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Timer allows 45 minutes 

before timing out 

Prefilled Requestor data 

Provide a description and attach a screenshot 

of the budget entry (from SSB Budget Query or 

FGIBDSR) to be moved and any other 

supporting documentation for this request 



Selecting request type and number of entries 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select the type of Transfer from the list Then, select from the # of entry lines for the transfer type 

Selecting  the number of entries will display information and resources 

and the appropriate entry method for your selections (see next page) 



Accounting Entries – Enter on Form 

 

Transfer Budget or Recognizing Revenue within the SAME Fund will provide 10 lines of FROM and TO entries. 

Transfer Budget or Recognizing Revenue between DIFFERENT Funds will provide 5 lines of FROM and TO entries. 

Examples 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Accounting Entries – Bulk Entry by Excel Template 

 

Budget Transfers or Recognizing Revenue requests that require MORE THAN the provided lines of entry will be 

processed as a Bulk Entry and require an excel template. 

The template can be found on the Budget Office website. 

 

 

 

 

 

 

 

 

 

Approvals 

Budget Transfers will be routed to department heads or designees for approval.  Academic Affairs 

departments will also be routed for review by the VPAA Budget Analyst and the Dean’s Office or Department 

Head. 
 

Additional approvals will be required for Recognizing Revenue for transfer of $50,000 or greater, as follows: 

• $50 K  Budget Director 

• $100 K  VP Finance 

• $250 K  SR VP Organizational Effectiveness 

• $2.5 M  President 

 

Return for Revision: Any reviewer/approver may return the form for revision if a correction needs to be made 

or if the transfer is not acceptable.  Returning a form will clear the form of any other signatures after the 

participant the form is returned to. 
 

**Form information may only be revised by the requestor** 

When Return for Revision is selected, an email will pop-up.  The subject and body of the email will be blank 

and should be completed with information from the form being returned and the reason the returning. 

• To:  The Requestor’s name and email will be prefilled 

o Only the form owner (requestor) can revise information on a form 

• Subject: enter ‘Returned for Correction’ 

• Body: enter the reason for return, expected correction 

• Contact information:  enter your name and contact information so the requestor will know who is 

returning the form 

 

Attach an excel Budget Transfer template 

with the accounting entries  



See example Return for Revision email on next page 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Requestor Name and email 

Enter a subject 

Include the reason for the return and 

provide your name and contact information 

Select the appropriate action 



 

 

Emails 

The requestor will receive an email acknowledging the submission of the form.  An email will also be sent once the form 

has been approved and Banner entries have been made.  

 

 

Dynamic Forms User Portal 

Located in mySFA – Finance – Budget & Finance 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select the form to begin a  new request.    

Pending forms (forms in progress)    

Forms awaiting your action 

will be displayed here.   

2 locations for Form History (completed forms) 

and Pending/Draft forms (forms in progress) 

Forms History (completed forms)    

Click here 


