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Steps to create a Transfer Request after money has already been spent: 

1. Click the Financials & Annual Budget Tile 

2. Click the Transfer Request menu item 

3. Click the Create New Request button 

4. Enter the Reason for Transfer, Fiscal Year, and Effective Date 

5. Select the Yes radio button 

6. Select the Source Doc magnifying glass to search for the source document where the money 

was spent 

7. Enter the Transfer Amount, SpeedChart, and Account that you want to transfer To 

8. Click the Save for Later button 

9. Optionally, add any Attachments 

10. Click the Submit Request button to submit your transfer request for approval 

 

Read further for more detailed information about each step. 

 

Skip to Tips and Tricks on page 9 to find out how to initiate a Transfer from the Budget Inquiry pages! 
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Navigate to the Transfer Request Page 

 

1. Click the Financials & Annual Budget Tile 

 

 

1. Click the Transfer Request menu item 
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1. Click the Create New Request button 

 

Enter the Transfer Request Details 

 

1. Enter the Reason for Transfer - use descriptive text see examples below (Feel free to add more 

after text similar to below examples) 

a. Reclassify P-Card exp $ Alaska Air 03/13/24 

b. Reclass Currency Conversion F 11/24/23 

c. Reclassify 107101.63030 to 107100.64520 

2. Enter the applicable Fiscal Year 

3. Enter the applicable Effective Date 

4. Select the Yes Radio button 
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Continue Entering the Transfer Request Details 

 
 

1. Select the Source Doc Magnifying Glass 

 

 

 

1. Search and Select or Enter the SpeedChart of the Original Source Document 

2. Search and Select or Enter the Account of the Original Source Document Transaction Line 

3. Optionally, Search and Select or Enter the Chartfield1 of the Original Source Document 

4. Select the Search button 
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1. Click the Select button for the desired Source Document ID 

Note: Create one Transfer Request per Source Doc Type 
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Continue Entering the Transfer Request Details 

 

1. Review and accept or update the Transfer Amount  

(Maximum transfer amount allowed is the amount of the Source Document or Source Document 

less any other related Transfer Request Amounts) 

2. Search and Select or Enter the SpeedChart in the Transfer To section  

3. Search and Select or Enter the Account in the Transfer To section 

Note: if amount is less than original, Account field will no longer display 

4. Optionally, Search and Select or Enter the Chartfield1 in the Transfer To section 

 Note: if amount is less than original, Chartfield1 field will no longer display 

5. Enter Any Additional Information (Optional) 

6. Optional, Click the Plus to add additional Transfer Lines 

7. Click the Save for Later button 
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Continue Entering the Transfer Request Details and Add Attachment(s) 

 

1. Confirm the assigned Request ID 

Attachments can be added to the Request ID after the initial entry has been saved and the Request 

ID has been assigned. 

2. Click the Attachments link to add an attachment 

 

1. Click the Add Attachment button 

 

 

1. Browse and Select an Attachment 

2. Click the Upload button 
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1. Enter the Description 

2. Click the Save Attachments button 

 

 

1. Confirm that the Attachments link has been updated with the correct number of attachments 

2. Click the Submit Request button to submit your transfer request for approval   

 

1. Click OK to acknowledge the confirmation message and return to the Transfer Request Landing 

Page 
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Tips and Tricks: 

Steps to create a Transfer Request directly from Budget Inquiry: 

1. Click the Financials & Annual Budget Tile 

2. Click the appropriate Annual Budget, Carryover Project, or Grants and Projects menu item 

3. Search to find desired budget code 

4. Click magnifying glass next to Operating and Capital Expense 

5. Click Actuals link on the expense account containing the transaction you wish to transfer 

6. Enter the Reason for Transfer 

7. Enter the Transfer Amount, SpeedChart, and Account that you want to transfer To 

8. Click the Save for Later button 

9. Optionally, add any Attachments 

10. Click the Submit Request button to submit your transfer request for approval 

 

Read further for more detailed information about each step. 
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Navigate to Budget Administration 

 

 

1. Navigate to the appropriate Budget button on the left hand menu  

a. Annual Budget, Carryover Projects, or Grants and Projects 

2. Input Department number and click the Search button to open appropriate budget inquiry 

a. Input Project number if Carryover Projects or Grants and Projects page 
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1. Click on the magnifying glass next to Operating and Capital Expense 

2. Click on the Actuals link on the expense account containing the transaction you wish to transfer 
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1. On the line of the item you’d like to transfer, click the Transfer button 

Begin entering the Transfer Request Details

 

Start by inputting the Reason for Transfer in the blue box above 

 

1. Review and accept or update the Transfer Amount 

(Maximum transfer amount allowed is the amount of the Source Document or Source Document 

less any other related Transfer Request Amounts) 

2. Search and Select or Enter the SpeedChart in the Transfer To section 

3. Search and Select or Enter the Account in the Transfer To section 

a. Note: if amount is less than original, Account field will no longer display 

4. Optionally, Search and Select or Enter the Chartfield1 in the Transfer To section 

a. Note: if amount is less than original, Chartfield1 field will no longer display 

5. Enter Any Additional Information (Optional) 

6. Optional, Click the Plus to add additional Transfer Lines 

7. Click the Save for Later button 
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Continue Entering the Transfer Request Details and Add Attachment(s) 

 

1. Confirm the assigned Request ID 

Attachments can be added to the Request ID after the initial entry has been saved and the Request 

ID has been assigned. 

2. Click the Attachments link to add an attachment 

 

1. Click the Add Attachment button 

 

1. Browse and Select an Attachment 

2. Click the Upload button 
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1. Enter the Description 

2. Click the Save Attachments button 

  

1. Confirm that the Attachments link has been updated with the correct number of attachments 

2. Click the Submit Request button to submit your transfer request for approval  

 

1. Click OK to acknowledge the confirmation message and return to the Transfer Request Landing 

Page 

Request Statuses: 
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1. Pending Submission - can only be deleted by the Created By user 

2. Submitted 

3. Pending Approval 

4. Approved 

5. Denied 

6. Completed 

7. Canceled 

 

 


