Printing Budget Transfers in CFS 9.2

1.) LOG INTO CFS.

2.) Click on the Navigator at the top right of the screen, then select the navigator tab, and click through
the following thread: General Ledger > Journals > Journal Entry > Create/Update Journal Entries
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Printing Budget Transfers in CFS 9.2

2.) To find a budget transfer click the “find an existing value” tab, then enter the journal number you would
like to print, then hit search.
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Printing Budget Transfers in CFS 9.2

3.) Navigate to the “lines” section of the budget transfer. For instructions on how to submit or find a

budget transfer please refer to the corresponding instructional documents located on the Budget Office

website.

Header Lines Totals

emplate List

Interintrallnit

Errors

= Lines

Selecta Lines Fund Dept
1 48500/Cy 1080
2 48500/Cy 1080

4

Approval

Journal ID 0000533289
Search Criteria

*Process | Print Journal (Crystal)

Program Class

Q Q Q
Q Q Q

Date 06/18/2014

Change Values

=1

Project Scenario
Q [OBT (&}
G OBT L

Process /

Amount

-250.00 Q

250.00 Q

Errors Only

Line| 4q

Personalize | Find |ﬁI | i

Stat Stat Amt Refer

3.) On the dropdown menu select “Print Journal” then click the “Process” button.

4.) After clicking “Process” a link will appear under the dropdown menu called “Process Monitor.” Click that
link which will open a new window showing the process list.
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5.) Keep clicking on the refresh button until the run status says “Success” and the distribution status says
“Posted.” Then click on “Details.”
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6.) Click on “View Log/Trace.”
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Date/Time Actions
Request Created On 06/18/2014 1:46:23PM PDOT Parameters
Run Anytime After 06M18/2014 1:46:23PM PDT Message Log
Began Process At 06/M18/2014 1:46:43PM POT Batch Timings
Ended Process At 06M3/2014 1:46:55PM PDT View Log/Trace
oK Cancel

Transfer

7.) Click on the PDF link. You can now save or print a PDF of the budget transfer. If any assistance is needed

please contact The University Budget Office at Budget@csusm.edu.

File List

Name

File Size (bytes) Datetime Created

CRW_GLC7501-_ 5937374 log ] 06M18/2014 1:46:55 532561PM PDT
GLCV501-_5937 58,719 06M18/2014 1:46:55532561PM PDT
pssqltrace.tro 498 06M18/2014 1:46:55 532561PM PDT
GLCTS01 PecpleSoft Financials Run Date Junf18/2014
JOURNAL ENTRY DETAIL REPORT Run Time 1:46:43 PM
Instance: FCFSPRD Ledger Groug: STANBUDG Operatar: 68000041805
Unit: SMCMP Source: BDG Journal Header Status: Valid
o Sunvtaots e S et Actasis md Rmcogeiead
Description: SWREN How to Print a Budget Transfer. Findal Chask Staliias G
Line# Account  Fund Depariment  Program  Class  Project Stal _ Stalistics Ami _ Scenario  Jmil Ln Rel Open Hem Line Base Amount |
SMCMP Total Lines: 2 Total Base Debits: 250.00 Tatal Base Credits: 250.00
i i g = ety s
End of Report
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