) Budget Type: Revenue
Use Default Entry Event
Parent Budget Entry Type: Attachments (0)
Approvals
Long Description:
Ed]
Alternate Description

E save [E] notify |l Refresh E+ Add Update/Display

Budget Header | Budget Lines | Budget Errors | Approve
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2. Complete the Budget Header page by entering the applicable fields listed in the table below.

Field Name

Field Description

*Ledger Group

Click on the Ledger Group Lookup icon and select “KK_REVENUE". This
is the ledger group for revenue budgets.

Fiscal Year The Fiscal Year is inferred by SWIFT from the Journal Date.

(display only)

Accounting Period The Accounting Period is inferred by SWIFT from the Journal Date.
(display only)

Source Source is a mandatory field. Each user has one source code, which is
(display only) determined by the agency. The Source field is a default for the user and

is determined by the user's security role within SWIFT. This field cannot
be edited.

Control Chartfield

The Control ChartField overrides and defines budget options and

(display only) attributes according to the ledger group selected. Appropriation ID (CF3)
is the Control ChartField for Revenue Budget Journals.
*Currency Accept the default “USD”. This is the only currency used in the State of

Minnesota.

Budget Header
Status

(display only)

The Budget Header Status displays the status of the current budget
journal. When the budget is posted, the Budget Header Status changes
to "Posted.”

*Budget Entry Type

Select “Original” or “Adjustment” from the drop-down list. “Original”
indicates an original budget entry, while “Adjustment” indicates an
adjustment to an original.

Exchange Rate

Accept the default entry. Do not change this value.

Parent Budget

The Parent Budget Options automatically create parent-level budget and

Options budget journals in a budget hierarchy. These options cannot be changed.
(display only)
Cur Effdt Accept the default entry. This field is the Currency Effective Date and it

should not be changed.

Budget Type
(display only)

The Budget Type automatically populates and shows the type of budget
journal you're creating. The available budget types are:

- Expense: used for Appropriations, Allotments, and Expense Budgets
- Revenue: used for Revenue Budgets.

Long Description

Optionally, enter a description. The first 30 characters of the value
entered into this field will display as the journal description on various
search pages and you can search on the Description field.

Alternate
Description

Optionally, enter an alternate description.
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Favarites :
! H

Main Menu > Commitment Control : Budget Journals > Enter Budget Journals
b - -

M Budget Lines Budget Errors Approve

Unit: MMO01 Journal 1D: MNEXT Date:

*Ledger Group: KK_REVENUEQ, Fiscal Year:

Source: G10

Control ChartField: Appropriation 1D (CF3) *Currency:

Budget Header Status: MNone Rate Type:

*Budget Entry Type: Original - Exchange Rate:

Cur Effdt:
Generate Parent Budget(s) Budget Type:
Use Default Entry Event
Parent Budget Entry Type:

Long Description:

Alternate Description

E save Netify | | 1 Refresh

Budget Header | Budaget Lines | Budaet Errors | Approve

03/30/2015
2015 Period: g

lusp|a,
[CRRNTQ
0313012015

Revenue

Aftachments (0]

Approvals

Es Add Update/Display

Step 3:

Enter information on the Budget Lines page

Next, you will enter the amounts and accounting information (ChartFields) associated with each journal
transaction on the Budget Lines tab.

1. Click on the Budget Lines tab. Some information from the Budget Header page displays at the top of this

tab.
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Favorites © Main Menu > Commrtmevntcontrol > Eudgethuurnals > Enter Budget Journals

LE'I‘-I-B-.-\; Window ,_-,/F'erscna\ize Page
Budget Header || ) " Budget Errors Approve
Unit: MNO01  Journal ID: MNEXT Date: 03/30/2015 Approval Status: Mo Request Budget Header Status: Mone
e i L4 4
7 Base Currency Details
Delete  Line Ledger Budget Period  *Journal Class Fund Fin DeptiD> ApproplD~ Account Amount
1 KE_REV_BUD 2015 Q, |BUD G, 2000 @, [G1037100 Q |G100011 |G (622321 | |1,000.00

Lines to add: 1 = Journal Line Copy Down From Line: To: | Geneidls Bogei Pedod ings

Total Lines: 1 Total Debits: 1.000.00 Total Credits: 0.00

B save | |[Z] Notify | |3 Refresh B Add Update/Display

Budget Header | Budget Lines | Budget Errors | Approve

2. Complete the ChartFields and Amounts and Base Currency tabs for each transaction line as described

below. There are several options you can use to organize the entry fields for ease of use.

e Click on the Show All Columns icon to access all of the fields.

e Click on the Personalize link in the Lines section and use the Column Order and Sort Order

options to hide fields you don’t need and order the columns you want to see.

Field Name

Field Description

Line (display only)

The line number assigned automatically by SWIFT.

Ledger (display only)

The Ledger selected on the Budget Header page.

*Journal Class

Click on the Journal Class Lookup icon and select “BUD — Budget Entry
or Adjustment”, the only option.

*Budget Period

Enter the Budget Period or click on the Lookup icon to select

a Budget Period. The Budget Period identifies the period that money is
legally authorized for spending by the legislature. Budget periods start on
July 1st and end on June 30th of each year. For example, Budget Period
2015 refers to the Budget Period from 7/1/2014 to 6/30/2015. Some
money may be available for spending after the Budget Period has ended.

The field length is 4 digits.

*Fund

Enter the Fund or click on the Lookup icon to select a Fund.

Fund is an independent fiscal and accounting entity with a self-balancing
group of accounts, recording cash and/or other resources together with
all related liabilities, obligations, reserves and equities. They are split out
for the purpose of carrying on specific activities or attaining certain
objectives in accordance with special regulations, restrictions or
limitations.

The field length is 4 digits.
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Field Name

Field Description

*Fin DeptID

Enter the Fin DeptID or click on the Lookup icon to select a Fin DeptID.

Fin DeptID (financial department identifier) represents the organizational
function to which expenditures and other activities must be applied. The
department structure should represent the organizational structure of an
agency or department. Combined with other ChartField values,
Department IDs form the basis for department budgets that track
revenues and expenditures.

The Fin DeptID is an 8-character alphanumeric identifier.

*Approp ID

Enter the Approp ID or click on the Lookup icon to select an Approp ID.

The Approp ID represents a single appropriation account that controls the
total amount of an agency's expenditures. The Approp ID is unique for
every appropriation budget in SWIFT.

The Approp ID is a 7-character alphanumeric identifier.

*Account

Enter the Account code or click on the Lookup icon to select an Account
code.

Note that the Account is a 6-digit code for Revenue Budgets. This is a
more detailed code than the code used for Expense Budgets.

The Account ChartField classifies the nature of a transaction such as
"Revenue" and "Expenses". The value in this field determines whether it
is an asset, liability, equity, revenue or expenditure.

*Amount

Enter the amount of the transaction. Increases are a positive value and
decreases are a negative value.

Journal Line
Description

The Journal Line description is automatically entered with the Account
code description. You can change the description if you desire.

The field length is 30 characters.

Build Revenue
Association

The Build Revenue Association checkbox is automatically checked.

Spending Cap

If required, enter an amount in the Spending Cap value.
The Spending Cap will be required based upon the Appropriation ID.

The Spending Cap is used when the legislature puts into place a law that
limits the spending of revenue collected by a certain revenue stream.

SpeedType

The SpeedType field is not used in Minnesota.

Ref

The Ref field is not required for Revenue Budget Journals. It is a required
field when entering budget transfers.

Cumulative Begin
and End Dates

The State of Minnesota does not use these fields.
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Favorites © Main Menu > Commrtmevntcontrol > Eudgethuurnals > Enter Budget Journals
LE'I‘-I-B-.-\; Window ,_-,/F'erscna\ize Page
Budget Header || ) " Budget Errors Approve
Unit: MNO01  Journal ID: MNEXT Date: 03/30/2015 Approval Status: Mo Request Budget Header Status: Mone
e i L4 i
i 7 Base Currency Details
Delete  Line Ledger Budget Period  *Journal Class Fund Fin DeptiD> ApproplD~ Account Amount
1 KK_REV_BUD (2015 Q, |BUD G, 2000 @, [G1037100 Q |G100011 |G (622321 | |1,000.00
— . Generate Budget Period Lines
Lines to add: 1 = Journal Line Copy Down From Line: To: |
Total Lines: 1 Total Debits: 1.000.00 Total Credits: 0.00
B save | |[Z] Notify | |3 Refresh B Add Update/Display
Budget Header | Budget Lines | Budget Errors | Approve

3.

5.

Step 4:

Click on the Save button. Note that the Journal ID changed from “NEXT” to a unique number after saving
the information.

Click on the Lines to add Plus Sign (+) to add additional transaction lines. When you add a line, all of
the fields from the line above will copy down into the new row, except the Journal Line Description field.
Change the fields that are different on the new line and complete as described above. You can add
multiple lines, select or deselect fields to copy, and delete lines by following the instructions provided
below.

Action Instructions

Add Multiple Lines To add more than one line at a time, change the default “1” to the
number of lines you want to add.

Select/Deselect Fields to To select or deselect specific fields to copy, click on the Journal

Copy Line Copy Down link to select or deselect fields to be copied when
the lines are added. Click on the OK button to return to the Budget
Lines tab.

Delete a Line To delete a line, click on the Delete checkbox for a line that you
want to delete and then click on the Minus Sign (-) to delete the
line.

After you have entered all of the journal lines, click on the Save button.

Budget Pre-Check the Journal

Next, you'll need to process the journal.

1.

Select “Budget Pre-Check” from the Process drop-down list. This process checks the journal lines to
ensure that a valid accounting string of ChartFields is used.

Click on the Process button.

A Message displays asking if you want to Budget Check this transaction without posting the results. Click
on the Yes button.
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Do you want to Budget Check this transaction without posting the results? (18021,984)

LYes 1 N

4. If the Budget Pre-Check processes successfully, the Budget Header Status now displays “Checked Only”.
If you receive an error or warning, refer to the “Correcting Budget Check Exceptions” topic in this User
Guide for instructions.

Step 5: Submit the Journal for Approval

Next, you'll submit the journal for the approval process. Typically, the Revenue Budget Approval process is a self-
approval process, which means that the revenue budget is automatically approved after it is submitted.

WARNING! After the journal is approved, you must proceed to Step 6 and post the journal.

1. Onthe Budget Lines tab, select “Submit Journal” from the Process drop-down list.
2. Click on the Process button. The Approval Status displays “Submitted”.

3. If you are setup to self-approve the revenue budget journal, the Approval Status will display “Post” and
you can proceed to the Step 6 and post the transaction.

4. If you cannot self-approve the revenue budget journal, the journal is now in the Approval process. The
Process button is grayed out and no longer available for selection.

5. You can monitor the approval process by checking your workflow or by viewing the Approval tab of the
journal. Refer to the “Monitoring Budget Journals Approval Workflow” topic for more information. After the
journal has been approved by all the required approvers, the transaction will appear in your workflow and
the Work Item column will display “Approved”. Click on the link to navigate to the journal and finish
processing.

6. Click on the Budget Lines tab and proceed to Step 6.
Step 6: Submit the Journal for Final Posting

The last step is to submit the journal for final posting.

1. Onthe Budget Lines tab, ensure that the Approval Status field displays “Post”.

2. Select the “Post Journal” option from the Process drop-down listing.

3. Click on the Process button.

4. Click the “Yes” button at the Message asking whether you are sure you want to post the journal.

e If the posting process is successful, the Budget Header Status displays the Posted link. The revenue
budget has been created, increased, or decreased according to the revenue budget journal you
processed. If you click on the Posted link, the Activity Log displays in a new window showing the

ledger entries that were created by the journal.
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Favorites = Main Menu > Commitment Control » Budget Journak > Enter Budget Journals

B New Window
Budget Header Bu dgetLines Budget Errors Approve

Unit: MNOO1  Journal ID: 0002264422 Date: 06/02/2015 Approval Status:  Post Budget Header Status: Posted

*Process: Copy Journal ~  Process

e

Personalize | Find | View Al | B |

i First K g or 1 O (ast
Chartfields and Amounts Base Currency Details

Line Ledger Budget Period Journal Class~ Fund Fin DeptiD~ ApproplD= Account Amount
1 KK_REV_BUD 2015 BUD 2000 G1037100 G100011 622321 1,000.00
From Line: To: I Generate Budget Period Lines J

Total Lines: 1 Total Debits: 1,000.00 Total Credits: 0.00

B save | |2\ RetumioSearch | [ Wotify | s Refresh | [Exadd| [EupdsteDispiay)

Budget Header | Budget Lines | Budget Errors | Approve

e If the posting process was not successful, an error or warning message displays indicating that
budget checking errors were logged for this document and requiring you to check the budget

exception page to view the errors. Refer to the “Correcting Budget Check Exceptions” topic for the
procedure to view and fix the error.

Budget Checking Wamings Exist (18021,30)

Budget checking warnings were logged for this document Please check the budget exception page to view them.

i ok |

Having completed this topic, you should now be able to:

e Create Revenue Budget Journals
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Creating and Uploading the Budget Journal Spreadsheet Flat-File

Topic Overview

Rather than creating budget journals online, a flat-file spreadsheet can be used to upload budget journals into
SWIFT. Flat-file template spreadsheets can be downloaded from the SWIFT Forms page on MMB’s website
(http://www.mn.gov/mmb/accounting/swift/forms/). There is a different template for expense and revenue budgets:

e Expense Budget Journals (SWIFT Exp Bud KK Jrnl Template)
e Revenue Budget Journals (SWIFT Rev Bud KK Jrnl Template)

This time-saving process can be used anytime but it is particularly helpful when loading budget journals prior to
the beginning of the fiscal year.

After completing this topic, you should be able to:

e Create and Upload the Budget Journal Spreadsheet Flat File
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Process Steps

Create and Upload Spreadsheet Flat-File

This topic covers how to create a flat-file spreadsheet from the Expense Budget Journal Template Excel file and
upload expense budgets directly into SWIFT. There are unique templates for expense and revenue budgets. The
process of creating the flat file and uploading the budget into SWIFT is the same for both templates.

Steps to complete:
e Step 1: Complete the Header of the Expense Budget Journal Template
e Step 2: Complete the Lines section of the Expense Budget Journal Template
e Step 3: Generate the Flat File
e Step 4: Run the Import Budget Journals Process

e Step 5: Finish Processing the Budget Journal
Step 1. Complete the Header section of the Expense Budget Journal Template

After obtaining the Excel journal template from MMB'’s web site, complete the header information by following the
instructions on the Instructions tab of the spreadsheet.

WARNING: Macros must be enabled to generate the flat file. (In Excel, navigate to File, Options, Trust Center,
Trust Center Settings. You may also see a Security Warning when you enter Excel that indicates that Macros

have been disabled. You can click on the Enable Content button to enable the macros.)

1. Complete the Header information as described below.

|-‘_—'-|‘ 1= I, B &= SWIFT-exp.xls [Compatibility Mode] - Microsoft Excel = = I
Home Insert Page Layout Formulas Data Review View Acrobat (4] @ o B Eg|
0 caibn -ln -y ==_ TET f\?

3s- A A = j' 7 L?a
B I U = £ S $~ % o = . Sort & Find &
7 - - - . [EFormat = | (2~ Filter~ Select~
Clipboard Font Alignment Humber Styles Cells Editing
D26 - Je vl
A B = D E F G =
1 =
2 SWIFTZ Commitment Control (KK) Expense Budget Journal Template
3
a
5 h:\journals\ M
6 Heade
7
0-Original 1-
8 MNGD1 MMDDYYYY Adjustment Agency Code 30 char
9 MNOO1 03312015 KK_EXP_BUD o G10 testing flat file
10 END
11
12 |Lines
13
14 Signed 28.2 No Commas 30char
15 2015 1000 G1035000 G100009 43000 500.00
16 2015 1000 (G1035000 G100009 41100 2500.00
17 2015 1000 (G1035000 G100009 41155 1500.00
18 2015 1000 (1035000 G100009 41300 500.00
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Field Name

*File Output Select a destination on your computer. The flat file will be saved to this
folder. You will need to know this when later selecting the file for import.

*Business Unit Accept the default “MN001". You will always use “MNO001” for
Commitment Control Journals.

*Journal Date This represents the Fiscal Year/Accounting Period where the transaction
is recorded. For new year budgets, it should be 07/01/Budget Period. For
adjustments, it is generally the current date.

*Ledger Group Accept the default. The Ledger Group field is defaulted based on the
template being use.

*Bud Entry Type Enter “0” for Original Entry; enter “1” for an Adjustment.

*Source Enter your three-digit Agency value. This is used for workflow routing and
online searches.

Header Description Optionally, enter a header description. The spreadsheet field is limited to
30 characters. If a longer description is needed, it can be updated on
the Budget Journal Header page after the import.

Step 2: Complete the Lines section of the Expense Budget Journal Template The template is limited to

5,000 rows. Create additional files if more lines are needed.
1. Complete the Lines information as described below.

Field Name Field Description

*Budget Period Enter the Budget Period. The Budget Period represents the Budget Year.
Continuing budgets may be open for many years.

*ChartFields Enter the ChartField values that define the budget line.

*Amount Enter the amount. Enter a positive value when adding or increasing a
budget; enter a negative value when reducing a budget. Do not enter
commas.

Line Description Optionally, enter a line description. If no value is entered, this field will

default to the account description. This field length is 30 characters.

Step 3: Generate the Flat File

Next, you will generate the flat file. Macros must be enabled to activate the Generate button used in the following
step.
1. Click on the Generate File button to create the flat file.

2. A message displays indicating that the file was generated successfully and listing the file name and
location. Make note of the file name and location.

3. Click the OK button.
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Microsoft Excel @

File generated successfully
Total rows written: 5

h:\journalshKE_EXP_BUD_03312015 0212 _PM.txct

Note: If the file was not generated successfully, review the Excel file and ensure that all the required
fields were entered and the fields have valid values; for example, check that the Fin DeptID’s were
entered at the correct level.

Step 4: Run the Import Budget Journals Process
Begin by navigating to the Import Budget Journals page.

1. Navigation Links: Commitment Control, Budget Journals, Import Budget Journals.

2. Search for an existing Run Control ID or create a new Run Control ID.
The Import Commitment Control Budget Journals page displays.

Favorites | Main Menu > Commitment Control > Budget Journals > Import Budget Journals

Import Commitment Control Budget Journals

Run Control ID: Training  Report Manager Process Monitor b

*Character Set: 1S0_8859-1 |4
Journal ID Mask:

Add Attached File:

B save . Returnto Search | [+ Previous in List Motify Er add

3. Ifafileis listed in the Attached File field from a previous import, click on the Delete button to delete the
file prior to selecting the new file to import.

4. Click on the Add button. The File Attachment page displays.

5. Click on the Browse button and navigate to the folder location where the flat file was created.
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{2 Choose File to Upload
@©-| )l » Computer » fiand03 (\\file\DOF_Home\Home] (H) » journals ~ 42 || Search journals 2|
Organize * New folder =~ 0 @

Name : Date modified Type Size
|| KK_EXP_BUD_03312015 0212 PM.txt 3/31/20152:12PM  Text Document 1KB
B} SWIFT-expxls 4/1/2015 8:37 AM Microsoft Excel 97... 1,576 KB
File name:  KK_EXP_BUD_03312015_0212_PM.txt M [AII Files (%) ']
[ Open Ivi l Cancel ]

6. Click on the Open button.
7. Atthe File Attachment page, click on the Upload button.

" File Attachment |

H-\journals\KK_EXP_BUD_03312015_0212_PM txt

: Upload: Cancel:

8. Atthe Import Commitment Control Budget Journals page, click on the Run button.

9. Atthe Process Scheduler Request page, accept the default process listed and click on the OK button.

Favorites Main Menu > Commitment Control » Budget Journals > Import Budget Journals

Process Scheduler Request

UserID: 00637293 Run Control ID: Training
Server Name: Run Date: |04/01/2015 El
Recurrence: - Run Time: |2:00:55PM Reset to Current Date/Time

Time Zone: Q,

Select Description Process Name Process Type *Type *Format Distribution
Flat File Budget Jrnl Impart M_KK_JRML_IM Application Engine  Web * TXT ~ Distribution
oK | Caneel
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10. Click on the Process Monitor link to ensure that the process was successful (Run Status = “Success”, and
the Distribution Status = “Posted”).

Favorites | Main Menu > Commitment Control > BudgetJournals » Import Budget Journals > Process Monitor
2 New Windd
| Server List
UserID[p0637298  Q Type - Last - 1500/  Days - Refresh
Server - Name Q, Instance to
Run Status - Distribution Status - Save On Refresh
B g O ]

Select Instance Seq. Process Type Process Hame User Run Date/Time Run Status W Details
11452908 Application Engine M_KK_JRMNL_IM 00637298 04/01/2015 2:00:55PM CDT Success Posted Details

11. Click on the Details link for the Import process you ran. The Process Detail page displays.
12. Click on the View Log/Trace link.
13. Click on the M_KK_JRNL_IM_*****+xxxikx | QG file. The log file displays in a new window.

14. The log will indicate whether the process was successful and list the Journal ID created. It will also list
any errors the process encountered. Make note of the Journal ID for the next step in the process.

@ https://fms.swift.state.mn.us/psreports/fmsd1gq/10405608/M KK O ~ @ B & X || (2 Import Budget Journals | (& state.mn.us |

jfg‘, a Heome (3) @ Heome (2) a Home @ Web Slice Gallery @ Wendor

Commitment Control Journal Import (KK _JRNL IMF)

2015-04-01 14.04.32.000000

Processing file XX _EXP 3UD 03312015 0212 PM.txt ...
Processing Business unit: MNOO1 Ledger Group: KK EXP BUD
Process completed successfully with 1 journals irr.l_:ort,gd.
Imported these journals: System ID (Unit, Journal ID, Date) Reference, Description MNOO1, 0001808685, 2015-03-31

Step 5: Finish Processing the Budget Journal

After successfully importing the expense budget journal flat file, you’ll need to navigate to the Enter Budget
Journals page and finish processing the journal.
1. Navigation Links: Commitment Control, Budget Journals, Enter Budget Journals.

2. Click on the Find an Existing Value tab and enter the Budget Journal ID noted earlier or use other
applicable search criteria.

3. Click on the Search button.
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Favorites | Main Menu > Commitment Control > Budget Journals > Enter Budget Journals

Enter Budget Journals

Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing . Add a New Value
~ Search Criteria

Business Unit: = - MMNOO1 &}
Journal ID: begins with - ’W

Journal Date: = v fomizos T E
UnPost Sequence: = - I—U

Budget Header Status: = - -
Description: begins with - l—

User ID: begins with ’WQ
Source: begins with I—Q

[l case sensitive

Search Clear |Basic Search Save Search Criteria

Search Results

View All First [4] 1of1 [3] Last
Business Unit Journal ID | Journal Date Ledger Group Budget Header Status Description |User ID Source
MMO01 0001808685/03/31/2015 KK EXP BUD MNone testing flat file 00637298 G10

Find an Existing Value | Add a Mew Value

4. Select the budget journal in the Search Results and finish processing the journal as you would normally.
If you need assistance, refer to the “Creating Expense Budget Journals” or “Creating Revenue Budget

Journals” topics for assistance.

Having completed this topic, you should now be able to:

e Create and Upload the Budget Journal Spreadsheet Flat File
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Searching for Unfinished Budget Journals

Topic Overview

While entering budget journals, you may be called away or your session may time out. The Budget Journal Entry
page can be used to search for budget journals that are not fully processed. You should perform this search on a
routine basis to ensure that there are no budget journals waiting to be processed.

Favorites = Main Menu > Commitment Control > Budgetvjournals > Enter Budget Journals
Enter Budget Journals
Enter any information you have and click Search. Leave fields blank for a list of all values.

) Add a New Value

b

Business Unit: = - MNOOT (e}
Journal 1D: pegins with

Journal Date: = - 1

UnPost Sequence: = v 0

Budget Header Status: not= - Posted -
Description: begins with =

User ID: begins with - (00637298 a,
Source: begins with - (e}

[C] case Sensitive

Search Clear |Basic Search Save Search Criteria

Search Results
Miew All First [4] 1of1 [i] Last

Business Unit JournalID  Journal Date Ledger Group Budget Header Status Description UserID | Source
MMO01 0001808684 03/30/2015 KK REVENUE Checked blank) 00637298 510

Find an Existing Value | Add a New Value

After completing this topic, you should be able to:

e Search for Unfinished Budget Journals
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Process Steps

Search for Unfinished Budget Journals
This topic covers how to search for budget journals that are not fully processed.
Step 1: Search for Unfinished Budget Journals

Begin by navigating to the Enter Budget Journals page.

1. Navigation Links: Commitment Control, Budget Journals, Enter Budget Journals.
2. Click on the Find an Existing Value tab.

3. Enter the applicable search criteria. Commonly used options are described below.

Field Name

*Business Unit Accept or select Business Unit “MNO0O01". This is the only Business Unit
used for budgets.

Budget Header To search for all budget journals that are not posted, select “not =" to

Status “Posted”.

User ID Optionally, select the User ID for the user who created the budget journal.

Source Accept the default Source or enter your 3-digit Source.

Favorites = Main Menu > Commitment Control > Budgetvjournals > Enter Budget Journals
Enter Budget Journals
Enter any information you have and click Search. Leave fields blank for a list of all values.

) Add a New Value

b

Business Unit: = - MNOOT (e}
Journal 1D: pegins with

Journal Date: = - 1

UnPost Sequence: = v 0

Budget Header Status: not= - Posted -
Description: begins with =

User ID: begins with - (00637298 a,
Source: begins with - (e}

[C] case Sensitive

Search Clear |Basic Search Save Search Criteria

Search Results
Miew All First [4] 1of1 [i] Last

Business Unit JournalID  Journal Date Ledger Group Budget Header Status Description UserID | Source
MMO01 0001808684 03/30/2015 KK REVENUE Checked (blank) 00637298 510

Find an Existing Value | Add a New Value
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e If more than on entry displays in the Search Results section, click on the entry for the budget journal
that must be posted. The Budget Header page for the budget journal displays.

e Determine the next processing step and process as you would normally. Refer to the Creating
Expense Budget Journals or Revenue Budget Journals topics for the detailed instructions.

Note: You may wish to delete the journal. This can be done by selecting the “Delete” Processing option
on the Budget Lines tab.

After completing this topic, you should be able to:

e Search for Unfinished Budget Journals
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Lesson 2: Creating Budget Transfers

Lesson Overview
In this lesson, you will learn about the different types of appropriation transfers and when they will be used.

You may need to transfer funds from one appropriation to another. Typically, an Anticipated Budget Transfer is
entered first which decreases the Budget/Encumbrance authority in the “From” appropriation and increases the
Budget/Encumbrance authority in the “To” appropriation. Anticipated transfers are commonly used prior to July 1
to allow encumbrances before the beginning of the new fiscal year. Anticipated Transfers must be approved by
your executive budget officer. The Actual Transfer referencing the Anticipated Budget Transfer moves the money
and is processed on July 1 or after. Actual transfers can be processed without a related Anticipated Budget
Transfer. This is called a Direct Budget Transfer.

You may also need to manually roll forward (or back) money from one budget period to another within the same
accounting string. Budget Transfers are used to enter appropriation transfers and roll forwards.

Transfer Journal Class Codes are used to identify the type of transfer you are entering.

Transfer Transfer Journal Class Description

Journal Class

Code

RFW Appropriation Balance Roll-Forward

XAT Anticipated Transfer

XTA Actual Transfer Against Anticipated

XTN Actual Transfer No Anticipated (Direct Budget Transfer)

After completing this lesson, you should be able to:

e Create Anticipated Budget Transfer

e Create Actual Transfer Against Anticipated
e Create Direct Budget Transfer

e Create Roll-Forward Budget Transfer

e Create Roll-Back Budget Transfer
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Creating Anticipated Budget Transfers

Topic Overview
In this topic, you will create an anticipated budget transfer.

Anticipated Budget Transfers are used to anticipate the movement of money from one appropriation to another.
The Budget/Encumbrance authority is decreased in the “From” appropriation and increased in the “To”
appropriation.

Anticipated Budget Transfers are often entered prior to July 1 to allow for budgeting and encumbering of money
for the next fiscal year. In the next topic, you'll learn how to process an “Actual Transfer Referencing the
Anticipated Transfer” which moves the money (Spending Authority) between the appropriations. The Actual
Transfer is processed on July 1 or after.

Before entering the Anticipated Budget Transfer, you'll need to verify that the funds are “unallotted”, meaning they
are not tied up in expense budgets and the funds are available to transfer. To do this, you will check
the Appropriation Overview page.

Transfers often occur between state agencies. You will need to communicate with staff from the receiving agency
and find out what ChartFields you should enter for the transfer.

Anticipated Budget Transfers have a minimum of two lines that must balance:

e anegative line reducing the Budget/Encumbrance authority for the appropriation transferring the money
(the “From” appropriation)

e a positive line increasing the Budget/Encumbrance authority for the appropriation receiving the money
(the “To” appropriation)

The Journal Class is “XAT” for Anticipated Budget Transfers.

Anticipated Budget Transfers are processed similarly to budget journals. Anticipated Transfers will go through the
workflow process. They must be approved by the Executive Budget Officer (EBO) for the agency that is
transferring the money. Actual transfers referencing an Anticipated Transfer do not need EBO approval.

After completing this topic, you should be able to:

e Create an Anticipated Budget Transfer
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Process Steps

Create Anticipated Budget Transfers
This topic covers creating anticipated budget transfers.
Steps to complete:

e Step 1: Verify that the Dollars are Unallotted

e Step 2: Use the Enter Budget Transfer — Add New Value tab to Begin Creating an Anticipated
Transfer

e Step 3: Enter Information on the Budget Header page

e Step 4: Enter information on the Budget Lines page

e Step 5: Budget Pre-Check the Journal

e Step 6: Submit the Journal for Approval and Monitor the Approval Process

e Step 7: Submit the Journal for Final Posting
Step 1: Verify that the Dollars are “Unallotted”

Before entering the anticipated transfer, check the Allotment Free field on the Appropriation Overview page to
verify that the funds are “unallotted”.

1. Navigation Links: Commitment Control, Review Budget Activities, Appropriation Overview.
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Favortes = Man Menu > Currrrrtn‘levnr.mntrnl 2 Mwmdgethma »  Appropriztion Overview
0 Hew Window

Appropriation Overview

Business Unit Ledager Group Fund Code Ein DeptiD AppropiD Budget Period
MMOD KK_APPROP 10040 G1010000 GA00007 2015
Fund General Fin DeptiD Minnesola Management & Budgel ApproplD Enlerprise Human Resources
Appropriation Type 05 Biannial ChanField Attribules
Budget Authority Option & Appropriation Only Asgocialed BUdgels
Legal Citation 13 142 01013 000 Minneésota Managemeant and Budge
Budget Program G1001 Slatewide Sandcas
Budget Activity G100107 Human Reasource Managemeani Budget Status Open
Ledger Amounis
Budget Antic Trans In 0200
Appropriation Transfer In 0.00
Original 3.155.817.00 Antic Trans Out 0.00
Current 3.155.917.00 Transfer Out 370,000.00
Receipls Roll Forward In 370,000.00
Original Estimate 0.00 Roll Forward Out 0,00
Current Estimate 0.00 Cancel 0.00
Collected 0.00 Reduction 0.00
Dedicated Cap 0.00
Budgeted Remaining
BudgetEncumbrance Authority 3155817.00 283231380 a1l b A,
Spending Authority 3,155.917.00 2080391530
Transfer Authority 3,155.817.00 2.803.915.30

Allotment Break-Down

Payroll Mon-Payroll Allotment Drilldown
Payroll Allotrmant 2965 500,00 Operating ABotmaent 185,000.00
Pre Encumberned 000
Encumbsered 21,601.50
Expended 251.374.73 Expended 626.92

Allotment-Free 5.417.00

Uncommitied 168,188.58 Unexpended 290391530

Note: If the appropriation budget is based on estimated receipts, the Allotment Free balance is
misleading for the amount available to transfer. In this case, the amount available to transfer is based on
collected or any actual money in the appropriation, not what is anticipated.

Step 2: Use the Enter Budget Transfer — Add New Value tab to Begin Creating an Anticipated Transfer
Begin by navigating to the Enter Budget Transfer page.

1. Navigation Links: Commitment Control, Budget Journals, Enter Budget Transfer.

2. Make sure the Add New Value tab is selected.

3. Complete the Enter Budget Transfer page as described below.
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Field Name

Field Description

*Business Unit

Accept or select Business Unit “MNO0O01". This is the only Business Unit
used for budgets.

*Journal ID

Accept the default of “NEXT” in the Journal ID field and SWIFT will
automatically assign the next number available after you save the budget
transfer journal.

*Journal Date

Accept the default current date for the Journal Date. The Fiscal Year
and Accounting Period will be inferred by the Journal Date entered here.

Enter Budget Transfer

Find an Existing Value

Business Unit:[MNO01 G
Journal ID: MEXT
Journal Date: |04/02/2015 [#]

Add

Find an Existing Value | Add a New Value

Favorites © Main Menu > Commitment Contral > Budget Journals > Enter Budget Transfer

4. Click on the Add button. After you create the Budget Transfer Journal, the Business Unit, Journal ID and
the Journal Date cannot be changed; however, you can exit the journal without saving and start over.
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Step 3: Enter Information on the Budget Header page

After you click on the Add button, the Budget Header page displays. Notice that the information you entered on
the Enter Budget Transfer page displays at the top of the Budget Header page.

) Budget Lines
Unit: MNOO1
*Ledger Group:

Source:

Control ChartField:

Budget Header Status:

*Budget Entry Type:

Generate Parent Budget(s)
Use Default Entry Event
Parent Budget Entry Type:

Long Description:

Alternate Description

B save [Z] Notify

Favorites ;| Main Menu > Commitment Control > Budget Journals > Enter Budget Transfer

Budget Errors

Journal I
KK_APPROP |

G10

Appropriation ID (CF3)

Mone

Transfer

Anticipated Transfer to Admin. MS 42.10

1) Refresh

Budget Header | Budget Lines | Budget Errors | Approve

Approve

MNEXT

0 New|

Date: 04/02/2015

Fiscal Year: 2015 Period: 10
“Currency: UsD

Rate Type: CRRNT O,

Exchange Rate: 1.00000000 Fl%

Cur Effdt: 0410212015 [H

Budget Type: Expense

Aftachments (0)

Approvals
[El]
E Add Update/Display

1. Complete the Budget Header page by entering the applicable fields listed in the table below.

Field Name

Field Description

*Ledger Group

Click on the Ledger Group Lookup icon and select “KK_APPROP”. This
is the ledger group for appropriation transfers.

Fiscal Year The Fiscal Year is inferred by SWIFT from the Journal Date.

(display only)

Accounting Period The Accounting Period is inferred by SWIFT from the Journal Date.
(display only)

Source Source is a mandatory field. Each user has one source code, which is
(display only) determined by the agency. The Source field is a default for the user and

is determined by the user's security role within SWIFT.

Control Chartfield

The Control ChartField overrides and defines budget options and

(display only) attributes according to the ledger group selected. Appropriation ID (CF3)
is the Control ChartField for Appropriation transfers.
*Currency Accept the default “USD”. This is the only currency used in the State of

Minnesota.
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Field Name

Field Description

Budget Header
Status

(display only)

The Budget Header Status displays the status of the current budget
transfer. When the transfer is posted, the Budget Header Status changes
to "Posted."

*Budget Entry Type

Accept the default “Transfer”.

Exchange Rate

Accept the default entry. Do not change this value.

Parent Budget

The Parent Budget Options automatically create parent-level budget and

Options budget journals in a budget hierarchy. These options cannot be changed.
(display only)
Cur Effdt Accept the default entry. This field is the Currency Effective Date and it

should not be changed.

Budget Type
(display only)

The Budget Type automatically populates and shows the type of budget
journal you're creating. The available budget types are:

- Expense: used for Appropriations, Allotments, and Expense Budgets
- Revenue: used for Revenue Budgets.

Long Description

Enter a description such as the statute or law requiring the transfer. The
first 30 characters of the value entered into this field will display as the
journal description on various search pages and you can search on the
Description field.

Alternate
Description

Optionally, enter an alternate description.
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Fa\'uvr'rtes MainvMenu b2 Cumrnrtrngnt(:ontrol > Budgethourna\s > Enter Budget Transfer

) Budget Lines

Budget Errors Approve

Unit: MO0 Journal ID: NEXT Date:

*Ledger Group: KK_APPROF G Fiscal Year:
Source: G10

Control ChartField: Appropriation 1D (CF3) *Currency:
Budget Header Status: Mone Rate Type:
*Budget Entry Type: Transfer T Exchange Rate:

Cur Effdt:
Generate Parent Budget(s) Budget Type:

Use Default Entry Event
Parent Budget Entry Type:

Long Description:
Anticipated Transfer to Admin. MS 42.10.

Alternate Description

B save [=] Nofify | | Refresh

Budget Header | Budaget Lines | Budget Errors | Approve

04i02/2015
2015 Period:

usD Q
CRRNT @
1.00000000) [

041022015 [[5
Expense
Attachments (0)

Approvals

Er Add

Update/Display

) New

Step 4: Enter information on the Budget Lines page

Next, you will enter the amounts and accounting information (ChartFields) on the Budget Lines tab.

1. Click on the Budget Lines tab. Some information from the Budget Header page displays at the top of this

tab.

2. For each anticipated transfer, you will enter:

A minimum of two lines that must balance: one line reducing the appropriation that is transferring

the money (the “From” appropriation), and a second line increasing the appropriation that is receiving

the money (the “To” appropriation).

e The Journal Class “XAT” for Anticipated Budget Transfers.

One unique identifier in the Ref field for each grouping or set of two lines of the budget transfer

which will be used to tie the lines together for searches and reporting.
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Complete the ChartFields and Amounts and Base Currency tabs for each transaction line as described

below.
Fa\'ovr'rtes Ma\nvMenu > CommitmevntControl > Budgethournals » Enter Budget Transfer
LElI‘-Je-,\-"."'."in-j-:r-,\-' .;,/F'ersanalize Page |
BudgetHeader | | Budget Errors Approve
Unit: MO0 Journal ID: 0001808686 Date: 04/02/2015 Approval Status:  No Request Budget Header Status: MNone
*process:  PostJournal - Process
[C] submit For Approval
= = 4] O
Delete Line Ledger Budget Period *Journal Class Fund Fin DeptiD ApproplD Amount Ref Journal Lin{
= 1 KK_APP_BUD |2015 (&} HAT Q. |1000Q, |G1010000Q, |G100007C, |-5,000.00 1 Approp xfer
] 2 KK_APP_BUD |2015 e} KAT Q. (10000, |GOZ21ADM Y, ||G027100C, |5,000.00 1 Approp xfer
4 m 3
. i Generate Budget Period Lines
Lines to add: 1 = Journal Line Copy Down From Line: To:
Total Lines: 2 Total Debits: 5.000.00 Total Credits: 5.000.00
[ Save L Returnto Search [=] Notify | 1% Refresh Er Add
Budget Header | Budget Lines | Budget Errors | Approve
Field Name Field Description
Line (display only) The line number assigned automatically by SWIFT.

Ledger (display only) | The Ledger selected on the Budget Header page.

*Journal Class Click on the Journal Class Lookup icon and select “XAT — Anticipated
Transfer”.
*Budget Period Enter the Budget Period or click on the Lookup icon to select

a Budget Period. The Budget Period identifies the period that money is
legally authorized for spending by the legislature. Budget periods start on
July 1st and end on June 30th of each year. For example, Budget Period
2015 refers to the Budget Period from 7/1/2014 to 6/30/2015. Some
money may be available for spending after the Budget Period has ended.

The field length is 4 digits.

*Fund Enter the Fund or click on the Lookup icon to select a Fund.

Fund is an independent fiscal and accounting entity with a self-balancing
group of accounts, recording cash and/or other resources together with
all related liabilities, obligations, reserves and equities. They are split out
for the purpose of carrying on specific activities or attaining certain
objectives in accordance with special regulations, restrictions or
limitations.

The field length is 4 digits.
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Field Name

Field Description

*Fin DeptID

Enter the Fin DeptlID or click on the Lookup icon to select a Fin DeptID.

Fin DeptID (financial department identifier) represents the organizational
function to which expenditures and other activities must be applied. The
department structure should represent the organizational structure of an
agency or department. Combined with other ChartField values,
Department IDs form the basis for department budgets that track
revenues and expenditures.

The Fin DeptID is an 8-character alphanumeric identifier.

*Approp ID

Enter the Approp ID or click on the Lookup icon to select an Approp ID.

The Approp ID represents a single appropriation account that controls the
total amount of an agency's expenditures. The Approp ID is unique for
every appropriation budget in SWIFT.

The Approp ID is a 7-character alphanumeric identifier.

*Amount

Enter the amount of the transfer. You will enter a minimum of two lines
that must balance: one line reducing the appropriation that is transferring
the money (the “From” appropriation), and a second line increasing the
appropriation that is receiving the money (the “To” appropriation). Related
lines are tied together by using the same “Ref” field entry.

Journal Line
Description

Enter an identifying description for the specific journal line.
The field length is 30 characters.

*Ref

The Ref field is required for budget transfers. The Ref field must contain a
unigue value for each grouping or set of two lines within the transfer. It is
this unique value that ties together the transfer lines for searching and
reporting. Other journals can use the same reference codes. Check to
see if your agency has its own naming convention.

Enter any Reference that you want in this field. The field length is 10
characters.
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Favc;r'rtes Ma\nvl'«'lenu > Commitmgnt Contral > BudgethoumaLG » Enter Budget Transfer

Budget Header Budgel Lines Budget Errors Approve

Unit: MMOO1  Journal ID: 0001808686 Date: 04/02/2015 Approval Status:  No Request Budget Header Status: MNone
*process:  PostJournal - Process

2 New Window E,-/ Personalize Page

F]

[T Submit For Approval
Personalize | Fing | View 20| 8 | 3 First B 1z 072 O et

Chartfields and Amounts T B0

Delete Line Ledger Budget Period *Journal Class Fund Fin DeptlD ApproplD Amount Ref Journal Lin{
| |1 KK_APP_BUD [2015 Q  [xaT @ [1000Q, [G101000(Q [G100007Q, [-5,000.00 [1 [Approp xfer

B |2 KK_APP_BUD (2015 Q  [xaT @, [1000@, [Go214DM @, [G027100Q, [5,000.00 [1 [Approp xfer

< 1 I 3

. . Generate Budget Period Lines
Lines to add: 1 =] JoumalLine Copy Down From Line: [ e [ )
Total Lines: 2 Total Debits: 5,000.00 Total Credits: 5,000.00

.ﬁ save | I.Q Return fo Search | .EI Nntify. f:; Refresh | E Add | . L'Fcﬁie':l"-_‘[,lﬁ';"

Budget Header | Budget Lines | Budget Errors | Approve

3. Click on the Save button. Note that the Journal ID changed from “NEXT” to a unique number after saving
the information.

4. Click onthe Lines to add Plus Sign (+) to add the second line as described above.
5. After you have entered all of the journal lines, click on the Save button.

Step 5: Budget Pre-Check the Journal
Next, you'll need to process the journal.

1. Select “Budget Pre-Check” from the Process drop-down list. This process checks the journal lines to
ensure that a valid accounting string of ChartFields is used.

2. Click on the Process button.

3. A Message displays asking if you want to Budget Check this transaction without posting the results. Click
on the Yes button.

Do you want to Budget Check this transaction without posting the results? (18021,984)

L Yes | Mo

4. If the Budget Pre-Check processes successfully, the Budget Header Status now displays “Checked Only”.
If you receive an error or warning, refer to the “Correcting Budget Check Exceptions” topic in this User
Guide for instructions.
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Step 6: Submit the Journal for Approval
Next, you'll submit the journal for approval.

1. Select “Submit Journal” from the Process drop-down list.

2. Click on the Process button. The Approval Status displays “Submitted”. You cannot do anything with
the journal now that is in the Approval process. The Process button is grayed out and no longer available

for selection.

Favarites Main Menu > Commitment Control > Budgethoumals > Enter Budget Journals > Enter Budget Transfer

Budget Header Budget Lines Budget Errors Approve

Unit: MMNOOD1 Journal ID: 0001808686 Date: 04/02/2015 Approval Status:  Submitted Budget Header Status: Mone

Process: Post Journal
["] Submit For Approval

15 First Kl 12072 O | ast

2 New Window E./ Personalize Page

Personalize | Find | view 21|

Chartfields and Amounts =»

Delete Line Ledger Budget Period Journal Class Fund Fin DeptlD ApproplD Amount Ref Journal Line Des

(] 1 KK_APP_BUD 2015 XAT 1000 G1010000 G100007 -5,000.00 1 Approp xfer-antic

O |2 KK_APP_BUD 2015 XAT 1000 GO21ADMM  GO27100 5,000.00 1 Approp xer-antic

< n ] 3

P . Generate Budget Period Lines
Lines to add: 1 = Joumnal Line Copy Down From Line: To: | = |
Total Lines: 2 Total Debits: 5,000.00 Total Credits: 5,000.00

_E Eaves| _g Return to Search _E Notify | _r:, Refresh | E‘+Ad

Budget Header | Budget Lines | Budget Errors | Approve

3. Click on the Approve tab to view the approval routing information.

Favorites © Main Menu > Commitment Control > Budget Journals > Enter Budget Journals > Enter Budget Transfer

# New Windaw E,/Personalize Pa
Budget Header Budget Lines Budget Errors

Unit: MNOD1 Journal ID: 0001808686 Journal Date: 04/02/2015

KK Transfer Approval

= MNO001,0001808686,2015-04-02:Pending
Approver Path1 - XAT or XTN

Pending Not Routed
Multiple Approvers » =, Multiple Approvers
@ KK Approvall KK Approval2

i First K 4 074 3 Last

am
i

Persanalize | Find |

Name Long Description Approval Status

1 Anderson-Moser,Brenda Annette Submitted 04/02/15 11:11AM

Approve Deny Pushback
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e The Approval path displays in the middle of the page, showing the different groups that need to
approve and the status of the routing.

e If there is more than one person in the approval group, click on the Multiple Approvers link to view
the staff that can approve for that group.

e Alisting of the approval transactions displays at the bottom of the page, showing Name, Approval
Status, and Date. The Long Description field will show any comments entered during the approval

process.

4. Once the journal has been approved, you will submit the transaction for final posting of the journal. You
can monitor the approval process by checking your workflow or by viewing the Approval tab for the
journal. Refer to the “Monitoring Budget Journals Approval Workflow” topic for more information. After the

journal has been approved by all the required approvers, the transaction will appear in your workflow and
the Work Item column will display “Approved”. You can click on the link to navigate to the journal and

finish processing.

Step 7: Submit the Journal for Final Posting

The last step is to submit the journal for final posting.

On the Budget Lines tab, ensure that the Approval Status displays “Post”.

1
2. Select the “Post Journal” option from the Process drop-down listing.
3

Click on the Process button.

4. Click the “Yes” button at the Message asking whether you are sure you want to post the journal.

04/02/2015 Approval Status:

Fost

*Process:

Favorites | Main Menu > Worklist > Worklist > Enter Budget Transfer
- - -
Budget Header f Budget Errors Approve
Unit: MNOD1 Journal ID: 0001808686 Date:
o
Delete Line Ledger Budget Period Journal Class Fund Fin DeptiD ApproplD Amount
1 KK_APP_BUD 2015 HAT 1000 G1010000 | G100007 -5,000.00
2 KK_APP_BUD 2015 HAT 1000 GOZ21ADMN  |GOZ27100 5,000.00
a4 m
Lines to add: 1 = Journal Line Copy Down From Line: To
Total Lines: 2 Total Debits: 5.000.00 Total Credits:
[ save L ReturntoSearch | [Z] Motify | i Refresh
Budget Header | Budget Lines | Budget Errors | Approve

Budget Header Status:

EINg
Mone
Post Journal - Process
Submit For Approval
i Al el

Ref Journal Line Des|

1 Approp xfer-antic|

1 Approp xfer-antic

3

Generate Budget Period Lines

5,000.00

[Es Add

e If the posting process was successful, the Budget Header Status displays the Posted link. The
anticipated transfer has been processed. If you view the Appropriation Overview page for the “From”
appropriation, you will see that the Antic Trans Out field includes the anticipated budget transfer
amount and the Remaining Budget/Encumbrance Authority has been reduced. If you click on
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the Posted link, the Activity Log page displays in a new window showing the ledger transactions that
were created by the journal.

e |f the posting process was not successful, an error or warning message displays indicating that
budget checking errors were logged for this document and requiring you to check the budget

exception page to view the errors. Refer to the “Correcting Budget Check Exceptions” topic for the
procedure to view and fix the error.

Favorites | Main Menu > Commitment Control > Review Budget Activities > Appropriation Overview

Appropriation Overview

Personalize | Find | View Al B | 3 First EE 4 071

Business Unit Ledger Group Fund Code Fin DeptiD ApproplD Budget Period
MMNO01 KK_APPROP 1000 G1010000 G100007 2015

Fund General Fin DeptlD Minnesota Management & Budget ApproplD Enterprise Human Resources

Appropriation Type 05 Biennial ChartField Aflribules

Budget Authority Option 4 Appropriation Only Assodated Budgets

Leqal Citation 13 142 01 013 000 Minnesota Management and Budget

Budget Program G1001 Statewide Sernvices

Budget Activity G100107 Human Resource Management Budget Status Open
Ledger Amounts
Budget Antic Trans In 0.00
Appropriation Transfer In 0.00

Original 3,155,917.00 Antic Trans Out 5,000.00

Current 3,155,917.00 Transfer Out 370,000.00
Receipts Roll Ferward In 370,000.00

‘Original Estimate 0.00 Roll Forward Out 0.00

Current Estimate 0.00 Cancel 0.00

Collected 0.00 Reduction 0.00

Dedicated Cap 0.00

Budgeted Remaining
Budge.UEncumbr.ance Authority 3,150,917.00 287731380 Drill to Activity Lo
Spending Authority 3,155,817 .00 2903,915.30

Transfer Authority 3,155,817.00 2,903,915.30

Allotment Break-Down

Payroll

Non-Payroll Allotment Drilldown
Payroll Allotment 2,965,500.00 Operating Allotment 185,000.00
Pre Encumbered 0.00
Encumbered 21,601.50
Expended 251,37478 Expended 626.92
Balances
e Allotment-Free 417.00 Uncommitted 163,188.58 Unexpended 2,903,915.30

Having completed this topic, you should now be able to:

e Create Anticipated Budget Transfers
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Creating Actual Transfers Referencing an Anticipated Budget Transfer

Topic Overview
In this topic, you will learn how to create Actual Transfers that reference Anticipated Budget Transfers.

In the previous topic, we learned how to create an Anticipated Budget Transfer that is used to move
Budget/Encumbrance Authority from one appropriation to another. The Budget/Encumbrance Authority is
decreased in the “From” appropriation and increased in the “To” appropriation. Anticipated Transfers are often
done prior to the beginning of the fiscal year to allow for encumbrance of money for the next fiscal year.

An Actual Transfer Referencing the Anticipated Transfer is used to move the money (Spending Authority)
between the appropriations. This transaction also reverses the Anticipated Transfer transaction. Actual Budget
Transfers are generally done on July 1 or after and reference the Anticipated Transfer that was previously
entered.

The transfer will have a minimum of two lines that must balance and will use the Journal Class is “XTA” for Actual
Transfers Referencing Anticipated Transfers.

The Actual Transfer (XTA) will not go through workflow but will be checked against the Anticipated Transfer (XAT)
that was previously completed. The transaction will fail budget check if it does not match up to the Anticipated
Transfer that was previously entered.

After completing this topic, you should be able to:

e Create an Actual Transfer that References and Anticipated Budget Transfer
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Process Steps

Create Actual Transfer Referencing an Anticipated Budget Transfer
In this topic, you will learn how to create Actual Transfers against Anticipated Budget Transfers.
Steps to complete:

e Step 1: Use the Enter Budget Transfer — Add New Value tab to Begin Creating the Actual Transfer

Step 2: Enter Information on the Budget Header page

e Step 3: Enter information on the Budget Lines page

e Step 4: Budget Pre-Check the Journal

e Step 5: Submit the Journal for Approval and Monitor the Approval Process

e Step 6: Submit the Journal for Final Posting
Step 1: Use the Enter Budget Transfer — Add New Value tab to Begin Creating the Actual Transfer
Begin by navigating to the Enter Budget Transfer page.

1. Navigation Links: Commitment Control, Budget Journals, Enter Budget Transfer.
2. Make sure the Add New Value tab is selected.

3. Complete the Enter Budget Transfer page as described below.

Field Name Field Description

*Business Unit Accept or select Business Unit “MNOO1". This is the only Business Unit
used for budgets.

*Journal ID Accept the default of “NEXT” in the Journal ID field and SWIFT will
automatically assign the next number available after you save the budget
journal.

*Journal Date Accept the default current date for the Journal Date. The Fiscal Year
and Accounting Period will be inferred by the Journal Date entered here.
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Favorites
-

Enter Budget Transfer

Find an Existing Value

Business Unit: MM001 G
Journal ID: NEXT
Journal Date: |04/02/2015 [5)

Add

Find an Existing Value | Add a Mew Value

Main Menu > Commitment Control > Budget Journalk > Enter Budget Transfer

4. Click on the Add button. After you create the Budget Transfer Journal, the Business Unit, Journal ID and
the Journal Date cannot be changed; however, you can exit the journal without saving and start over.

Step 2: Enter Information on the Budget Header page

After you click on the Add button, the Budget Header page displays. Notice that the information you entered on
the Enter Budget Transfer page displays at the top of the Budget Header page.

Generate Parent Budget(s)
Use Default Entry Event
Parent Budget Entry Type:

Long Description:
Actual transfer to Admin M3 42.10

Alternate Description

B save [Z] Motify || % Refresh

Budget Header | Budget Lines | Budget Errors | Approve

Exchange Rate:

Cur Effdt:

Budget Type:

Fa\fovr'rtes MainvMenu b Comm'rtmsint Control > Budgethournals » Enter Budget Transfer
I New
| Budget Lines Budget Errors Approve
Unit: MMOO1 Journal 1Dz MNEXT Date: 04/02/2015
*Ledger Group: KK_APPROF |G Fiscal Year: 2015 Period: 10
Source: G10
Control ChartField: Appropriation 1D (CF3) *Currency: usD | Q
Budget Header Status: Nane Rate Type: CRRNTQ
*Budget Entry Type: Transfer

1.00000000
04/02/2015 |[5

Expense
Attachments (0}

Approvals

Es Add Update/Display

1. Complete the Budget Header page by entering the applicable fields listed in the table below.
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Field Name

*Ledger Group

Click on the Ledger Group Lookup icon and select “KK_APPROP”. This
is the ledger group for appropriation transfers.

Fiscal Year The Fiscal Year is inferred by SWIFT from the Journal Date.

(display only)

Accounting Period The Accounting Period is inferred by SWIFT from the Journal Date.
(display only)

Source Source is a mandatory field. Each user has one source code, which is
(display only) determined by the agency. The Source field is a default for the user and

is determined by the user's security role within SWIFT.

Control Chartfield

The Control ChartField overrides and defines budget options and

(display only) attributes according to the ledger group selected. Appropriation ID (CF3)
is the Control ChartField for Appropriation Budget Transfers.
*Currency Accept the default “USD”. This is the only currency used in the State of

Minnesota.

Budget Header
Status

(display only)

The Budget Header Status displays the status of the current budget
journal. When the budget is posted, the Budget Header Status changes
to "Posted."

*Budget Entry Type

Accept the default “Transfer”.

Exchange Rate

Accept the default entry. Do not change this value.

Parent Budget

The Parent Budget Options automatically create parent-level budget and

Options budget journals in a budget hierarchy. These options cannot be changed.
(display only)
Cur Effdt Accept the default entry. This field is the Currency Effective Date and it

should not be changed.

Budget Type
(display only)

The Budget Type automatically populates and shows the type of budget
journal you're creating. The available budget types are:

- Expense: used for Appropriations, Allotments, and Expense Budgets
- Revenue: used for Revenue Budgets.

Long Description

Enter a description such as the statute or law requiring the transfer. The
first 30 characters of the value entered into this field will display as the
journal description on various search pages and you can search on the
Description field.

Alternate
Description

Optionally, enter an alternate description.
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Budget Lines
Unit: MO0
*Ledger Group:

Source:

Control ChartField:

Budget Header Status:

*Budget Entry Type:

Generate Parent Budget(s)
Use Default Entry Event
Parent Budget Entry Type:

Long Description:

Alternate Description

B save | [=] Notify

Actual transfer to Admin M3 42.10

i Refresh

Budget Errors Approve

Journal 1D: NEXT

KK_APPROP Oy

G10
Appropriation 1D (CF3)

Mone

Transfer

Budget Header | Budget Lines | Budaget Errars | Approve

Favorites | Main Menu > Commitment Control > Budget Journals > Enter Budget Transfer

Date:

Fiscal Year:

*Currency:

Rate Type:
Exchange Rate:
Cur Effdt:

Budget Type:

7 e

040212015

2015 Period: 10

UsD @
CRRNTCy

100000000 BE
04/02/2015 |[31

Expense
Attachments (0}

Approvals

Er Add Update/Display

Step 3: Enter information on the Budget Lines page

Next, you will enter the amounts and accounting information (ChartFields) on the Budget Lines tab.

1. Click on the Budget Lines tab. Some information from the Budget Header page displays at the top of this

tab.

2. For each actual transfer, you will enter:

A minimum of two lines that must balance, one line reducing the appropriation that is transferring

the money, and a second line increasing the appropriation that is receiving the money.

The Journal Class “XTA” for Actual Transfers Referencing Anticipated Budget Transfers

One unique identifier in the Ref field for each grouping or set of two lines of the budget transfer

which will be used to tie the lines together for searches and reporting.

Complete the ChartFields and Amounts and Base Currency tabs for each transaction line as described

below.
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Budget Header
Unit: MMNO0A

Delete | Line
B |
B 2

Lines to add:

Total Lines:

Favorites © Main Menu > Commitment Control > BudgetJournals » Enter Budget Transfer
) 1 New Window ,_,/ Personalize Page
f BudgetErrors Approve
Journal 1D: 0001808687 Date: 04/02/2015 Approval Status:  No Reguest Budget Header Status: Mone
*Process: Post Journal - Process
[C] Submit For Approval
R o
Ledger Budget Period =Journal Class Fund Fin DeptlD ApproplD Amount Ref Journal Lin
KK_APP_BUD (2015 Q XTA G, [1000Q, |G1010000Cy, |G100007Cy, |-5,000.00 1 approp xfer
KK_APP_BUD 2015 (&} XTA Q, |1000Q, |GO21ADM G, |G027100C, |5,000.00 1 approp xfer
KK_APP_BUD 2015 XAT 1000 G1010000 G100007 5,000.00 1 Sys Gen-An
KK_APP_BUD (2015 KAT 1000 GO021ADMN G027100 -5,000.00 1 Sys Gen-An
4 mn 2
1 =] Journal Line Copy Down From Line: To: Genesiebudnei Beionlnen
4 Total Debits: 10.000.00 Total Credits: 10.000.00
B save |\ Returnto Search | |[Z] Notify | Refresh Bk Add

Budget Header | Budget Lines | Budget Errors | Approve

Field Name

Line (display only)

The line number assigned automatically by SWIFT.

Ledger (display only)

The Ledger selected on the Budget Header page.

*Journal Class

Click on the Journal Class Lookup icon and select “XTA — Actual
Transfer Against Anticipated Transfer”.

*Budget Period

Enter the Budget Period or click on the Lookup icon to select

a Budget Period. The Budget Period identifies the period that money is
legally authorized for spending by the legislature. Budget periods start on
July 1st and end on June 30th of each year. For example, Budget Period
2015 refers to the Budget Period from 7/1/2014 to 6/30/2015. Some
money may be available for spending after the Budget Period has ended.

The field length is 4 digits.

*Fund

Enter the Fund or click on the Lookup icon to select a Fund.

Fund is an independent fiscal and accounting entity with a self-balancing
group of accounts, recording cash and/or other resources together with
all related liabilities, obligations, reserves and equities. They are split out
for the purpose of carrying on specific activities or attaining certain
objectives in accordance with special regulations, restrictions or
limitations.

The field length is 4 digits.
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Field Name Field Description

*Fin DeptID Enter the Fin DeptlID or click on the Lookup icon to select a Fin DeptID.

Fin DeptID (financial department identifier) represents the organizational
function to which expenditures and other activities must be applied. The
department structure should represent the organizational structure of an
agency or department. Combined with other ChartField values,
Department IDs form the basis for department budgets that track
revenues and expenditures.

The Fin DeptID is an 8-character alphanumeric identifier.

*Approp ID Enter the Approp ID or click on the Lookup icon to select an Approp ID.

The Approp ID represents a single appropriation account that controls the
total amount of an agency's expenditures. The Approp ID is unique for
every appropriation budget in SWIFT.

The Approp ID is a 7-character alphanumeric identifier.

*Amount Enter the amount of the transfer. You will enter a minimum of two lines
that must balance: one line reducing the appropriation that is transferring
the money (the “From” appropriation), and a second line increasing the
appropriation that is receiving the money (the “To” appropriation). Related
lines are tied together by using the same “Ref” field entry.

Journal Line Enter an identifying description for the specific journal line.
Description The field length is 30 characters.
*Ref The Ref field is required for budget transfers. The Ref field must contain a

unigue value for each grouping or set of two lines within the transfer. It is
this unique value that ties together the transfer lines for searching and
reporting. Other journals can use the same reference codes. Check to
see if your agency has its own naming convention.

Enter any Reference that you want in this field. The field length is 10
characters.

Step 4: Budget Pre-Check the Journal
Next, you'll need to process the journal.

1. Select “Budget Pre-Check” from the Process drop-down list. This process checks the journal lines to
ensure that a valid accounting string of ChartFields is used.
2. Click on the Process button.

3. A Message displays asking if you want to Budget Check this transaction without posting the results. Click
on the Yes button.
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Do you want to Budget Check this transaction without posting the results? (18021,984)

Mo

4. If the Budget Pre-Check processes successfully, the Budget Header Status now displays “Checked Only”.
If you receive an error or warning, refer to the “Correcting Budget Check Exceptions” topic in this User
Guide for instructions.

Step 5: Submit the Journal for Approval
Next, you'll submit the journal for approval.

1. Select “Submit Journal” from the Process drop-down list.

2. Click on the Process button. The Approval Status displays “Submitted”. You cannot do anything with
the journal now that is in the Approval process. The Process button is grayed out and no longer available
for selection.

Favortes = Main Menu > Commitment Control > Budget Journals > Enter Budget Transfer

Budget Header Blldgel Lines Budget Errors Approve

2 New Window I:,/Personalize Page El

Unit: MNOO1 Journal 1D: 0001808687 Date: 04/02/2015 Approval Status: Submitted Budget Header Status: Mone
Process: Post Journal
Submit For Approval
Personalize | Find | View A B | 3 Fist T 44 o7 17 Last

Delete Line Ledger Budget Period Journal Class Fund Fin DeptiD ApproplD Amount Ref Journal Line Des
1 KK_APP_BUD 2015 KTA 1000 G1010000 100007 -5,000.00 1 approp xfer antici
2 KK_APP_BUD 2015 XTA 1000 GO21ADMN |GO27100 5,000.00 1 approp xfer antici
3 KK_APP_BUD 2015 XAT 1000 G1010000 100007 5,000.00 1 Sys Gen-Antic Xfe
4 KK_APP_BUD 2015 KAT 1000 GOZTADMMN - GO27100 -5,000.00 1 3ys Gen-Antic Xf
o 1 ] +
Lines to add: 1 = Journal Line Copy Down From Line: Tor Generate Budget Reriod Lines
Totals
Total Lines: 4 Total Debits: 10,000.00 Total Credits: 10,000.00
cove | & Retumnto Search | [=] Notify | |2 Refresh | B Add |

Budget Header | Budget Lines | Budget Errors | Approve

3. Once the journal has been approved, you will submit the transaction for final posting of the journal. You
can monitor the approval process by checking your workflow or by viewing the Approval tab for the
journal. Refer to the “Monitoring Budget Journals Approval Workflow” topic for more information. After the
journal has been approved by all the required approvers, the transaction will appear in your workflow and
the Work Item column will display “Approved”. You can click on the link to navigate to the journal and
finish processing.
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Step 6: Submit the Journal for Final Posting
The last step is to submit the journal for final posting.

1. Onthe Budget Lines tab, ensure that the Approval Status displays “Post”.
2. Select the “Post Journal” option from the Process drop-down listing.
3. Click on the Process button.

4. Click the “Yes” button at the Message asking whether you are sure you want to post the journal.

Favorites | Main Menu > Worklist > Worklist > Enter Budget Transfer
- - -
EINg
Budget Header f Budget Errors Approve
Unit: MMNO01 Journal 1D: 0001808686 Date: 04/02/2015 Approval Status: FPost Budget Header Status: Mone
*Process:  PostJournal - Process
[C] submit For Approval
- i [ o
-
Delete Line Ledger Budget Period Journal Class Fund Fin DeptiD ApproplD Amount Ref Journal Line Des
1 KK_APP_BUD 2015 HAT 1000 G1010000 | G100007 -5,000.00 1 Approp xfer-antic
2 KK_APP_BUD 2015 HAT 1000 GOZ21ADMN  |GOZ27100 5,000.00 1 Approp xfer-antic|
a4 m 3
' i Generate Budget Period Lines
Lines to add: 1 = Journal Line Copy Down From Line: To
Total Lines: 2 Total Debits: 5.000.00 Total Credits: 5.000.00
[ save L ReturntoSearch | [Z] Motify | i Refresh [Es Add
Budget Header | Budget Lines | Budget Errors | Approve

e If the posting process was successful, the Budget Header Status displays the Posted link. The direct
budget transfer has occurred and the dollars are now available to spend in the receiving
appropriation. If you click on the Posted link, the Activity Log page displays in a new window showing
the ledger transactions that were created by the journal.

e If the posting process was not successful, an error or warning message displays indicating that
budget checking errors were logged for this document and requiring you to check the budget
exception page to view the errors. Refer to the “Correcting Budget Check Exceptions” topic for the
procedure to view and fix the error.

Having completed this topic, you should now be able to:

e Create Actual Transfer Referencing an Anticipated Budget Transfer
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Creating Direct Budget Transfers

Topic Overview
In this topic, you will create a Direct Budget Transfer. A Direct Budget Transfer is entered when an anticipated
budget transfer was not done first. It is used to move the money (Spending Authority) and it will go through the

workflow approval process.

The transfer will have a minimum of two lines that must balance and you will use the Journal Class “XTN” for a
Direct Budget Transfer.

After completing this topic, you should be able to:

e Create a Direct Budget Transfer
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Process Steps

Create Direct Budget Transfers
In this topic, you will learn how to create a Direct Budget Transfer.
Steps to complete:

e Step 1: Verify that the Dollars are Unallotted

Step 2: Use the Enter Budget Transfer — Add New Value tab to Begin Creating the Transfer
e Step 3: Enter Information on the Budget Header page

e Step 4: Enter information on the Budget Lines page

e Step 5: Budget Pre-Check the Journal

e Step 6: Submit the Journal for Approval and Monitor the Approval Process

e Step 7: Submit the Journal for Final Posting
Step 1: Verify that the Dollars are Unallotted

Before entering the transfer, check the Appropriation Overview page to verify that the funds are available to
transfer.

1. Navigation Links: Commitment Control, Review Budget Activities, Appropriation Overview.

2. Check the Allotment Free field to verify that the funds are “unallotted” and available to transfer.
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Favu_rltes L Ma'nylenu > -:‘.armtrne_nt Control > Flevlewﬂudget Activities >  Appropriation Overview
Appropriation Overview

ersonalize | Find | Visw :-|||Lu|?§§ First &1 4 of 4
Business Unit Ledger Group Fund Code Fin tiD ApproplD Bu t Period
MO0 KK_APPROP 1000 G1010000 G100009 2016
Fund General Fin DeptlD Minnesota Management & Budget ApproplD Management Services
Appropriation Type 05 Biennial ChanField Atfributes
Budget Authority Option A Appropriation Only Associated Budgets
Legal Citation 15 077 01 013 000 Minnesota Management And Budget
Budget Program G1001 Statewide Services
Budget Activity G100109 Agency Administration Budget Status Open
Budget Antic Trans In 0.00
Appropriation Transfer In 1,085.000.00
Original 3,407,000.00 Anfic Trans Out 0.00
Current 3.407,000.00 Transfer Out 90.550.00
Receipts Roll Forward In 0.00
Original Estimate 0.00 Roll Forward Out 0.00
Current Estimate 0.00 Cancel 0.00
Collected 0.00 Reduction 0.00
Dedicated Cap 0.00
Budgeted Remaining
BudgetEncumbrance Authority 4,401,450.00 3,615,071.89 ill o A
Spending Authority 4.401,450.00 4,312,131.52
Transfer Authority 4 401,450.00 4.312131.52
payroll Non-Payroll Allotment Drill down
Payroll Aliotment 2,303,000.00 Operating Allotment 2,068,450.00
Pre Encumbered 0.00
Encumbered 697,059.63
Expended 85,065.95 Expended 4,252 53
Balances

@  Alotment-Free 30,000.00
Budget Exceptions

Exception Errors 0 Exception Warnings 0 Budget Exceptions

Uncommitted 1,397,137.84 Unexpended 4,312,131.52

Note: If the appropriation budget is based on estimated receipts, the Allotment Free balance is
misleading for the amount available to transfer. In this case, the amount available to transfer is based on
collected or any actual money in the appropriation, not what is anticipated.

Step 2: Use the Enter Budget Transfer — Add New Value tab to Begin Creating a Direct Budget Transfer
Begin by navigating to the Enter Budget Transfer page.

1. Navigation Links: Commitment Control, Budget Journals, Enter Budget Transfer.

2. Make sure the Add New Value tab is selected.

3. Complete the Enter Budget Transfer page as described below.
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Field Name

Field Description

*Business Unit

Accept or select Business Unit “MNO0O01". This is the only Business Unit
used for budgets.

*Journal ID

Accept the default of “NEXT” in the Journal ID field and SWIFT will
automatically assign the next number available after you save the budget
journal.

*Journal Date

Accept the default current date for the Journal Date. The Fiscal Year
and Accounting Period will be inferred by the Journal Date entered here.

Enter Budget Journals

Find an Existing Value

Business Unit: ANOD1 O,
Journal ID:

Journal Date: [12/22/2015 |[5]

Add

Favovrites MainvMenu b Cnmm'rtmevntCDntrnI 5 Budgethnurnals > Enter Budget Journals

4. Click on the Add button. After you create the Budget Transfer Journal, the Business Unit, Journal ID and
the Journal Date cannot be changed; however, you can exit the journal without saving and start over.

Step 3: Enter Information on the Budget Header page

After you click on the Add button, the Budget Header page displays. Notice that the information you entered on
the Enter Budget Transfer page displays at the top of the Budget Header page.

1. Complete the Budget Header page by entering the applicable fields listed in the table below.
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Favorites | Main Menu > Commitment Control > Budget Journals » Enter Budget Transfer
- b - -

Budget Lines Budget Errors Approve

Use Default Entry Event

Unit: MMO01 Journal 1D: MNEXT Date:

*Ledger Group: KK_APPROP (Q Fiscal Year:

Source: G10

Control ChartField: Appropriation 1D (CF3) *Currency:

Budget Header Status: Mone Rate Type:

*Budget Entry Type: Transfer “|  Exchange Rate:
Cur Effdt:

Generate Parent Budget(s) Budget Type:

1212212015
2016 Period: ]

UsD @,

CRRNT
1.00000000 EE

1212212015 |[5

Expense

Aftachments (0]

Parent Budget Entry Type:
Approvals
Long Description:
Direct Transfer to Admin MM 15.01
Alternate Description
\El

B save | |[Z] MNofify | |7} Refresh

Budget Header | Budget Lines | Budget Errors | Approve

Er Add Update/Display

Field Name

Field Description

*Ledger Group

Click on the Ledger Group Lookup icon and select “KK_APPROP”. This
is the ledger group for appropriation transfers.

is determined by the user's security role within SWIFT.

Fiscal Year The Fiscal Year is inferred by SWIFT from the Journal Date.

(display only)

Accounting Period The Accounting Period is inferred by SWIFT from the Journal Date.
(display only)

Source Source is a mandatory field. Each user has one source code, which is
(display only) determined by the agency. The Source field is a default for the user and

Control Chartfield

The Control ChartField overrides and defines budget options and

Minnesota.

(display only) attributes according to the ledger group selected. Appropriation ID (CF3)
is the Control ChartField for Appropriation Budget Journals.
*Currency Accept the default “USD”. This is the only currency used in the State of
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Field Name Field Description
Budget Header The Budget Header Status displays the status of the current budget
Status journal. When the budget is posted, the Budget Header Status changes

*Budget Entry Type Accept the default “Transfer”.

Exchange Rate Accept the default entry. Do not change this value.

Parent Budget The Parent Budget Options automatically create parent-level budget and

Options budget journals in a budget hierarchy. These options cannot be changed.

(display only)

Cur Effdt Accept the default entry. This field is the Currency Effective Date and it
should not be changed.

Budget Type The Budget Type automatically populates and shows the type of budget

(display only) journal you're creating. The available budget types are:

- Expense: used for Appropriations, Allotments, and Expense Budgets
- Revenue: used for Revenue Budgets.

Long Description Enter a description such as the statute or law requiring the transfer. The
first 30 characters of the value entered into this field will display as the
journal description on various search pages and you can search on the
Description field.

Alternate Optionally, enter an alternate description.
Description

Step 4: Enter information on the Budget Lines page
Next, you will enter the amounts and accounting information (ChartFields) on the Budget Lines tab.

1. Click on the Budget Lines tab. Some information from the Budget Header page displays at the top of this
tab.

2. For each direct budget transfer, you will enter:

e A minimum of two lines that must balance, one line reducing the appropriation that is transferring
the money, and a second line increasing the appropriation that is receiving the money.

e Journal Class is “XTN" for a Direct Budget Transfer.

e Oneunique identifier in the Ref field for each grouping or set of two lines of the budget transfer
which will be used to tie the lines together for searches and reporting.

Complete the ChartFields and Amounts and Base Currency tabs for each transaction line as described
below.
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Favorices = Main Menu > Commitment Control > Budget Journals > Enter Budget Transfer
D New W
Budget Header || ) Budget Erors Approve
Unit: MMOD1  Journal ID: NEXT Date: 12/22/2015 Approval Status:  No Request Budget Header Status: Mone
*Process: | Post Joumal v||  Process
[ Submit For Approval
- B 4 ]
- -
Delete Line Ledger Budget Period *lournal Class Fund Fin DeptiD ApproplD Amount Ref Journal Lin
1 1 KK_APP_BUD |2016 (o} HTN (1000, |G1010000C, |G1000003 |-10,000.00 1 Approp xfer
O 2 KK_APP_BUD (2016 Q, HTHN G, |1000C, |GO21ADM Gy |G027100C, [10,000.00 1 Approp xfer|
< >
L . Generate Budget Period Lines
Lines to add: 1 =l Journal Line Copy Down From Line: To:
Total Lines: 2 Total Debits: 10,000.00 Total Credits: 10,000.00
B Save |[Z] Notify | | s Refresh Ex Add Update/Display
Budaget Header | Budget Lines | Budget Errors | Approve

Field Name

Field Description

Line (display only)

The line number assigned automatically by SWIFT.

Ledger (display only)

The Ledger selected on the Budget Header page.

*Journal Class

Click on the Journal Class Lookup icon and select “XTN - Actual
Transfer No Anticipated”.

*Budget Period

Enter the Budget Period or click on the Lookup icon to select

a Budget Period. The Budget Period identifies the period that money is
legally authorized for spending by the legislature. Budget periods start on
July 1st and end on June 30th of each year. For example, Budget Period
2015 refers to the Budget Period from 7/1/2014 to 6/30/2015. Some
money may be available for spending after the Budget Period has ended.

The field length is 4 digits.

*Fund

Enter the Fund or click on the Lookup icon to select a Fund.

Fund is an independent fiscal and accounting entity with a self-balancing
group of accounts, recording cash and/or other resources together with
all related liabilities, obligations, reserves and equities. They are split out
for the purpose of carrying on specific activities or attaining certain
objectives in accordance with special regulations, restrictions or
limitations.

The field length is 4 digits.
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Field Name

Field Description

*Fin DeptID

Enter the Fin DeptlID or click on the Lookup icon to select a Fin DeptID.

Fin DeptID (financial department identifier) represents the organizational
function to which expenditures and other activities must be applied. The
department structure should represent the organizational structure of an
agency or department. Combined with other ChartField values,
Department IDs form the basis for department budgets that track
revenues and expenditures.

The Fin DeptID is an 8-character alphanumeric identifier.

*Approp ID

Enter the Approp ID or click on the Lookup icon to select an Approp ID.

The Approp ID represents a single appropriation account that controls the
total amount of an agency's expenditures. The Approp ID is unique for
every appropriation budget in SWIFT.

The Approp ID is a 7-character alphanumeric identifier.

*Amount

Enter the amount of the transfer. You will enter a minimum of two lines
that must balance: one line reducing the appropriation that is transferring
the money (the “From” appropriation), and a second line increasing the
appropriation that is receiving the money (the “To” appropriation). Related
lines are tied together by using the same “Ref” field entry.

Journal Line
Description

Enter an identifying description for the specific journal line.
The field length is 30 characters.

*Ref

The Ref field is required for budget transfers. The Ref field must contain a
unigue value for each grouping or set of two lines within the transfer. It is
this unique value that ties together the transfer lines for searching and
reporting. Other journals can use the same reference codes. Check to
see if your agency has its own naming convention.

Enter any Reference that you want in this field. The field length is 10
characters.
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Budget Header
Unit: MMNOO1

Delete Line
O 1
O 2

Lines to add:

Total Lines:

B save | &L

| " Budget Errors Approve

Fa\.rovr'rtes MainvMenu b CUmmitmgntControl » Budgethournals » Enter Budget Transfer

Journal ID: 0002385684 Date: 12/22/2015 Approval Status:  No Request Budget Header Status: Mone

*Process: |PostJ0urnaI V| Process

[] Submit For Approval
B g B ]

Ledger Budget Period *Journal Class Fund Fin DeptiD ApproplD Amount Ref Journal Liny
KK_APP_BUD 2016 Q. KTN Q [1000Q, |G1010000C, |G100000Q, |-10,000.00 1 Approp xfern
KK_APP_BUD (2016 Q. KT Q, [1000C, |GO021ADMT), |GO027100Q, |10,000.00 1 Approp xfer
< >
1 [=]  Journal Line Copy Down From Line: To: Eenerale Budget Peded i es
2 Total Debits: 10.000.00 Total Credits: 10.000.00

Return to Search | |[=] Notify =} Refresh

Budget Header | Budget Lines | Budget Errors | Approve

[Ex Add

3. Click on the Save button. Note that the Journal ID changed from “NEXT” to a unique number after saving
the information.

4. Click onthe Lines to add Plus Sign (+) to add additional transactions lines. When you add a line, all of
the fields from the line above will copy down into the new row, except the Journal Line Description field.
Change the fields that are different on the new line and complete as described above. You can add
multiple lines, select or deselect fields to copy, and delete lines by following the instructions provided
below.

Action

Instructions

Add Multiple Lines

To add more than one line at a time, change the default “1” to the
number of lines you want to add.

Select/Deselect Fields to
Copy

To select or deselect specific fields to copy, click on the Journal
Line Copy Down link to select or deselect fields to be copied when
the lines are added. Click on the OK button to return to the Budget
Lines tab.

Delete a Line

To delete a line, click on the Delete checkbox for a line that you
want to delete and then click on the Minus Sign (-) to delete the
line.

5. After you have entered all of the journal lines, click on the Save button.
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Next, you'll need to process the journal.

1. Select “Budget Pre-Check” from the Process drop-down list. This process checks the journal lines to
ensure that a valid accounting string of ChartFields is used.

2. Click on the Process button.

3. A Message displays asking if you want to Budget Check this transaction without posting the results. Click
on the Yes button.

Do you want to Budget Check this transaction without posting the results? (18021,984)

]

4. If the Budget Pre-Check processes successfully, the Budget Header Status now displays “Checked Only”.

If you receive an error or warning, refer to the “Correcting Budget Check Exceptions” topic in this User
Guide for instructions.

Favorites | Main Menu > Commitment Control > Budget Journals > Enter Budget Transfer
- i - B -

2 New |
Budget Header Budge‘lLines Budget Errors Approve
=
Unit; MMO01  Journal ID: 0002385684 Date: 12/22/2015 Approval Status: Mot Submit Budget Header Status: Checked Only )
*Process: | PostJoumal v| | Process

[ submit For Approval

Personalize | Find | View a1 | B B First B 12072 1T Last

Chartfields and Amounts ] L

Delete | Line Ledger Budget Period *Journal Class Fund Fin DeptlD ApproplD Amount Ref

Journal Lin
o KK_APP_BUD (2016 Q [k Q  [1000Q, |G1010000Q, [G100009Q, [-10,000.00 [1 [Approp xfer
0o 2 KK_APP_BUD (2016 Q  xn Q [1000Q, |Goz1ADM/Q, [G027100Q, ([10,000.00 [ [Approp xfer
< >
. Generate Budget Period Lines
Lines to add: 1 =l Journal Line Copy Down From Line: ,_ To: '_| _ |

Total Lines: 2 Total Debits: 10,000.00 Total Credits: 10,000.00

B save | |\ ReturntoSearch | [ Notify | | Refresh | |Er-add| [F updatemispiay/

Budget Header | Budget Lines | Budget Errors | Approve
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Step 6:

Submit the Journal for Approval

Next, you'll submit the journal for approval.

WARNING! After the journal is approved, you must proceed to Step 6 and post the journal.

1. Select “Submit Journal” from the Process drop-down list.
Favorites = Main Menu > Commitment Control > Budget Journals » Enter Budget Transfer
ENew
BudgetHeader | ) Budget Errors Approve
Unit: MNOO1  Journal ID: 0002335684  Date: 12/22/2015  Approval Status: Mot Submit Budget Header Status:  Checked Only
*Process: SquilJoumaI ~ Process
[] submit For Approval
~ CHE L4 o
-

Delete Line Ledger Budget Period *Journal Class Fund Fin DeptiD ApproplD Amount Ref Journal Ling
1 1 KK_APP_BUD 2016 Q KTN Q. [1000C, |G10M10000C, |G100009C, |-10,000.00 1 Approp xfer
| 2 KK_APP_BUD 2016 Q KTN Q. [1000Q, |GO21ADM Q) |GD27100C, |10,000.00 1 Approp xfen

< >
. i Generate Budget Period Lines
Lines to add: 1 =] Journal Line Copv Down From Line: To:
Total Lines: 2 Total Debits: 10.000.00 Total Credits: 10.000.00
B save £\ Returnio Search  |[Z] Nofify | | Refresh Es Add
Budget Header | Budget Lines | Budget Errors | Approve

2.

4.

Click on the Process button. The Approval Status displays “Submitted”. You cannot do anything with
the journal now that is in the Approval process. The Process button is grayed out and no longer available
for selection.

Once the journal has been approved, you will submit the transaction for final posting of the journal. You
can monitor the approval process by checking your workflow or by viewing the Approval tab for the
journal. Refer to the “Monitoring Budget Journals Approval Workflow” topic for more information. After the
journal has been approved by all the required approvers, the transaction will appear in your workflow and
the Work Item column will display “Approved”. You can click on the link to navigate to the journal and
finish processing.

WARNING! After the journal is approved, you must proceed to next step and post the journal.

Step 7: Submit the Journal for Final Posting

The last step is to submit the journal for final posting.

1
2
3.
4

On the Budget Lines tab, ensure that the Approval Status displays “Post”.
Select the “Post Journal” option from the Process drop-down listing.
Click on the Process button.

Click the “Yes” button at the Message asking whether you are sure you want to post the journal.
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Unit: MMOO01

Favorites Main Menu > Commitment Control > Budget Joumnals > Enter Budget Transfer

Budget Header BlldgElLiles Budget Errors Approve

Line Ledger Budget Period  Journal Class Fund Fin DeptiD ApproplD  Amount Ref Journal Line Description
1 KK_APP_BUD 2016 HTH 1000 G1010000  G100009 -10,000.00 1 Approp xfer
2 KK_APP_BUD 2018 HTW 1000 GO21ADMN  G027100 10,000.00 1 Approp xfer
< >
From Line: To: Generate Budget Period Lines
Totals
Total Lines: 2 Total Debits: 10,000.00 Total Credits: 10,000.00
E Save .Q Re‘turntnSearch: =] Mn‘hfy f:; Refresh E'q. Mcl Updat

Budget Header | Budget Lines | Budget Errors | Approve

2 New |

Journal 1D: 0002385684 Date: 12/22/2015 Approval Status: Post

H First K 12012 I Last

If the posting process was successful, the Budget Header Status displays the Posted link. The direct
budget transfer has occurred and the dollars are now available to spend in the receiving
appropriation. If you click on the Posted link, the Activity Log page displays in a new window showing
the ledger lines that were created by the journal.

If the posting process was not successful, an error or warning message displays indicating that
budget checking errors were logged for this document and requiring you to check the budget
exception page to view the errors. Refer to the “Correcting Budget Check Exceptions” topic for the
procedure to view and fix the error.

Having completed this topic, you should now be able to:

Create a Direct Budget Transfer
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Creating Budget Transfer Corrections

Topic Overview

In this topic, you will learn how to create a budget transfer correction.

Corrections can be entered for Anticipated Budget Transfers that move the Budget/Encumbrance Authority and
for Actual Transfers (Direct or Referencing an Anticipated) that move the Spending Authority. Corrections to Roll
Forward Budget Transfers are discussed in the “Creating Roll Back Budget Transfers” topic in this User Guide.

Transfer corrections are identified in the header of the Budget Transfer journal by using a Budget Entry Type of
“Correction”. The transfer correction will have a minimum of two lines that must balance, one for the “From”

appropriation, and one for the “To” appropriation.
the type of transfer you are correcting:

You will use one of the below Journal Classes, depending on

Budget Transfer Journal
Class

Correction

XAT - Anticipated Transfer

Use if an anticipated transfer must be corrected.

XTN - Actual Transfer

Use if an actual transfer must be amount corrected.

After completing this topic, you should be able to:

e Create a Budget Transfer Correction
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Process Steps

Create Budget Transfer Corrections

This topic covers creating budget transfer corrections.

Steps to complete:

Step 1: Use the Enter Budget Transfer — Add New Value tab to Begin Creating the Correction
Step 2: Enter Information on the Budget Header page

Step 3: Enter information on the Budget Lines page

Step 4: Budget Pre-Check the Journal

Step 5: Submit the Journal for Approval and Monitor the Approval Process

Step 6: Submit the Journal for Final Posting

Step 1: Use the Enter Budget Journals — Add New Value tab to Begin Creating the Correction

Begin by navigating to the Enter Budget Transfer page.

1. Navigation Links: Commitment Control, Budget Journals, Enter Budget Transfer.

2. Make sure the Add New Value tab is selected.

3. Complete the Enter Budget Transfer page as described below.

Field Name Field Description

*Business Unit Accept or select Business Unit “MNOO01". This is the only Business Unit
used for budgets.

*Journal ID Accept the default of “NEXT” in the Journal ID field and SWIFT will
automatically assign the next number available after you save the budget
journal.

*Journal Date Accept the default current date for the Journal Date. The Fiscal Year
and Accounting Period will be inferred by the Journal Date entered here.

4. Click on the Add button. After you create the Budget Transfer Journal, the Business Unit, Journal ID and
the Journal Date cannot be changed; however, you can exit the journal without saving and start over.

Step 3: Enter Information on the Budget Header page

After you click on the Add button, the Budget Header page displays. Notice that the information you entered on
the Enter Budget Transfer page displays at the top of the Budget Header page.

1. Complete the Budget Header page by entering the applicable fields listed in the table below.
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Favorites | Main Menu > Commitment Control > Budget Journals > Enter Budaget Transfer

Budget Lines Budget Errors Approve

Unit: MNOO1 Journal ID: NEXT Date: 06/04/2015
*Ledger Group: KK_APPROP |G Fiscal Year: 2015 Period: 12
Source: G10
Control ChartField: Appropriation 1D (CF3) *Currency: UsD &
Budget Header Status: None Rate Type: CRRNT G
*Budget Entry Type: Transfer Correction - Exchange Rate: 1.00000000 Fé,
Cur Effdt: 06/04/2015 |[5]
Generate Parent Budget(s) Budget Type: Expense
Use Default Entry Event
Parent Budget Entry Type: Attachments (0}
Approvals

Long Description:
Correct AT to Admin MS 42.10. Reverse Journal ID 0002264432 =

Alternate Description

El save | [Z] Motify |l Refresh Er Add Update/Display
Budget Header | Budget Lines | Budget Errors | Approve

Field Name Field Description

*Ledger Group Click on the Ledger Group Lookup icon and select “KK_APPROP”. This
is the ledger group for appropriation transfers.

Fiscal Year The Fiscal Year is inferred by SWIFT from the Journal Date.

(display only)

Accounting Period The Accounting Period is inferred by SWIFT from the Journal Date.

(display only)

Source Source is a mandatory field. Each user has one source code, which is

(display only) determined by the agency. The Source field is a default for the user and
is determined by the user's security role within SWIFT.

Control Chartfield The Control ChartField overrides and defines budget options and

(display only) attributes according to the ledger group selected. Appropriation ID (CF3)
is the Control ChartField for Appropriation Budget Journals.

*Currency Accept the default “USD”. This is the only currency used in the State of
Minnesota.
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Field Name

Field Description

Budget Header
Status

(display only)

The Budget Header Status displays the status of the current budget
journal. When the budget is posted, the Budget Header Status changes
to "Posted."

*Budget Entry Type

Click on the Budget Entry Type drop-down and select “Transfer
Correction”.

Exchange Rate

Accept the default entry. Do not change this value.

Parent Budget

The Parent Budget Options automatically create parent-level budget and

Options budget journals in a budget hierarchy. These options cannot be changed.
(display only)
Cur Effdt Accept the default entry. This field is the Currency Effective Date and it

should not be changed.

Budget Type
(display only)

The Budget Type automatically populates and shows the type of budget
journal you're creating. The available budget types are:

- Expense: used for Appropriations, Allotments, and Expense Budgets
- Revenue: used for Revenue Budgets.

Long Description

Enter a description explaining the correction. Include the original journal
ID for future reference. The first 30 characters of the value entered into
this field will display as the journal description on various search pages
and you can search on the Description field.

Alternate
Description

Optionally, enter an alternate description.
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Favorites - Main Menu > Commitment Contral > Budgetvjournals » Enter Budget Transfer

Budget Lines Budget Errors Approve

Unit: MMOO1 Journal ID: MEXT Date:

*Ledger Group: KK_APPROP | Q Fiscal Year:

Source: G10

Control ChartField: Appropriation ID (CF3) *Currency:

Budget Header Status: Naone Rate Type:

*Budget Entry Type: Transfer Comrection - Exchange Rate:

Cur Effdt:

Generate Parent Budget(s) Budget Type:

Use Default Entry Event
Parent Budget Entry Type:

Long Description:

06/04/2015

2015 Period: 12

usb|q
CRRNTIQ,
1.00000000) B

06/04/2015 |5
Expense
Attachments (0)

Approvals

Correct AT to Admin M5 42.10. Reverse Journal ID 0002264432

Alternate Description

B save [=] Notify = rls Refresh

Budget Header | Budget Lines | Budget Errors | Approve

[Ex Add Update/Display

Step 4: Enter information on the Budget Lines page

Next, you will enter the amounts and accounting information (ChartFields) on the Budget Lines tab.

1. Click on the Budget Lines tab. Some information from the Budget Header page displays at the top of this

tab.

2. For each budget transfer correction, you will enter:

e One of the Journal Classes listed below, depending on the type of transfer you are correcting:

Budget Transfer Journal Class Correction
XAT - Anticipated Transfer Use if an anticipated transfer must be corrected.
XTN - Actual Transfer Use if an actual transfer must be amount corrected.

e A minimum of two lines that must balance, one line for the appropriation that received the original

transfer amount in error (the “To” appropriation”), and a second line for the appropriation that
transferred the money in error (the “From” appropriation).

e Oneunique identifier in the Ref field for each grouping or set of two lines of the budget transfer
correction which will be used to tie the lines together for searches and reporting.
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Favovrrtes MainvMenu > Cumm'rtmevnt Control » Budgetvlournals » Enter Budget Transfer
A New Window  ?
Budget Header | | Budget Errors Approve
unit: MMOO1  Journal ID: MNEXT Date: 06/04/2015  Approval Status: Mo Request Budget Header Status: None
*Process:  PostJournal - Process
[T Submit For Approval
= B 4] O
-
Delete Line Ledger Budget Period *lournal Class Fund Fin DeptiD ApproplD Amount Ref Journal Lin{
(=] 1 KK_APP_BUD 2015 a, KAT Q [|1000Q, |GO21ADMQ, |G027100Q, |-5,000.00 CORA1 COR 00022
=] 2 KK_APP_BUD |2015 (&} HAT Q. |1000Q, |G1010000C, (31000073 |5,000.00 CORA1 COR 00022
< m 3
i i Generate Budget Period Lines
Lines to add: 1 =] Journal Line Copy Down From Line: To:
Total Lines: 2 Total Debits: 5000.00 Total Credits: 5000.00
[E) save [Z] Motify | s Refresh Es Add Update/Display
Budget Header | Budget Lines | Budget Errors | Approve

Complete the ChartFields and Amounts and Base Currency tabs for each transaction line as described

below.

Field Name

Field Description

Line (display only)

The line number assigned automatically by SWIFT.

Ledger (display only)

The Ledger selected on the Budget Header page.

*Journal Class

Click on the Journal Class Lookup icon and select the type of Journal
Class you are correcting:

XTA — Anticipated Transfer
XTN — Actual Transfer

*Budget Period

Enter the Budget Period or click on the Lookup icon to select

a Budget Period. The Budget Period identifies the period that money is
legally authorized for spending by the legislature. Budget periods start on
July 1st and end on June 30th of each year. For example, Budget Period
2015 refers to the Budget Period from 7/1/2014 to 6/30/2015. Some
money may be available for spending after the Budget Period has ended.

The field length is 4 digits.

*Fund

Enter the Fund or click on the Lookup icon to select a Fund.

Fund is an independent fiscal and accounting entity with a self-balancing
group of accounts, recording cash and/or other resources together with
all related liabilities, obligations, reserves and equities. They are split out
for the purpose of carrying on specific activities or attaining certain
objectives in accordance with special regulations, restrictions or
limitations.

The field length is 4 digits.
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Field Name Field Description

*Fin DeptID Enter the Fin DeptlID or click on the Lookup icon to select a Fin DeptID.
Fin DeptID (financial department identifier) represents the organizational
function to which expenditures and other activities must be applied. The
department structure should represent the organizational structure of an
agency or department. Combined with other ChartField values,
Department IDs form the basis for department budgets that track
revenues and expenditures.

The Fin DeptID is an 8-character alphanumeric identifier.

*Approp ID Enter the Approp ID or click on the Lookup icon to select an Approp ID.
The Approp ID represents a single appropriation account that controls the
total amount of an agency's expenditures. The Approp ID is unique for
every appropriation budget in SWIFT.

The Approp ID is a 7-character alphanumeric identifier.
*Amount Enter the amount of the correction. You will enter a minimum of two lines

that must balance: one line for the transfer out (the negative amount) and
one line for the transfer in (the positive amount). Related lines are tied
together by using the same Ref field entry.

Journal Line

Enter an identifying description for the specific journal line, such as “COR

Description Journal ID 0002264432".
The field length is 30 characters.
*Ref The Ref field is required for budget transfers. The Ref field must contain a

unigue value for each grouping or set of two lines within the transfer. It is
this unique value that ties together the transfer lines for searching and
reporting. Other journals can use the same reference codes. Check to
see if your agency has its own naming convention.

Enter any Reference that you want in this field. The field length is 10
characters.

Released January 20, 2016 (Version 4)

Page 98




.rrru
State of Minnesata

BC2 — Budget Journal Administration

Favorites : Main Menu > Commitment Control > BudgetJournals > Enter Budget Transfer
2 New Window
BudgetHeader | \ " Budget Errors Approve
Unit: MMNOO1  Journal ID: 0002264434 Date: 06/04/2015  Approval Status:  No Request Budget Header Status: MNone
*Process: Post Journal - Process
Submit For Approval
= = Al 4
- :
Delete Line Ledger Budget Period *Journal Class Fund Fin DeptiD ApproplD Amount Ref Journal Lin
1 KK_APP_BUD 2015 Q HAT Q. [1000Q, |GO21ADMQ, |G027100CQ, |-5,000.00 CORA1 COR Journ;
2 KK_APP_BUD 2015 L KAT QL |1000C, |G107100003, |G100007C |5,000.00 COR1 COR Journi
4 m 3
— i Generate Budget Period Lines
Lines to add: 1 [= Journal Line Copy Down From Line: To:
Total Lines: 2 Total Debits: 5.000.00 Total Credits: 5.000.00
B save | |4 Returnto Search | |[Z] Notify | | Refresh E¢ Add
Budget Header | Budget Lines | Budget Errors | Approve

3. Click on the Save button. Note that the Journal ID changed from “NEXT” to a unique number after saving
the information.

4. Click onthe Lines to add Plus Sign (+) to add additional transactions lines. When you add a line, all of
the fields from the line above will copy down into the new row, except the Journal Line Description field.
Change the fields that are different on the new line and complete as described above. You can add
multiple lines, select or deselect fields to copy, and delete lines by following the instructions provided

below.

Action Instructions

Add Multiple Lines To add more than one line at a time, change the default “1” to the
number of lines you want to add.

Select/Deselect Fields to To select or deselect specific fields to copy, click on the Journal

Copy Line Copy Down link to select or deselect fields to be copied when
the lines are added. Click on the OK button to return to the Budget
Lines tab.

Delete a Line To delete a line, click on the Delete checkbox for a line that you
want to delete and then click on the Minus Sign (-) to delete the
line.

5. After you have entered all of the journal lines, click on the Save button.
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Step 5: Budget Pre-Check the Journal

Next, you'll need to process the journal.

Select “Budget Pre-Check” from the Process drop-down list. This process checks the journal lines to

1.

ensure that a valid accounting string of ChartFields is used.
2. Click on the Process button.
3.

A Message displays asking if you want to Budget Check this transaction without posting the results. Click
on the Yes button.

Do you want to Budget Check this transaction without posting the results? (18021,984)

Mo

4.

If the Budget Pre-Check processes successfully, the Budget Header Status now displays “Checked Only”.
If you receive an error or warning, refer to the “Correcting Budget Check Exceptions” topic in this User
Guide for instructions.

Step 6: Submit the Journal for Approval

Next, you'll submit the journal for approval.

1.
2.

WARNING! After the journal is approved, you must proceed to next step and post the journal.

Select “Submit Journal” from the Process drop-down list.

Click on the Process button. The Approval Status displays “Submitted”. You cannot do anything with
the journal now that is in the Approval process. The Process button is grayed out and no longer available
for selection.

Once the journal has been approved, you will submit the transaction for final posting of the journal. You
can monitor the approval process by checking your workflow or by viewing the Approval tab for the
journal. Refer to the “Monitoring Budget Journals Approval Workflow” topic for more information. After the
journal has been approved by all the required approvers, the transaction will appear in your workflow and
the Work Item column will display “Approved”. You can click on the link to navigate to the journal and
finish processing.

From

Favorites : Main Menu > \Workist » Worklist

Worklist
Waorklist for 00637298: Anderson-Moser,Brenda

Detail View

Barondeau Katharine
H

Worklist Filters: - Feed

Date From Work ltem Worked By Activity Priority

Transaction
04/02/2015 Approved

Approval Workflow 3low - Mark Worked

U \HF’GQT SEQ ]RuC AD RL
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Step 7: Submit the Journal for Final Posting
The last step is to submit the journal for final posting.

1. Onthe Budget Lines tab, ensure that the Approval Status displays “Post”.
2. Select the “Post Journal” option from the Process drop-down listing, if necessary.

3. Click on the Process button.

Favorites | Main Menu > Worklist > Worklist > Enter Budget Transfer
- : - -

Budget Header Elu dget Lines Budget Errors Approve

0 New Window

Unit: MNOO1  Journal ID: 0002264434  Date: 06/04/2015  Approval Status:  Post Budget Header Status: MNone )
*Process: PostJournal - | Process
[C] Submit For Approval

15 First 012012 O Last

Personalize | Find | View A1 |

Chartfields and Amounts [ [EEEL)

Delete Line Ledger Budget Period Journal Class Fund Fin DeptiD ApproplD Amount Ref Journal Line Des
(i 1 KK_APP_BUD 2015 HAT 1000 GO21ADMM  GO27100 -5,000.00 COR1 COR Journal ID €
O 2 KK_APF_BUD 2015 HAT 1000 G1010000 100007 5,000.00 COR1 COR Journal ID €
< n ] 3
I i Generate Budget Period Lines
Lines to add: 1 = Journal Line Copy Down From Line: ’_ To: ’_ [ ]
Total Lines: 2 Total Debits: 5,000.00 Total Credits: 5,000.00
B save | |2 ReturntoSearch | |[Z] Notify | |t Refresh | [Ewadd]| [Eupgatemispiay|

Budget Header | Budget Lines | Budget Errors | Approve

4. Click the “Yes” button at the Message asking whether you are sure you want to post the journal.

Are you sure that you want to post this journal? (5010,45)

Mo
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e |f the posting process was successful, the Budget Header Status displays the Posted link. The
Budget Transfer Correction has been processed. If you click on the Posted link, the Activity Log page
displays in a new window showing the ledger lines that were created by the journal.

Favorites Main Menu > Worklist > Worklist > Enter Budget Transfer

Budget Header Budqet Lines Budget Errors Approve

) New Window

Unit: MMOO4 Journal ID: 0002264434 Date: 06/04/2015 Approval Status: Post Budget Header Status: Posted
[ submit For Approval
Personalize | Find | View 41| B | 3 Fret B 42072 17 (e

Line Ledger Budget Period Journal Class Fund Fin DeptlD ApproplD Amount Ref Journal Line Description

1 KK_APP_BUD (2015 XAT 1000 GO21ADMN - G027100 -5,000.00 COR1 COR Journal ID 0002264432

2 KK_APP_BUD 2015 XAT 1000 G1010000 G100007 5,000.00 COR1 COR Journal ID 0002264432

< m ] b

From Line: To: Generate Budget Period Lines

Totals

Total Lines: 2 Total Debits: 5,000.00 Total Credits: 5,000.00
:ﬁ Save: .Q ReturntnSearch: EI Nntify: f:; Refrﬁh: E‘q. Adcl Upda

Budget Header | Budget Lines | Budget Errors | Approve

e |f the posting process was not successful, an error or warning message displays indicating that
budget checking errors were logged for this document and requiring you to check
the Budget Exception page to view the errors. Refer to the “Correcting Budget Check Exceptions”
topic for the procedure to view and fix the error.

Having completed this topic, you should now be able to:

e Create a Budget Transfer Correction
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Creating Roll Forward Budget Transfers

Topic Overview

In this topic, you will create a Roll Forward Budget Transfer. A Roll Forward Budget Transfer is entered when you
need to manually move dollars from one budget period to another within the same accounting string. The roll
forward must occur in sequential years. For example, unused dollars in Budget Period 2015 could be rolled
forward to Budget Period 2016.

Note: Depending in the appropriation type, unencumbered balances are rolled forward automatically
during the fiscal year close process and bi-weekly on payday weekends after close.

The transfer will have a minimum of two lines that must balance and you will use the Journal Class “RFW” for a
Roll Forward Budget Transfer.

After completing this topic, you should be able to:

e Create a Roll Forward Budget Transfer
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Process Steps

Create Roll Forward Budget Transfers
In this topic covers creating a Roll Forward Budget Transfer.
Steps to complete:

e Step 1: Verify that the Dollars are Unallotted

Step 2: Use the Enter Budget Transfer — Add New Value tab to begin creating the roll forward
e Step 3: Enter Information on the Budget Header page

e Step 4: Enter information on the Budget Lines page

e Step 5: Budget Pre-Check the Journal

e Step 6: Submit the Journal for Approval and Monitor the Approval Process

e Step 7: Submit the Journal for Final Posting

Step 1: Verify that the Dollars are “Unallotted”

Before entering the Roll Forward Budget Transfer, check the Allotment Free field on the Appropriation Overview
page to verify that the funds are “unallotted”.

1. Navigation Links: Commitment Control, Review Budget Activities, Appropriation Overview.
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Favc:_rzes Main Menu > Comﬂ'-g_ntcontrol 3 RewewBudgetAMies » Appropriation Overview

Appropriation Overview

Business Unit Ledger Group Fund Code Fin De| ApproplD Bui Period
MMNOO1 KK_APPROP 2001 G1010000 G100012 2014
Fund Other Misc Spacial Revenue Fin DeptiD Minnesota Management & Budget ApproplD Information Systems Division
Appropriation Type 04 Special - Dedicated w
Budget Authority Option E Encumber Budget’Spend Collected Bssocialed Budgeld
Legal Citation MS 16A.055 MKB Commissioners Duties
Budget Program G1001 Statewide Senices
Budget Activity G100104 Information Systems Budget Status Open
Budget Antic Trans In 0.00
Appropriation TransferIn 0.00
Original 0.00 Antic Trans Out 0.00
Current 0.00 Transfer Qut 0.00
Receipts Roll Forward In 367.613.35
Original Estimate 440,000.00 Roll Forward Out 200,000.00
Current Estimate 440,000.00 Cancel 0.00
Collected 463,624.00 Reduction 0.00
Dedicated Cap 0.00
Budgeted Remaining
Budget’Encumbrance Authority 631,237.35 200,026.84 Drill to Activity L
Spending Authority 631,237.35 200,966.90
Transfer Authority 631,237.35 200,966.90
Payroll Non-Payroll Allotment Drilldown
Payroll Allotment 470,000.00 Operating Allotment 135,855.58
Pre Encumbered 0.00
Encumberad 940.06
Expended 338.639.20 Expended 91,631.25
Balances

[ ] Allotment-Free 2538177 Uncommitted 68 666.04 Unexpended 200,966.90
Budget Exceptions
Exception Errors 0 Exception Warnings 0 Budget Exceptions

Note: If the appropriation budget is based on estimated receipts, the Allotment Free balance is

misleading for the amount available to transfer. In this case, the amount available to transfer is based on

collected or any actual money in the appropriation, not what is anticipated.
Step 2: Use the Enter Budget Transfer — Add New Value tab to begin creating roll forward
Begin by navigating to the Enter Budget Transfer page.

1. Navigation Links: Commitment Control, Budget Journals, Enter Budget Transfer.

2. Make sure the Add New Value tab is selected.

3. Complete the Enter Budget Transfer page as described below.
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Field Name

Field Description

*Business Unit

Accept or select Business Unit “MNO0O01". This is the only Business Unit
used for budgets.

*Journal ID

Accept the default of “NEXT” in the Journal ID field and SWIFT will
automatically assign the next number available after you save the budget
journal.

*Journal Date

Accept the default current date for the Journal Date. The Fiscal Year
and Accounting Period will be inferred by the Journal Date entered here.

Journal ID:

Add

Favnvrites Main yenu »

Journal Date:

Enter Budget Transfer

Eind an Existing Value

Business Unit: MN001 O

MEXT
0B/04/2015 |[5]

Cnmm'rtmevntCDntrnI » BudgethDurnals » Enter Budget Transfer

4. Click on the Add button. After you create the Budget Transfer Journal, the Business Unit, Journal ID and
the Journal Date cannot be changed; however, you can exit the journal without saving and start over.

Step 3: Enter Information on the Budget Header page

After you click on the Add button, the Budget Header page displays. Notice that the information you entered on
the Enter Budget Transfer page displays at the top of the Budget Header page.

1. Complete the Budget Header page by entering the applicable fields listed in the table below.
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Favo_r'rtes Main yenu > Comm'rtme'nt Control Budgethournals » Enter Budget Transfer
Budget Lines Budget Errors Approve
Unit: MNOO1 Journal 1D: MNEXT Date: 06/04/2015
*Ledger Group: KK_AFPROP O Fiscal Year: 2015 Period: 12
Source: G10
Control ChartField: Appropriation ID (CF3) *Currency: UsD|Q
Budget Header Status: Mone Rate Type: CRRNT/Q
*Budget Entry Type: Transfer - Exchange Rate: 1.00000000) [
Cur Effdt: 06/04/2015 |[=]
Generate Parent Budget{s) Budget Type: Expense
Use Default Entry Event
Parent Budget Entry Type: Attachments (0)
Approvals
Long Description:
Manual Carryforward =
Alternate Description
=
[El save [=] Notify | Refresh Ey Add Update/Display
Budget Header | Budget Lines | Budget Errors | Approve

Field Name

Field Description

*Ledger Group

Click on the Ledger Group Lookup icon and select “KK_APPROP”. This
is the ledger group for appropriation transfers.

Fiscal Year The Fiscal Year is inferred by SWIFT from the Journal Date.

(display only)

Accounting Period The Accounting Period is inferred by SWIFT from the Journal Date.
(display only)

Source Source is a mandatory field. Each user has one source code, which is
(display only) determined by the agency. The Source field is a default for the user and

is determined by the user's security role within SWIFT

Control Chartfield

The Control ChartField overrides and defines budget options and

(display only) attributes according to the ledger group selected. Appropriation ID (CF3)
is the Control ChartField for Appropriation Budget Journals.
*Currency Accept the default “USD”. This is the only currency used in the State of

Minnesota.

Released January 20, 2016 (Version 4)

Page 107




,,.'f“ 4) State of Minnesota

BC2 — Budget Journal Administration

Field Name

Field Description

Budget Header
Status

(display only)

The Budget Header Status displays the status of the current budget
journal. When the budget is posted, the Budget Header Status changes
to "Posted."

*Budget Entry Type

Accept the default “Transfer”.

Exchange Rate

Accept the default entry. Do not change this value.

Parent Budget

The Parent Budget Options automatically create parent-level budget and

Options budget journals in a budget hierarchy. These options cannot be changed.
(display only)
Cur Effdt Accept the default entry. This field is the Currency Effective Date and it

should not be changed.

Budget Type
(display only)

The Budget Type automatically populates and shows the type of budget
journal you're creating. The available budget types are:

- Expense: used for Appropriations, Allotments, and Expense Budgets
- Revenue: used for Revenue Budgets.

Long Description

Enter a description for the transfer. The first 30 characters of the value
entered into this field will display as the journal description on various
search pages and you can search on the Description field.

Alternate
Description

Optionally, enter an alternate description.
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Favorites | Main Menu > Commitment Control > Budget Journals > Enter Budget Transfer

Budget Lines Budget Errors Approve

Unit: MMNO0 Journal ID: MNEXT Date:

*Ledger Group: KK_APPROP |C Fiscal Year:
Source: G10

Control ChartField: Appropriation 1D (CF3) *Currency:
Budget Header Status: None Rate Type:
*Budget Entry Type: Transfer ¥ Exchange Rate:

Cur Effdt:
Generate Parent Budget(s) Budget Type:

Use Default Entry Event
Parent Budget Entry Type:

Long Description:

06/04/2015

2015 Period: 12

usp|q
CRRNTQ

1.00000000 [
06/04/2015 |[5]

Expense
Attachments (0)

Approvals

Manual Carryforward

Alternate Description

E save |[Z] Motify |  fL» Refresh

Budget Header | Budget Lines | Budget Errors | Approve

Er Add Update/Display

Step 4: Enter information on the Budget Lines page

Next, you will enter the amounts and accounting information (ChartFields) on the Budget Lines tab.

1. Click on the Budget Lines tab. Some information from the Budget Header page displays at the top of this

tab.

2. For each Roll Forward Budget Transfer, you will enter:

A minimum of two lines that must balance, one line reducing the appropriation that is transferring

the money, and a second line increasing the appropriation that is receiving the money.

e Journal Class is “RFW” for a Roll Forward Transfer.

One unique identifier in the Ref field for each set of two lines of the budget transfer which will be

used to tie the lines together for searches and reporting.

Complete the ChartFields and Amounts and Base Currency tabs for each roll forward transaction line

as described below.
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Favorites : Main Menu > Commitment Control > BudgetlJoumals > Enter Budget Transfer
1 New
Budget Header || \ " Budget Errors Approve
Unit: MNOOA Journal 1Dz 0001808683 Date: 06/04/2015  Approval Status: Mo Request Budget Header Status: Mone
*process:  PostJournal - Process
[C] submit For Approval
= i 4] ]
Delete  Line Ledger Budget Period *Journal Class Fund Fin DeptiD ApproplD Amount Ref Journal Lin
[l 1 KK_APP_BUD |2014 Q RFW Q. 2001 |G1010000C, |G100012CY |-25,381.77 1 approp xfer
] 2 KK_APP_BUD (2015 (e} RFW Q. [2001C, |G1010000C, |G100012C, (2538177 1 approp xfer
4 m 3
. . Generate Budget Period Lines
Lines to add: 1 =l Joumal Line Copy Down From Line: To:
Total Lines: 2 Total Debits: 2538177 Total Credits: 9538177
[§ Save A ReturntoSearch | |[Z] Nofify | i Refresh [Er Add
Budget Header | Budget Lines | Budaget Errors | Approve

Field Name Field Description

Line (display only) The line number assigned automatically by SWIFT.

Ledger (display only) | The Ledger selected on the Budget Header page.

*Journal Class Click on the Journal Class Lookup icon and select “RFW — Appropriation
Balance Roll-Forward”.

*Budget Period Enter the Budget Period or click on the Lookup icon to select

a Budget Period. The Budget Period identifies the period that money is
legally authorized for spending by the legislature. Budget periods start on
July 1st and end on June 30th of each year. For example, Budget Period
2015 refers to the Budget Period from 7/1/2014 to 6/30/2015. Some
money may be available for spending after the Budget Period has ended.

The field length is 4 digits.

*Fund Enter the Fund or click on the Lookup icon to select a Fund.

Fund is an independent fiscal and accounting entity with a self-balancing
group of accounts, recording cash and/or other resources together with
all related liabilities, obligations, reserves and equities. They are split out
for the purpose of carrying on specific activities or attaining certain
objectives in accordance with special regulations, restrictions or
limitations.

The field length is 4 digits.
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Field Name

Field Description

*Fin DeptID

Enter the Fin DeptlID or click on the Lookup icon to select a Fin DeptID.

Fin DeptID (financial department identifier) represents the organizational
function to which expenditures and other activities must be applied. The
department structure should represent the organizational structure of an
agency or department. Combined with other ChartField values,
Department IDs form the basis for department budgets that track
revenues and expenditures.

The Fin DeptID is an 8-character alphanumeric identifier.

*Approp ID

Enter the Approp ID or click on the Lookup icon to select an Approp ID.

The Approp ID represents a single appropriation account that controls the
total amount of an agency's expenditures. The Approp ID is unique for
every appropriation budget in SWIFT.

The Approp ID is a 7-character alphanumeric identifier.

*Amount

Enter the amount of the transfer. You will enter a minimum of two lines
that must balance: one line reducing the appropriation that is transferring
the money (the “From” appropriation), and a second line increasing the
appropriation that is receiving the money (the “To” appropriation). Related
lines are tied together by using the same “Ref” field entry.

Journal Line
Description

Enter an identifying description for the specific journal line.
The field length is 30 characters.

*Ref

The Ref field is required for budget transfers. The Ref field must contain a
unigue value for each grouping or set of two lines within the transfer. It is
this unique value that ties together the transfer lines for searching and
reporting. Other journals can use the same reference codes. Check to
see if your agency has its own naming convention.

Enter any Reference that you want in this field. The field length is 10
characters.
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Favorites : Main Menu > Commitment Control > BudgetlJoumals > Enter Budget Transfer
1 New
Budget Header || \ " Budget Errors Approve
Unit: MNOOA Journal 1Dz 0001808683 Date: 06/04/2015  Approval Status: Mo Request Budget Header Status: Mone
*Process: Fost Journal - Process
[C] submit For Approval
- =g 4] ]
Delete  Line Ledger Budget Period *Journal Class Fund Fin DeptiD ApproplD Amount Ref Journal Lin
[l 1 KK_APP_BUD |2014 Q RFW Q. 2001 |G1010000C, |G100012CY |-25,381.77 1 approp xfer
] 2 KK_APP_BUD (2015 (e} RFW Q. [2001C, |G1010000C, |G100012C, (2538177 1 approp xfer
4 m 3
. . Generate Budget Period Lines
Lines to add: 1 =l Joumal Line Copy Down From Line: To:
Total Lines: 2 Total Debits: 2538177 Total Credits: 9538177
[§ Save A ReturntoSearch | |[Z] Nofify | i Refresh [Er Add
Budget Header | Budget Lines | Budaget Errors | Approve

3. Click on the Save button. Note that the Journal ID changed from “NEXT” to a unique number after saving
the information.

4. Click onthe Lines to add Plus Sign (+) to add additional transactions lines. When you add a line, all of
the fields from the line above will copy down into the new row, except the Journal Line Description field.
Change the fields that are different on the new line and complete as described above. You can add
multiple lines, select or deselect fields to copy, and delete lines by following the instructions provided

below.

Action Instructions

Add Multiple Lines To add more than one line at a time, change the default “1” to the
number of lines you want to add.

Select/Deselect Fields to To select or deselect specific fields to copy, click on the Journal

Copy Line Copy Down link to select or deselect fields to be copied when
the lines are added. Click on the OK button to return to the Budget
Lines tab.

Delete a Line To delete a line, click on the Delete checkbox for a line that you
want to delete and then click on the Minus Sign (-) to delete the
line.

5. After you have entered all of the journal lines, click on the Save button.
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Step 5: Budget Pre-Check the Journal
Next, you'll need to process the journal.
1. Select “Budget Pre-Check” from the Process drop-down list. This process checks the journal lines to
ensure that a valid accounting string of ChartFields is used.

2. Click on the Process button.

3. A Message displays asking if you want to Budget Check this transaction without posting the results. Click
on the Yes button.

Do you want to Budget Check this transaction without posting the results? (18021,984)

Mo

4. If the Budget Pre-Check processes successfully, the Budget Header Status now displays “Checked Only”.
If you receive an error or warning, refer to the “Correcting Budget Check Exceptions” topic in this User
Guide for instructions.

Step 6: Submit the Journal for Approval
Next, you'll submit the journal for approval.
WARNING! After the journal is approved, you must proceed to the next step and post the journal.

1. Select “Submit Journal” from the Process drop-down list.

2. Click on the Process button. The Approval Status displays “Submitted”. You cannot do anything with
the journal now that is in the Approval process. The Process button is grayed out and no longer available
for selection.
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Favorites Main Menu > Commitment Control > Budget Journals > Enter Budget Transfer

B New Wi
Budget Header Eludget Lines Budget Errors Approve
Unit: MO0 Journal ID: 0001808683 Date: 06/04/2015 Approval Status: Submitted Budget Header Status: MNone
Process: Post Journal
["] Submit For Approval

ai First K1 12072 O ast

Personalize | Find | View A1 | B | 5

Chartfields and Amounts  J [EEEL]

Delete Line Ledger Budget Period Journal Class Fund Fin DeptiD ApproplD Amount Ref Journal Line Des
B KK_APP_BUD 2014 RFW 2001 G1010000 G100012 -25,381.77 1 approp xfer iw
O |2 KK_APP_BUD 2015 RFW 2001 G1010000 100012 2538177 1 approp fer fw
< | n | 3
Lines to add: 1 = Journal Line Copy Down From Line: To: | Eenerate Bidoetherind Cnes |
Total Lines: 2 Total Debits: 2538177 Total Credits: 25381.77

5 =ave | [ Returnto Search | (] Notify | | Refresh | [Ex Add |

Budget Header | Budget Lines | Budget Errors | Approve

3. Once the journal has been approved, you will submit the transaction for final posting of the journal. You

can monitor the approval process by checking your workflow or by viewing the Approve tab for the

journal. Refer to the “Monitoring Budget Journals Approval Workflow” topic for more information. After the
journal has been approved by all the required approvers, the transaction will appear in your workflow and

the Work Item column will display “Approved”. You can click on the link to navigate to the journal and
finish processing.

Step 7: Submit the Journal for Final Posting
The last step is to submit the journal for final posting.

1. Onthe Budget Lines tab, ensure that the Approval Status displays “Post”.

Favorites | Main Menu > Worklist > Worklst > Enter Budget Transfer
- - -

E New |
Budget Header Budget Lines Budget Errors Approve
Unit: MMOO1  Journal ID: 0001803633 Date: 06/04/2015 Approval Status:  Post Budget Header Status: Naone )
*Process: PostJournal - Process

Submit For Approval
=
personaiize | Find | View Al | | 3 First Kl 42 or2 DN Last

Chartfields and Amounts I EEEL)

Delete Line Ledger Budget Period Journal Class Fund Fin DeptiD ApproplD Amount Ref Journal Line Des
B [ KK_APP_BUD 2014 RFW 2001 G1010000 | G100012  -25,381.77 1 approp xfer rfw
O |2 KK_APP_BUD 2015 RFW 2001 G1010000  |G100012 25,381.77 1 approp xfer rfw
] m r
[ J
Lines to add: 1 =] Joumal Line Copy Down From Line: e [ Generaie Budqel Period | nes )
Total Lines: 2 Total Debits: 25,381.77 Total Credits: 25,381.77

E Save | _,Q Return to Search | El Notify | _r:, Refresh | E‘+ Add | _ Update/Display)|

Budget Header | Budget Lines | Budget Errors | Approve
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2. Select the “Post Journal” option from the Process drop-down listing.
3. Click on the Process button.
4. Click the “Yes” button at the Message asking whether you are sure you want to post the journal.

e If the posting process was successful, the Budget Header Status displays the Posted link. The Roll
Forward Budget Transfer has been processed. If you click on the Posted link, the Activity Log page
displays in a new window showing the ledger lines that were created by the journal.

e If the posting process was not successful, an error or warning message displays indicating that
budget checking errors were logged for this document and requiring you to check the budget
exception page to view the errors. Refer to the “Correcting Budget Check Exceptions” topic for the
procedure to view and fix the error.

Having completed this topic, you should now be able to:

e Create a Roll Forward Budget Transfer
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Creating Roll Back Budget Transfers

Topic Overview

In this topic, you will create a Roll Back Budget Transfer. A Roll Back Budget Transfer is used when too much
money was rolled forward through the SWIFT automatic process or the manual roll forward process discussed in
the previous topic.

As necessary, a Roll Back Budget Transfer can be done to the extent of any prior roll forward amount, whether
system or manual roll forward.

Note: If there was not a roll forward from the previous year(s), there cannot be a roll back.

The roll backs must occur in sequential years. For example, dollars from Budget Period 2016 could be rolled back
to Budget Period 2015.

You will use the Budget Entry Type “Transfer Correction”. The transfer will have a minimum of two lines that must
balance and you will use the Journal Class “RFW".

After completing this topic, you should be able to:

e Create a Roll Back Budget Transfer
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Process Steps

Create Roll Back Budget Transfers
This topic covers creating Roll Back Budget Transfers.

Steps to complete:
e Step 1: Verify that the Dollars are Unallotted
e Step 2: Use the Enter Budget Transfer — Add New Value tab to begin creating the roll back
e Step 3: Enter Information on the Budget Header page
e Step 4: Enter information on the Budget Lines page
e Step 5: Budget Pre-Check the Journal
e Step 6: Submit the Journal for Approval and Monitor the Approval Process
e Step 7: Submit the Journal for Final Posting
Step 1: Verify that the Dollars are “Unallotted”

Before entering the roll back, check the Allotment Free field on the Appropriation Overview page for the
appropriation that is transferring the dollars to verify that the funds are “unallotted”.

1. Navigation Links: Commitment Control, Review Budget Activities, Appropriation Overview.

Favorites  Main Menu > Commitment Control > Review Budget Activies > Approprition Overview

Appropriation Overview

Business Unit Ledger Grou Fund Code Fin DeptiD . D Budget Period

MNOD1 KK_APPROP 2001 G1010000 G100012 2015

Fund Other Misc Spedial Revenue Fin DeptiD Minnesota Management & Budget AppropiD Information Systems Division
Appropriation Type 04 Special - Dedicated Gharfield Airiputes

Budget Autherity Option  E Encumber Budget'Spend Collected Bssodaled Budostd

Leqgal Citation MS 16A.055 MMB Commissioners Duties

Budget Program G1001 Statewide Senvices

Budget Activity G100104 Information Systems Budget Status Open
Ledger Amounts. - =

Budget Antic Trans In 0.00
Appropriation TransferIn 0.00
Original 0.00 Antic Trans Out 0.00
Current 0.00 Transfer Out 0.00
Receipls Roll Forward In 225381.77
Original Estimate 900,000.00 Roll Forward Out 0.00
Current Estimate 900,000.00 Cancel 0.00
Collected 0.00 Reduction 0.00
Dedicated Cap 0.00
Budgeted Remaining
BudgetEncumbrance Authority 1,125,381.77 1,097,381.77 il to Activity Lo
vity Log
Spending Authority 225.381.77 225381.77
Transfer Authority 22538177 225381.77
.
payrol Non-Payroll Allgtment Drilldown
Payroll Allotment 000 Operating Allotment 1,100,000.00
Pre Encumbered 0.00
Encumbered 28,000.00
Expended 0.00 Expended 0.00
| Balances
i ] Allotment-Free 2538177 Uncommitted 1,097,381.77 Unexpended 22538177
Budget Exceptions )
Exception Errors 0 Exception Wamings 0 Budget Exceptions
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Step 2: Use the Enter Budget Transfer — Add New Value tab to Begin Creating Roll Back

Begin by navigating to the Enter Budget Transfer page.
1. Navigation Links: Commitment Control, Budget Journals, Enter Budget Transfer.
2. Make sure the Add New Value tab is selected.

3. Complete the Enter Budget Transfer page as described below.

Field Name Field Description

*Business Unit Accept or select Business Unit “MNOO01". This is the only Business Unit
used for budgets.

*Journal ID Accept the default of “NEXT” in the Journal ID field and SWIFT will
automatically assign the next number available after you save the budget
journal.

*Journal Date Accept the default current date for the Journal Date. The Fiscal Year

and Accounting Period will be inferred by the Journal Date entered here.

Fa\rovr'rtes Mainlﬂenu b Comm'rtmevnt Control » Budget_:lournals > Enter Budget Transfer

Enter Budget Transfer
Find an Existing Value

Business Unit: MN0OD1 Q)
Journal ID: MNEXT
Journal Date: |06/04/2015 [5]

Add

4. Click on the Add button. After you create the Budget Transfer Journal, the Business Unit, Journal ID and
the Journal Date cannot be changed; however, you can exit the journal without saving and start over.

Step 3: Enter Information on the Budget Header page

After you click on the Add button, the Budget Header page displays. Notice that the information you entered on
the Enter Budget Transfer page displays at the top of the Budget Header page.

1. Complete the Budget Header page by entering the applicable fields listed in the table below.
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Favo'rites Main lﬂenu b Commn:me_nt Control > Buﬂgetvlnurnals > Enter Budget Transfer
'_ BudgetLines || BudgetEmors | Approve

Unit: MNOO1 Journal 1D: NEXT Date: 06/04/2015

*Ledger Group: KK_APPROP Q Fiscal Year: 2015 Period: 12

Source: G10

Control ChartField: Appropriation 1D (CF3) *Currency: usD Q

Budget Header Status: None Rate Type: CRRNTQ

“Budget Entry Type: | Transter Correction *|  Exchange Rate: ' 1.00000000, [,
SEODEOTS Cur Effdt: 06/04/2015 [5

Generate Parent Budget(s) Budget Type: Expense
Use Default Entry Event _
Parent Budget Entry Type: allachments (0)

Long Description:

Rollback funds. Comect Carryforward - Journal ID 00010808683 el
Field Name Field Description
*Ledger Group Click on the Ledger Group Lookup icon and select “KK_APPROP”. This

is the ledger group for appropriation transfers.

Fiscal Year The Fiscal Year is inferred by SWIFT from the Journal Date.
(display only)
Accounting Period The Accounting Period is inferred by SWIFT from the Journal Date.
(display only)
Source Source is a mandatory field. Each user has one source code, which is
(display only) determined by the agency. The Source field is a default for the user and

is determined by the user's security role within SWIFT.

Control Chartfield
(display only)

The Control ChartField overrides and defines budget options and
attributes according to the ledger group selected. Appropriation ID (CF3)
is the Control ChartField for Appropriation Budget Journals.

*Currency

Accept the default “USD”. This is the only currency used in the State of
Minnesota.

Budget Header
Status

(display only)

The Budget Header Status displays the status of the current budget
journal. When the budget is posted, the Budget Header Status changes
to "Posted."

*Budget Entry Type

Click on the Budget Entry Type drop-down and select “Transfer
Correction”.
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Field Name

Field Description

Exchange Rate

Accept the default entry. Do not change this value.

Parent Budget

The Parent Budget Options automatically create parent-level budget and

Options budget journals in a budget hierarchy. These options cannot be changed.
(display only)
Cur Effdt Accept the default entry. This field is the Currency Effective Date and it

should not be changed.

Budget Type
(display only)

The Budget Type automatically populates and shows the type of budget
journal you're creating. The available budget types are:

- Expense: used for Appropriations, Allotments, and Expense Budgets

- Revenue: used for Revenue Budgets.

Long Description

Enter a description for the transfer. The first 30 characters of the value
entered into this field will display as the journal description on various
search pages and you can search on the Description field.

Alternate Optionally, enter an alternate description.
Description
Favo'rites Main Menu > Commitment Control > Buﬂgetvlnurnals > Enter Budget Transfer
B BudgetLines | BudgetEmors |« Approve
Unit: MNOO1 Journal 1D: NEXT Date: 06/04/2015
*Ledger Group: KK_APPROP Q Fiscal Year: 2015 Period: 12
Source: G10
Control ChartField: Appropriation ID (CF3) *Currency: UsD Q@
Budget Header Status: None Rate Type: CRRNTQ
“Budget Entry Type: | Transter Correction *|  Exchange Rate: 1.00000000, [,
t Budaet Options Cur Effdt: 06/04/2015 |[5j
Generate Parent Budget(s) Budget Type: Expense
Use Default Entry Event _
Parent Budget Entry Type: allachments (0)
Approvals
Long Description: B
Rollback funds. Comrect Carnyforward - Journal ID 00010808683 i
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Step 4: Enter information on the Budget Lines page

Next, you will enter the amounts and accounting information (ChartFields) on the Budget Lines tab.

1. Click on the Budget Lines tab. Some information from the Budget Header page displays at the top of this

tab. For each Roll Forward Budget Transfer, you will enter:

e A minimum of two lines that must balance, one line reducing the appropriation that is transferring
the money, and a second line increasing the appropriation that is receiving the money.

e Journal Class is “RFW” for a Roll Back Transfer.

e Oneunique identifier in the Ref field for each set of two lines of the budget transfer which will be
used to tie the lines together for searches and reporting.

Complete the ChartFields and Amounts and Base Currency tabs for each roll forward transaction line

as described below.

Favorites | Main Menu > Commitment Control > Budget Journals » Enter Budget Transfer
- - - -
0 New |
Budget Header \ " Budget Errors Approve
Unit: MMNO01  Journal ID: 0001808685 Date: 06/04/2015 Approval Status: Mo Request Budget Header Status: Mone
*Process: Post Journal - Process
[C] Submit For Approval
£ R Kl 12
-
Delete Line Ledger Budget Period *lournal Class Fund Fin DeptiD ApproplD Amount Ref Journal Lin{
= 1 KK_APP_BUD 2014 a RFW Q, |2001Q, |G1010000C, |G100012C, |25,381.77 RFW BACK |approp xfer
[} 2 KK_APP_BUD 2015 (&} RFW Q, |2001Q, |G1010000%, |G100012Q, |-25,381.77 RFW BACK |approp xfer
4 n 2
S . Generate Budget Period Lines
Lines to add: 1 =] Journal Line Copy Down From Line: To:
Total Lines: 2 Total Debits: 2538177 Total Credits: 25 38177
B save |\ ReturntoSearch | |[Z] Motify | #» Refresh Er Add
Budget Header | Budget Lines | Budget Errors | Approve

Field Name

Field Description

Line (display only)

The line number assigned automatically by SWIFT.

Ledger (display only)

The Ledger selected on the Budget Header page.

*Journal Class

Click on the Journal Class Lookup icon and select “RFW — Appropriation
Balance Roll-Forward”.
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Field Name

Field Description

*Budget Period

Enter the Budget Period or click on the Lookup icon to select

a Budget Period. The Budget Period identifies the period that money is
legally authorized for spending by the legislature. Budget periods start on
July 1st and end on June 30th of each year. For example, Budget Period
2015 refers to the Budget Period from 7/1/2014 to 6/30/2015. Some
money may be available for spending after the Budget Period has ended.

The field length is 4 digits.

*Fund

Enter the Fund or click on the Lookup icon to select a Fund.

Fund is an independent fiscal and accounting entity with a self-balancing
group of accounts, recording cash and/or other resources together with
all related liabilities, obligations, reserves and equities. They are split out
for the purpose of carrying on specific activities or attaining certain
objectives in accordance with special regulations, restrictions or
limitations.

The field length is 4 digits.

*Fin DeptID

Enter the Fin DeptID or click on the Lookup icon to select a Fin DeptID.

Fin DeptID (financial department identifier) represents the organizational
function to which expenditures and other activities must be applied. The
department structure should represent the organizational structure of an
agency or department. Combined with other ChartField values,
Department IDs form the basis for department budgets that track
revenues and expenditures.

The Fin DeptID is an 8-character alphanumeric identifier.

*Approp ID

Enter the Approp ID or click on the Lookup icon to select an Approp ID.

The Approp ID represents a single appropriation account that controls the
total amount of an agency's expenditures. The Approp ID is unique for
every appropriation budget in SWIFT.

The Approp ID is a 7-character alphanumeric identifier.

*Amount

Enter the amount of the appropriation roll back. You will enter a minimum
of two lines that must balance: one line for the transfer out (the negative
amount) and one line for the transfer in (the positive amount). Related
lines are tied together by using the same “Ref” field entry.

Journal Line
Description

Enter an identifying description for the specific journal line.
The field length is 30 characters.
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Field Name Field Description

*Ref The Ref field is required for budget transfers. The Ref field must contain a
unigue value for each grouping or set of two lines within the transfer. It is
this unique value that ties together the transfer lines for searching and
reporting. Other journals can use the same reference codes. Check to
see if your agency has its own naming convention.

Enter any Reference that you want in this field. The field length is 10
characters.

1. Click on the Save button. Note that the Journal ID changed from “NEXT” to a unique number after saving
the information.

2. Click on the Lines to add Plus Sign (+) to add additional transactions lines. When you add a line, all of
the fields from the line above will copy down into the new row, except the Journal Line Description field.
Change the fields that are different on the new line and complete as described above. You can add
multiple lines, select or deselect fields to copy, and delete lines by following the instructions provided

below.

Action Instructions

Add Multiple Lines To add more than one line at a time, change the default “1” to the
number of lines you want to add.

Select/Deselect Fields to To select or deselect specific fields to copy, click on the Journal

Copy Line Copy Down link to select or deselect fields to be copied when
the lines are added. Click on the OK button to return to the Budget
Lines tab.

Delete a Line To delete a line, click on the Delete checkbox for a line that you
want to delete and then click on the Minus Sign (-) to delete the
line.

Fa\ruvrites Main_Menu b Cumrn'rtrnevnt Control > Budgetvlnumalﬁ » Enter Budget Transfer
) B New |
Budget Header | ) Budget Errors Approve
Unit: MNOO1  Journal ID: 0001808685 Date: 0B/04/2015 Approval Status: Mo Request Budget Header Status: Mone
*Process:  PostJournal - Process
Submit For Approval
b2 i L L
-
Delete  Line Ledger Budget Period *lournal Class Fund Fin DeptiD ApproplD Amount Ref Journal Lim
1 KK_APP_BUD (2014 Q RFW Q ZDD1Q G1D1DDD[Q G1DDD12Q 2538177 RFW BACK | |approp xfer
2 KK_APP_BUD (2015 Q, RFW Q, |2001Q, |G1010000C, |G100012CQ, |-25,381.77 RFW BACK| |approp xfer
4 m 3
Lines to add: 1 = Journal Line Copy Down From Line: Tar Eenacate Budge Redod) ines
Total Lines: 2 Total Debits: 2538177 Total Credits: 2538177
[E Save | | &\ Returnto Search | |[Z] Nofify | |y Refresh E+ Add
Budget Header | Budget Lines | Budget Errors | Approve
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3. After you have entered all of the journal lines, click on the Save button.

Step 5: Budget Pre-Check the Journal
Next, you'll need to process the journal.

1. Select “Budget Pre-Check” from the Process drop-down list. This process checks the journal lines to
ensure that a valid accounting string of ChartFields is used.

N

Click on the Process button.

w

A Message displays asking if you want to Budget Check this transaction without posting the results. Click
on the Yes button.

Do you want to Budget Check this transaction without posting the results? (18021,984)

Mo

4. If the Budget Pre-Check processes successfully, the Budget Header Status now displays “Checked Only”.
If you receive an error or warning, refer to the “Correcting Budget Check Exceptions” topic in this User
Guide for instructions.

Step 6: Submit the Journal for Approval
Next, you'll submit the journal for approval.
WARNING! After the journal is approved, you must proceed to next step and post the journal.

1. Select “Submit Journal” from the Process drop-down list.

2. Click on the Process button. The Approval Status displays “Submitted”. You cannot do anything with
the journal now that is in the Approval process. The Process button is grayed out and no longer available
for selection.

3. Once the journal has been approved, you will submit the transaction for final posting of the journal. You
can monitor the approval process by checking your workflow or by viewing the Approval tab for the
journal. Refer to the “Monitoring Budget Journals Approval Workflow” topic for more information. After the
journal has been approved by all the required approvers, the transaction will appear in your workflow and
the Work Item column will display “Approved”. You can click on the link to navigate to the journal and
finish processing.
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Detail View

Favorites | Main Menu » Worklist > Worklist
- - -

Worklist
Waorklist for 00637298: Anderson-Moser Brenda

From Date From Work ltem Worked By Activity Priority Link
I _KKBUDAPP 71361
B e - o KKBUDAPPT, 1901-01-02 N. 0.
arondeau, Katharine ransaction BUSINESS UNIT:MNODT TR
041022015 Approved Approval Workflow 3-Low ~ JOURNAL [D0001308536 Wark Worked Reassian

B New Wi

Worklist Filters: - &) Feed

JOURNAL DATE:2015-04-02
UNPOST SEQGORDCACDR

Step 7: Submit the Journal for Final Posting

The last step is to submit the journal for final posting.

1
2.
3

4.

On the Budget Lines tab, ensure that the Approval Status displays “Post”.

Select the “Post Journal” option from the Process drop-down listing, if necessary.

Click on the Process button.

Click the “Yes” button at the Message asking whether you are sure you want to post the journal.

Favorites © Main Menu > Commitment Control > Budget Journals > Enter Budget Transfer

Budget Header BlldQE(L'IIEE Budget Errors Approve

Unit: MMNOOT

Chartfields and Amounts

Line Ledger Budget Period Journal Class Fund Fin DeptlD ApproplD Amount Ref Journal Line Description
1 KK_APP_BUD 2014 RFW 2001 G1010000 | G100012 25,381.77 RFW BACK |approp xfer-RFW and back
2 KK_APP_BUD 2015 RFW 2001 G1010000  |G100012 -26,381.77 RFW BACK  |approp sfer-RFW and back
< 1 | r
From Line: To: Generate Budget Period Lines
Totals
Total Lines: 2 Total Debits: 2538177 Total Credits: 2538177

:E Save: .Q Return to Searcn: EI ND‘lIfy: f:; Refrﬁn:

Budget Header | Budget Lines | Budget Errors | Approve

B New

Journal ID: 0001808585 Date: 06/04/2015  Approval Status:  Post Budget Header Status: Posted
[~ submit For Approval

T
Personalize | Find | view 41 | B | 28

If the posting process was successful, the Budget Header Status displays the Posted link. The Roll
Back Transfer has occurred. If you click on the Posted link, the Activity Log displays showing the
ledger lines that were created by the journal.

If the posting process was not successful, an error or warning message displays indicating that
budget checking errors were logged for this document and requiring you to check the budget
exception page to view the errors. Refer to the “Correcting Budget Check Exceptions” topic for the
procedure to view and fix the error.

Having completed this topic, you should now be able to:

Create Roll Back Budget Transfer
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Lesson Summary
Having completed this lesson, you should now be able to:

e Create Anticipated Budget Transfer

e Create Actual Transfers Referencing Anticipated Budget Transfer
e Create Direct Budget Transfers

e Create Budget Transfer Corrections

e Create Roll Forward Budget Transfers

e Create Roll Back Budget Transfers
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Lesson 3: Correcting Budget Check Exceptions

Lesson Overview

In this Lesson, you will learn how to view and correct budget check exceptions. When a budget check exception
occurs while processing a budget journal or transfer, an error message displays. The error message notifies you
that a budget check error or warning has been logged and requires you to check the Budget Exception page to
view the error. Budget exception errors and warnings can be detected during the Budget Pre-check and Posting
processes.

| Budget Checking Errors Exist (18021,81)
| Budget checking errors were logged for this document. Please check the budget exception page to view them.

LK}

After completing this lesson, you should be able to:

e View and Correct Budget Check Exceptions
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Correcting Budget Check Exceptions

Topic Overview

In this topic, you will learn how to view and correct budget check exceptions. When a budget check exception
occurs while processing a budget journal or transfer, an error message displays. The error message notifies you
that a budget check error or warning has been logged and requires you to check the Budget Exception page to
view the error. Budget check errors and warnings can be detected during the Budget Pre-check and Posting
processes.

Budget Checking Errors Exist (18021,81)

Budget checking errars were logged for this document. Please check the budget exception page to view them.

If you receive the budget check error message, you should review the entries on the Budget Lines tab. The
problem may be as simple as entering the wrong combination of ChartFields or amount. If you are unable to
identify the problem, you'll need to navigate to the Budget Exception page where you can view additional
information regarding the error. After reviewing the exception pages, you will probably need to do additional
research to determine the underlying problem that caused the error. A good place to start your research is
the Appropriation Overview page.

Errors can occur for a number of reasons. Common errors include:

e ChartFields were entered incorrectly
e Budget amount exceeds authority
e Appropriation has not been set up for the budget period

Once you have identified the problem, you will need to take the appropriate actions to correct the error and
process the journal again.

After completing this topic, you should be able to:

e View and Correct Budget Check Exceptions
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Process Steps

Correct Budget Check Exceptions

This topic covers how to view and correct budget check exception errors and warnings. In this example, the
budget journal entered exceeds the amount available in the appropriation.

Steps to complete:

e Step 1: Review the Entries on the Budget Lines tab for the Budget Journal in Error
e Step 2: View the Budget Check Exception page
e Step 3: View Additional Pages to Identify the Problem

e Step 4: Fix the Budget Journal and Re-process
Step 1: Review the Entries on the Budget Lines tab for the Budget Journal in Error

If you receive a budget check exception error or warning message while processing a budget journal or transfer,
you may be able to identify the issue by reviewing the entries on the Budget Lines tab. The problem may be as
simple as entering the wrong combination of ChartFields or amount.

1. Click the OK button on the budget check error message and review the entries on the Budget Lines tab.

2. If you have entered the information incorrectly, enter the correction, budget check again, and continue
processing as you would normally. Refer to the applicable budget journal topic in Lesson 1 or budget
transfer topic in Lesson 2 for detailed instructions.

3. If you are unable to identify the problem, proceed to Step 2 and navigate to the Budget Exceptions page
where you can view additional information regarding the error.

Budget Checking Errors Exist (18021,91)

Budget checking errors were logged for this document. Please check the budget exception page to view them.
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Note: The Budget Errors tab of the Budget Journal also displays the Budget Checking Error or Warning
message and indicates that you will need to review the Budget Journal Exceptions page to see more
detail. Instructions for doing this is in Step 2.

Fa\rovr'rtes Main vI'«'Ienu > Comm'rtmevnt Control > Budgethournals » Enter Budget Journals

7 New
|| Budget Header Budget Lines Budget Errors Approve
Unit: MMO01 Journal 1D: 0002241480 Date: 05/21/2015 Budget Header Status: Errar
Personaize | Find | B | 5 Fist B 4 of 4 13 | ast
|Go To Header Field Name Set Msg Message Text
lGo To Header Budget exceptions have been logged. Review the Budget Journal Exceptions

page for more detail.

First 4] 1ofi ] Last

g

Personalize | Find | View 41| B | %

Go To Line Line # Field Name Set Mzg Message Text

|GoTo Line Mo journal line between line 1 and line 1 is marked in error.

I« [ (1] | .
|B) save | | & Retumnito Search | [ Notify | |# Refresh | Er=

Budget Header | Budget Lines | Budget Errors | Approve

Step 2: View the Budget Check Exceptions page
The Budget Check Exceptions page displays additional information regarding the error.

1. Navigate to the Budget Check Exceptions page.

e From the Budget Lines tab for the Budget Journal in error, click on the Budget Header Status field
“Error” link at the top right of the page.

Favorites | Main Menu > Commitment Control > Budget_]oumals > Enter Budget Joumals

B Mew
Budget Headsr mﬂnﬂuus- Budget Emors || Approve
Unit: MNODT  Journal ID: 0002241480  Date: 05/21f2015 Approval Status: Mo Request Budgemen-dersmuszl Emor I
*Process: | PostJoumal || Pracess

Bass Currency Delads. | [F00W)

Delete  Line Ledger Budget Period  “Journal Class«  Fund Fim DeptiD> Appropil> Account Amount
O 1 KK_EXP_BUD 2015 Q. BUD Q1000 Q iemaanu Q G100008 O 43000 O [2,000.00
B | Ganarale Budget Perlod Lines
Lines to add: [ 1B & Joumal Line Copy Down From Line: l To: | | -z |

Total Lines: i Total Debits: 0.00 Total Credits: 3,000,00

& Seve | L\ RetunioSesrch [ Netify | <L Refresh [E Agd

Budgel Header | Budget Lines | Budgel Erors | Approve

--OR--

e Navigation Links: Commitment Control, Review Budget Check Exceptions, General Ledger, Budget
Journal. Enter your search criteria, if necessary, and click the Search button.
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2. View the header information on the Budget Journal Exceptions tab.

Favortes Main Menu > Commiment Control > Budget Joumnak Enter E;dge! Journals > Budget Journal
=1 7 M
Business Uni: ~ MNOO1 Journal ID: 0002241480 5 Journal Date: 052172015
- i ] m\m 3
“Exception Type: Error - Override Transaction 4 X
Maximum Rows: 100 More Budgets Exist
Search B
C B A
WS
s
Details Business Ledger Group Exceplion lore Detail Override Transfer Fund Fin DeptiD ApproplD Account Budget Period
i Uit R 2 & Budget - = sl -
] Falled MN
1 5 ] MO0 KK_EXP_BUD Child or no tore Detail GoTo. 5 1000 G1010000 G100008 2015
Auth Opt
B} Save [\ Returnto Search (S Motify
Budget Jounal Exceptions | Budgel Joumal Line Excaptions

The header section of the Budget Journal Exception tab displays Business Unit, Journal ID, and
the Journal Date. Additional fields and icons of note include:

Header Fields/Icons

Description

View Related Links
Icon (toggle back to
Budget Journal Entry

pages)

You can click on the View Related Links (E) icon next to

the Journal ID in the header to go to the Budget Journal Entry pages.
You can toggle back to the Budget Journal Exception page from

the Budget Journal Entry pages by clicking on the Budget Header
Status field “Error” link at the top right of the Budget Lines tab for the
Budget Journal.

Exception Type Field

The Exception Type field lists whether the system has generated an
error or a warning.

Budget Check Details
Icon

You can click on the Budget Check Details ('!a) icon to view the
budget check details such as the Transaction ID and process instance.
Click on the OK button to return to the Budget Journal Exceptions

page.

Budget Check
Document Icon

If you click on the Budget Check Document (E@ ) icon, the journal will
be re-submitted for budget check. You would more likely re-submit the
journal for budget checking from the Budget Journal Entry pages after
you have made the correction that has caused the budget check error.

Advanced Budget
Criteria link

The Advanced Budget Criteria link is not recommended for use in
Minnesota.
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Header Fields/Icons

Description

Override Transaction

The Override Transaction checkbox is not available for use by most
users. You can click on the Available Info (@), to see a message with
more information.

3. View the Budget with Exception section lines. The budget exception(s) for the journal are displayed in
the “Exception” column. (The Show tabs option is selected on the print screen below so that the Budget

ChartFields display.)
Favorites = Main Menu > Commitment Control > BudgetJounak » Enter Budgetloumak » Budget Journal
& fi TH
| Budgel Journal Line Exceplions
Business Uni  MNOOT  Journal ID: 0002241480 5 Journal Date: 05212015
; G == e
*Exceplion Type: Ermor - Override Transaction 1
Maximum Rows: 100 More Budgets Exist
Search tvanced Budget Criteria
L 2 o f e e B | Bl Bl ey = !
| BUCDRIE witl ExCeptions Porgooakes | Fiog | Vew A ] 50 == Fiest B84 of 4 84 Lagt |
farze)
Business Cwerride F
Details Unit Ledger Group Excaption lore Detailw Budget Transfer Fund  Fin DeptiD ApproplD Account Budget Period
] Failed MN
1 & MANOO1 KK_EXP_BUD JChild or no lore Detall GoTo. § 1000  G1010000 G100008 2015
Auth Opt
B} Sawe L. Returnio Search [T Notify
Budg: i q uima Exgapt

Common budget exceptions include:

Exception

Examples of Causes

Failed MN Child or no Auth Opt

The amount exceeds the available amount of the
appropriation.

No Budget Exists

The budget was not created or the wrong funding string
was entered on the journal.

Exceeds Budget Tolerance

Dollars are not available.

Failed MN Transfer Authority

Dollars are not available for transfer or the amount exceeds
the transfer authority.

Failed MN Chartfield Tree Edit

The FinDept ID value was not entered on the MN
ChartField Tree (Navigation Links: Tree Manager, Tree
Viewer, and search for “KK_DEPTID").
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Additional fields and icons in the Budgets with Exceptions section link include:

Header Fields/Icons Description

Details (Magnifying Glass) Click on the Details (™) icon to display the Budget Journal Line

Drill Down page. Click the OK button to return to the Budget
Journals Exceptions page.

More Detail Link In some instances, the More Detalil link is available in the More
Detail column and will display more detailed information

regarding the exception.

Transfer — View Related

| _ Click on the View Related Links (E) icon to view
Links icon

the Commitment Control Budget Exceptions page or go to the
Budget Details Inquiry page.

4. View the Budget Journal Line Exceptions tab to see if errors were detected at the line level of the
budget journal. Information and features available on this page are similar to the information available on
the Budget Journal Exceptions tab.

Step 3: View Other Pages and Reports to Identify the Problem

After reviewing the Budget Check Exception pages, you most likely need to view other pages and reports to
identify the problem that caused the error or warning. A common place to start is the Appropriation Overview
page.

1. Navigation Links: Commitment Control, Review Budget Activities, Appropriation Overview.

Favr.'_-'rtes Main _Men-J 4 Commr.rne‘nt Control Review Budget Activitias Budgets Overview > Appropriation Overview

Appropriation Overview

" e y
e T BT T « BaEey » FIN
Derongkn ii"-'lbi_i_-...ihpld:L{A.jﬂ_mh—_L‘_'_b

Business Unit Ledger Group

MHNO01 KE_APPROP

Fund General

Appropriation Type s

Budget Authority Option A

Legal Citation 13 14201 013 000
Budget Program G1001

Bu_q_gel Ac!nﬂ_‘t'_r G100108

Ledger Ame

Fin DeptlD Minnesota Management & Budget

Fund Code Fin DaptiD ApproplD Budget Period
1000 G1010000 G100008 2015

ApproplD Labor Relations
Biannial

Appropriation Only
Minnesota Management and Budget
Statewide Senices

Labor Relations

Budget
Appropriation

Original 94923300

Current 949,233.00
Receaipls

Original Estimate 0.00

Current Estimate 0.00

Collected 0.00

Dedicated Cap 0.00

Antic Trans In 0.00
Transfer In 0.00
Antic Trans Out 0.00
Transfer Qut 214,101.84
Roll Forward In 8410184
Roll Forward Out 0.00
Cancel 0.00
Reduction 0.00
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Appropriation Overview

Favo‘_ﬁtes Main Menu > Commgnttontroi > Review Budget Activities > Budgets Overview > Appropriation Overview

Ty

Fest K1 1014 D Last

Li]

Allotment-Free

Exception Errors

Business Unit Le: Grou Fund Code Fin DeptiD _@ Budget Period
MMNOO1 KK_APPROP 1000 G1010000 G100008 2015
Fund General Fin DeptiD Minnesota Management & Budget ApproplD Labor Relations
Appropriation Type 05 Biennial Charfield Allributes
Budget Authority Option A Appropriation Only m
Legal Citation 13 14201013 000 Minnesota Management and Budget
Budget Program G1001 Statewide Services
Budget Activity G100108 Labor Relations Budget Status Open
Ledger Amounts
Budget Antic Trans In 0.00
Appropriation Transfer In 0.00
Original 949.233.00 Antic Trans Out 0.00
Current 949,233.00 Transfer Out 21410184
Receipts Roll Forward In 84,101.84
Original Estimate 0.00 Roll Forward Out 0.00
Current Estimate 0.00 Cancel 0.00
Collected 0.00 Reduction 0.00
Dedicated Cap 0.00
Budgeted Remaining
BudgetEncumbrance Authority 819,233.00 17754775 Dl to Addivity L
Spending Authority 819,233.00 186,381.44
Transfer Authority 819,233.00 186,381.44
Allotment Break-Down
Payroll Non-Payroll Allgtment Drilldown
Payroll Allotment 788,000.00 Operating Allotment 31,2332.00
Pre Encumbered 0.00
Encumbered 8.833.69
Expended 613,450.76 Expended 19.400.80
Balances

299851 Unexpended 186,381.44

Exception Wamings 0 Budget Exceplions

2. View information on the Appropriation Overview page. If you receive budget check errors while
processing a budget journal or transfer, the Balancing Section contains key fields to check include:

Field Name

Description

Allotment Free

The Allotment Free field in the Balances section shows the amount available to
budget. If the amount is “0.00”, the appropriation is “fully allotted”. When an
appropriation is fully allotted, you can only move expense budget amounts from
one existing budget to another. If you are processing a budget transfer, the

allotment free amount must be equal to or greater than the transfer amount in the
From appropriation.

Allotment Free = Budget/Encumbrance Authority- Payroll Allotment - Operating
Allotment.

Uncommitted

The Uncommitted field shows the amount that is not encumbered or spent.
Uncommitted = Budget/Encumbrance Authority - (Greater of Payroll Allotment or

Payroll Expended) - Pre-Encumbrance - Encumbrance - Non-Payroll Expended.
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Field Name

Description

Unexpended

The Unexpended field shows the amount that has not been spent.
Unexpended = Spending Authority - Payroll Expended - Non-Payroll Expended.

Note: Other information listed on this page may also be of assistance. Refer to the “Viewing the
Appropriation Overview page” topic in the Budget Inquiry User Guide for a complete discussion of
the Appropriation Overview page.

Step 4: Correct the Budget Journal and Re-process

After you have identified the problem, you will need to go back to the budget journal, make the necessary
corrections, and reprocess the budget journal as you would normally. Refer to the applicable budget journal topic
in Lesson 1 or budget transfer topic in Lesson 2 for detailed instructions.

Having completed this topic, you should now be able to:

e View and Correct Budget Check Exceptions
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Lesson 4: Monitoring Budget Journal Approval Workflow

Lesson Overview

In this topic, you will learn how to monitor the budget journal approval process. The approval process is the
workflow that is within SWIFT that allows for electronic approval of all transactions.

The levels of approval required for budget journals will depend on the type of budget journals you are entering
and your agency workflow configuration. For example, workflow is optional for expense budgets, while the

approval process for appropriation budget journals includes several approvers including:

e Agency level
e EBO (Executive Budget Officer)
e Agency Assistance (MMB Central Staff)

After completing this lesson, you should be able to:

e Monitor Budget Journal Approval Workflow
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Monitoring Budget Journals Approval Workflow

Topic Overview

In this topic, you will learn how to monitor budget journal approval process. The approval process is the workflow
that is within SWIFT that allows for electronic approval of all transactions. The levels of approval required for
budget journals will depend on the type of budget journals you are entering and your agency workflow
configuration. For example, workflow is optional for expense budgets.

In this topic, an anticipated budget transfer journal is used to show the approval process steps. Anticipated
Budget Transfers require EBO approval and your agency may be configured to require approval at the agency
level before the EBO approves. Examples of denials and pushbacks are provided.

After completing this topic, you should be able to:

e Monitor Budget Journal Approval Workflow
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Process Steps

Processing Budget Journals Through Workflow

This topic covers processing budget journals through workflow. An anticipated budget transfer is used as the
example. Anticipated budget transfers often require multiple levels of approval, including an agency approver and
an Executive Budget Officer approver.

Steps to complete:

e Step 1: Submit the Journal for Approval
e Step 2: Monitor the Approval Workflow from the Approvals tab
e Step 3: Submit the Journal for Final Posting after Approval

Step 1. Submit the Journal for Approval
After the journal has been Budget Pre-Checked, you'll submit the journal for approval.

1. Select “Submit Journal” from the Process drop-down list.

2. Click on the Process button. The Approval Status displays “Submitted”. You cannot do anything with
the journal now that is in the Approval process. The Process button is grayed out and no longer available
for selection.

Favorites © Main Menu > Commitment Control > Budgethuurnals > Enter Budget Transfer
1 New Windaw
Budget Header ) Budget Errors Approve
Unit: MNOO1  Journal ID: 0002271622 Date: 06/08/2015 Approval Status:  Submitted Budget Header Status: Mone
Process: Post Journal
Submit For Approval
= = LY LH
-
Delete  Line Ledger Budget Period Journal Class Fund Fin DeptiD ApproplD Amount Ref Journal Line Des
1 KK_APP_BUD 2015 XAT 1000 G1010000 G100007 -10,000.00 1 Approp xfer antici
2 KK_APP_BUD 2015 HAT 1000 GO21ADMMN - GDZ27100 10,000.00 1 Approp xfer antici
4 m 3
Lines to add: 1 = Journal Line Copy Down From Line: To:
Total Lines: 2 Total Debits: 10.000.00 Total Credits: 10.000.00
L\ Return to Search | [Z] Motify | s Refresh Er Add
Budget Header | Budget Lines | Budaget Errors | Approve

Step 2: Monitor the Approval Workflow from the Approvals tab

e Click on the Approve tab to view the approval routing information.
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Favorites @ Main Menu > Commitment Control > Budget Journals » Enter Budget Transfer
2 New Win|

Budget Header Budget Lines Budget Errors /|

Unit: MNOO1 Journal ID: 0002271622 Journal Date: 06/08/2015

KK Transfer Approval
~ NMMN001,0002271622,2015-06-08:Pending
Approver Path1 - XAT or XTH

Pending Not Routed
© Wultiple Approvers = N
KK Approvall = KK Approvalz

i K n

Name Long Description Approval Status

1 Anderson-Moser,Brenda Annette Submitted 06/08M15 1:45PM

Notice that the Approve, Deny, and Pushback buttons are grayed out. Only the designated
approvers on this page will have access to these buttons.

The Approval path displays in the middle of the page, showing the different groups that need to
approve and the status of the routing. If there is more than one person in the approval group, you
can click on the Multiple Approvers link to view the staff that can approve for that group.

The Approval Status also displays in the Approval Path and is color-coded. Statuses include:

Approval Status

Description

Pending Approvers who have received the transaction in the routing process but

(blue) have not yet approved it will show “Pending”.

Not Routed Approvers who have not yet received the transaction for approval will

(blue) show a status of “Not Routed”.

Approved Approvers who have submitted their approval; the box around their name

(green) (group) changes to green. After all approvers have approved, the
submitter is able to finish processing the journal.

Deny The Approver(s) who have denied their approval; the box around their

(red) name (group) changes to red and the Approval Status = “Denied”. When
a transaction is denied, this means that the transaction will not move
forward, and all other levels of the approval are automatically terminated.

Pushback The Approver(s) who have pushed back for review; the box around their

(blue) name (group) changes to purple and the Approval Status = “Pushback”. If

there was a previous approver, the Approval Status goes back to
“Pending”.
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e The Approval Activity Log displays at the bottom of the page, showing Name, Approval Status,
and Date. The Long Description field will show any comments entered during the approval
process.

The following examples show different scenarios you may encounter while monitoring the approval
workflow

Example 1: In the example shown below, the first approver has clicked on the Approve button and

the Approval Status changed to “Approved”. The approval transaction listing at the bottom of the page is
updated to show the approval. If the approver had entered any comments, the comments would display in
the Long Description column of the Approval Activity Log at the bottom of the page. The Approval Status
for the next group changed from “Not Routed” to “Pending”.

Favorites | Main Menu > Worklst » Worklist » Enter Budget Transfer

Budget Header || BudgetLines | BudgetErrors |

Unit: MNO01 Journal ID: 0002271622 Journal Date: (6/08/2015

KK Transfer Approval
= NN001,0002271622,2015-06-08:Pending

Approver Path1 - XAT or XTN

Approved Pending
v :(Ilz‘:\pp::; s @ :‘(Wlélﬂpp?u‘\.‘ralzl“g
06/08/M15 - 1:59 PM
i o ]
Name Long Description Approval Status
1 Anderson-Moser,Brenda Annette Submitted 06/08/15 1:45PM
2 Munkwitz. Dennis A Approved 06/08/15 1:59PM

Example 2: In the example shown below, the second approval group (the EBO approver) has pushed the
transaction a level back for the Agency approver to re-review and either approve or deny. The Approval
Status for the Agency approver reverts to “Pending”. The Approval Activity log displays all of the activity,
including the EBO’s comments in the Long Description column.
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Favorites | Main Menu > Worklst > Worklst > Enter Budget Transfer
B - -

B New Win|
Budaget Header Budget Lines Budget Errors

Group Box
Unit: MNOO1 Journal ID: 0002271622 Journal Date: 06/08/2015
KK Transfer Approval

= MNO001,0002271622,2015-06-08:FPending

Approver Path1 - XAT or XTH

Pending Pushed Back
Multiple Approvers ) Larson.Kerstin F
G) KK Approvall * KK Approval2

06/08/15 - 2:16 PM

personalize | Find | | #5 First KN 13013 I Laat

Name Long Description Approval Status
1 Anderson-Moser,Brenda Annette Submitted 06/08/15 1:45PM
2 Munkwitz,Dennis A Approved 06/08/15 1:59PM

The amount of the anticipated transfer is

S not correct. It should be §5,500

Sent Back for Revision 06/08115 2:16PM

ADPIOYEs | Beny | [mmRushbac

Example 3: In the example below, the Agency-level approver has responded to the pushed back journal,
and has chosen to deny the journal. The Approval Status has changed to “Denied” and displays in red.
The Approval Activity Log at the bottom of the page displays the comments in the Long Description
column.

Favorites : Main Menu > Commitment Control > Budget Journals » Enter Budget Transfer

& New Win)
Budget Header [ BudgetLines | Budget Errors

Unit: MNOO1 Journal ID: 0002271622 Journal Date: 06/08/2015

KK Transfer Approval

< MNO001,0002271622,2015-06-08:Denied
Approver Path1 - XAT or XTN

Denied Pushed Back
Munkwitz. Dennis A P Larson.Kerstin F
0 KK Approvalt * KK Approval2
08/08/15 - 2:31 PM 08/0815 - 2:16 PM

personaiize | Find | BV | 3 st £ 40074 0 Laat

Name Long Description Approval Status
1 Anderson-Moser,Brenda Annette Submitted 06/08M15 1:45PM
2|Munkwitz, Dennis A Approved 06/0815 1:59PM

The amount of the anticipated transfer is

3|Larson Kerstin £ not correct. It should be §5,500

Sent Back for Revision 06/08M15 2:16PM
4|Munkwitz, Dennis A See EBO comment. Please revise Denied 06/08M15 2:31PM

Approve Deny Rushback

e If approval is denied, the submitter has the opportunity to revise the transaction, Budget Check
and re-submit for approval. The approval workflow is restarted but the Approval Activity Log
continues to display the history.
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Favorites : Main Menu > Commitment Control > BudgetlJournals > Enter Budget Transfer
> o - - -

Budget Header ' BudgetLines ) BudgetErrars

Group Box
Unit: MNOO1 Journal ID: 0002271622 Journal Date: (06/08/2015
KK Transfer Approval

= MN001,0002271622,2015-06-08:Pending ¢ viewHide Comments
Approver Path1 - XAT or XTN
Pending Not Routed

Multiple Approvers »| @ Multivle Aporovers
G) KK Approvall KK Approval2

- Comment History

Name Long Description Approval Status

1/Anderson-Moser Brenda Annette

Personalize | Find | B | 8 First 1 15075 1 Last

Submitted 0B6/0815 1:45PM

2 Munkwitz,Dennis A Approved 06/08/15 1:59PM
The amount of the anticipated transfer is .
3 Larson Kerstin F nat correct. It should be §5,500. Sent Back for Revision 06/08/15 2:16PM
4 Munkwitz,Dennis A See EBO comment. Please revise. Denied 06/08/15 2:31PM
5 Munkwitz,Dennis A Submitted 06/08/15 2:33PM
Approve Deny Rushbac

B New Wil

Step 3: Submit the Journal for Final Posting after Approval

Once the journal has been approved, you will submit the transaction for final posting of the journal. After the
journal has been approved by all the required approvers, the transaction will appear in your workflow and the
Work Item column will display “Approved”. You can click on the link to navigate to the journal and finish

processing.

Favorites @ Main Menu > Worklist > Worklist
- : - -

Worklist
Woaorklist for 00637298: Anderson-Moser Brenda
Detail View Worklist Filters: Transaction Approved ~ [ Feed

From Date From Work ltem Worked By Activity Priority Link
M _KKIRNLAPPR, 764661,
MEKIRNLAPPR, 1901-01-01. M. 0.

Transaction

Approved ADDIOVAL WOt kHOW stow  ~ | JOURNAL ID:0002271621
JOURMAL DATE2015-06-08
UNPOST SECQ:0 RDCADLR

Munkwitz.Dennis A  06/08/2015

Refresh

Mark Worked

I_E MNew Window

2

You should now be able to:

e Monitor Budget Journal Approval Workflow
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Course Summary

Lessons in the Budget Journal Administration User Guide include:

e Creating Budget Journals
e Creating Budget Transfers
e Correcting Budget Check Exceptions

e Monitoring Budget Journals Approval Workflow
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Appendix

Released January 20, 2016 (Version 4)

Page 144



3

State of Minnesaota

S SWIFT >

Statewice Integrated Financial Toois

BC2 — Budget Journal Administration

SWIFT Budget/Encumbrance, Spending, and Transfer Authority

Budget Revenue Budget/Encumbrance Authority Spending Authority

Authority Association

Option Method

A - Appropriation | N/A Current Appropriation Current Appropriation

Only + Roll-forward in + Roll-forward in
- Roll-forward out - Roll-forward out
+/- Anticipated transfers + Actual transfers in
+ Actual transfers in - Actual transfers out
- Actual transfers out - Reductions and Cancellations
- Reductions and Cancellations

C — Collected Collected Current Appropriation Current Appropriation

Revenue + Roll-forward in + Roll-forward in
- Roll-forward out - Roll-forward out
+/- Anticipated transfers + Actual transfers in
+ Actual transfers in - Actual transfers out
- Actual transfers out - Reductions and Cancellations
- Reductions and Cancellations + Lesser of dedicated receipt cap or collected
+ Lesser of dedicated receipt cap or collected revenue revenue

G — Greater of Greater of Current Appropriation Current Appropriation

Budget or Budget or + Roll-forward in + Roll-forward in

Collected Collected - Roll-forward out - Roll-forward out
+/- Anticipated transfers + Actual transfers in
+ Actual transfers in - Actual transfers out
- Actual transfers out - Reductions and Cancellations
- Reductions and Cancellations + Lesser of dedicated receipt cap or (greater of
+ Lesser of dedicated receipt cap or (greater of budgeted budgeted or collected revenue)
or collected revenue)

L — Lesser of Lesser of Current Appropriation Current Appropriation

Budget or Budget or + Roll-forward in + Roll-forward in

Collected Collected - Roll-forward out - Roll-forward out
+/- Anticipated transfers + Actual transfers in
+ Actual transfers in - Actual transfers out
- Actual transfers out - Reductions and Cancellations
- Reductions and Cancellations + Lesser of dedicated receipt cap or budgeted or
+ Lesser of dedicated receipt cap or budgeted or collected collected revenue
revenue

E — Encumber Greater of Current Appropriation Current Appropriation

Budget/Spend Budget or + Roll-forward in + Roll-forward in

Collected Collected - Roll-forward out - Roll-forward out
+/- Anticipated transfers + Actual transfers in
+ Actual transfers in - Actual transfers out
- Actual transfers out - Reductions and Cancellations
- Reductions and Cancellations + Lesser of dedicated receipt cap or collected
+ Lesser of dedicated receipt cap or (greater of budgeted revenue
or collected revenue)

Budget Revenue Transfer Authority
Authority Association
Option Method
All All Current Appropriation

+ Roll-forward in

- Roll-forward out

+ Actual transfers in

- Actual transfers out

- Reductions and Cancellations

+ Lesser of dedicated receipt cap or collected revenue
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Key Budget Journal Administration Terms

Term Term Definition

Account The Account ChartField classifies the nature of a transaction such as
"cash" and "supplies." The values in this field determine whether it is an
asset, liability, equity, revenue or expenditure. All transactions in
SWIFT will have an Account. See "ChartField."

Accounting Date The accounting date is the date a transaction is recognized versus the
date the transaction actually occurred (although the two dates can be
the same). Accounting date determines the period in the General
Ledger to which the transaction is to be posted. A user can only select
an accounting date that falls within an open period in the ledger to
which s/he is posting.

Accounting Period The fiscal accounting period is identified by one or two digits beginning
with 1 for July and ending with 12 for June. It is used to provide
reporting on an accrual basis.

Account Type Account type is a name associated with the different kinds of accounts
used in the SWIFT General Ledger, such as Asset, Liability, Equity,
Revenue and Expense.

Appropriation The appropriation ID is a 7-character alphanumeric identifier. It
indicates a single appropriation account that controls the total amount
of an agency's expenditures.

Budget Check Budget checking is the process of validating the transaction against the
budget.
Budget Header Status This is also referred to as Budget Checking Header Status. Budget-

checking results show if an error occurred, if the transaction failed, if
the budget wasn't checked or the transaction passed budget checking.

Budget Import Import Budget Journals for Zero and "State" budget Ledgers.

Budget Period Enter the Budget Period or click on the Lookup icon to select

a Budget Period. The Budget Period identifies the period that money is
legally authorized for spending by the legislature. Budget periods start
on July 1st and end on June 30th of each year. For example, Budget
Period 2015 refers to the Budget Period from 7/1/2014 to 6/30/2015.
Some money may be available for spending after the Budget Period
has ended.

Business Unit A Business Unit generally represents a legal entity. For the State of
Minnesota, the Business Unit typically corresponds to an agency with
the exception of the General Ledger. The GL business unit is at a
statewide level (i.e., MNOO1).
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Term Term Definition

Chart of Accounts Chart of Accounts consist of eight Standard ChartFields and six
Project/Grant ChartFields. When combined the ChartFields define
specific transactions. End-users must be familiar with the ChartFields
and their definitions for use in procurement, budgeting, month-end
reporting and labor cost distribution. These ChartFields are required to
define the appropriate funding source.

ChartField The Chart of Accounts is comprised of informational fields that provide
the basic structure to segregate and categorize transactional and
budget data. Each Chart of Accounts field is called a ChartField.
Statewide Reporting ChartFields are: Fund, Department ID (also known
as Financial Department ID), Appropriation ID, Account, and Statewide
Cost (optional field). Optional Agency Reporting ChartFields are:
SubAccount, Agency Cost 1 and Agency Cost 2. Project/Grant
Reporting ChartFields are: PC Business Unit, Project, Activity, Source
Type, Category, and Sub-Category.

ChartField Combination Also called Combo Edit, this process of editing journal lines for valid
Edit ChartField combinations is based on user-defined rules.
Chart String Combining a series of ChartFields creates a Chart String. A Chart

String is used to define, identify, categorize and sort a transaction.

Child A child is a node on a tree linked to another, higher-level node (referred
to as the parent). A node can be a child and a parent at the same time
depending on its location within the tree. See “Tree.” This allows
SWIFT to create summary information from detailed data.

Delete Journal Journals that have not yet posted are available to be deleted. No audit
trail exists for a journal that has been deleted.

Drilldown The act of moving from general to specific data is to drill down. By
drilling down, users can examine the data underlying any summarized
form of information.

Fin Dept ID Fin Dept ID (financial department identifier) represents the
organizational function to which expenditures and other activities must
be applied. The department structure should represent the
organizational structure of an agency or department. Combined with
other ChartField values, Department IDs form the basis for department
budgets that track revenues and expenditures.

Fund Fund is an independent fiscal and accounting entity with a self-
balancing group of accounts, recording cash and/or other resources
together with all related liabilities, obligations, reserves and equities.
They are split out for the purpose of carrying on specific activities or
attaining certain objectives in accordance with special regulations,
restrictions or limitations. See "ChartField."

Ledger A ledger is a set of posted balances that represent a set of books for a
business unit. SWIFT’s General Ledger supports detail, multiple and
summary ledgers.
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Term Term Definition

Ledger Group In SWIFT General Ledger, this is a group of ledgers consisting of one
primary ledger and any number of secondary ledgers.

Parent Parent is a tree node linked to lower-level nodes or details that roll up
into it. See “Tree.” This allows SWIFT to create summary information
from detailed data.

Source Type Source Type is a Project Costing ChartField representing a category of
costs or revenue in the GM and PC modules.

SpeedChart SpeedChart keys can be defined with multiple accounting distributions
and are used during data entry instead of the individual ChartField
combinations.

SpeedType A SpeedType is a key that represents a combination of ChartField
values. SpeedTypes simplify the entry of ChartFields and are available
on General Ledger entries and miscellaneous cash receipts when the
same set is commonly used together.

Tree A tree is the organizing structure within SWIFT systems that displays
the relationship between all accounting units (e.g. divisions, projects,
reporting groups, account numbers) and determines roll-up hierarchies.
This allows SWIFT to create summary information from detailed data.

Workflow Workflow refers to the way in which work flows through the multiple
steps of business processes. For example, when a vendor invoice is
entered into the system, the invoice will go through an approval and
payment process where someone else reviews and approves the
invoice, and another person submits payment to the vendor. This
workflow process includes notifying the different people involved via
email or worklist updates that they are required to take the next step in
a process.
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