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1.  Budget Transfer 
 

To bring up the budget transfer screen:    
 

 Click on the “Financial Information” menu. 
 

 Next click on the “Budget Transfer” menu.   
  

 

 
Figure 1 

 
The above figure shows the Budget Transfer screen.   

 Transaction Date – This is the date that the budget entry will be posted.   
 

http://www.dixie.edu/it/bannerClick
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 Journal Type – Use ZD04 for all General Fund transfers (i.e., BUS1??, UIA1??, 
etc.) 
 

 Transfer Amount – Enter the amount you want transferred between index codes. 
 

 Document Amount – This field is automatically calculated as the absolute value 
of all pluses and minuses. 
 

 Chart – Enter “D” for Dixie State College of Utah. 
 

 From Index – Enter the index code you are transferring budget from. 
 

 To Index – Enter the index code you are transferring budget to. 
 

 Description – Enter the description of why you are transferring budget. 
 

 Budget Period – Choose 01 for July, 02 for August, 03 for September, etc.. 
 

 Click Complete – This will cause the index codes to disappear and the Fund, 
Organization, and Program codes to fill in.  (Figure 2) 

 

 
Figure 2 
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 Enter the From Account Code and the To Account Code.  The account codes need 
to be between 650000 and 799999 (i.e., 700000).  Figure 3 

 
 
 

 
Figure 3 

 
 Click the complete button a second time to complete the budget transfer. 
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 A message will appear on the screen telling you what your document number is 
and that it has been completed and forwarded to the posting process. (Figure 4)  The 
document number for this example budget transfer is J0000321. 

 
 

 
Figure 4 
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2. Multiple Line Budget Transfer 
 
To bring up the multiple line budget transfer screen:    
 

 Click on the “Financial Information” menu. 
 

 Next click on the “Multiple Line Budget Transfer” menu.   

 

 

Figure 5 

 
The above figure shows the Multiple Line Budget Transfer screen.   

 Transaction Date – This is the date that the budget entry will be posted.   
 

 Journal Type – Use ZD04 for all General Fund transfers (i.e., BUS1??, UIA1??, 
etc.) 
 

 Document Amount – Enter the total amount of the document.  Add up the 
“Amount” column for all five lines, without taking in to consideration the pluses and 
the minuses (i.e., absolute value), and enter this total in the “Document Amount” 
field. 
 

http://www.dixie.edu/it/bannerClick
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 Chart – Enter “D” for Dixie State College of Utah on all the lines you are going to 
use. 
 

 Index – Enter the index codes that you are transferring from and transferring to. 
 

 Amount – Enter the amounts to be transferred on each line. 

 D/C – Select a “-” for the lines you are moving budget from and select a “+” for 
the lines you are moving budget to. 

 
 Description – Enter the description of why you are transferring budget. 

 
 Budget Period – Choose 01 for July, 02 for August, 03 for September, etc.. 

 
 Click Complete – This will cause the index codes to disappear and the Fund, 

Organization, and Program codes to fill in.  (Figure 6) 
 

 
Figure 6 

 
 Account – Enter the account codes in the “Account” field.  The account codes 

must be between 650000 and 799999 (i.e., 700000).  Figure 6 
 

 Click the complete button a second time to complete the budget transfer. 
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 A message will appear on the screen telling you what your document number is 
and that it has been completed and forwarded to the posting process. (Figure 7)  The 
document number for this example budget transfer is J0000914. 

 

 
Figure 7 
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3. Special Notes 
 

  Contact the Administrative Computing Office for a User ID and PIN (Rob Snow).  
 

  Help with Self-Service can be obtained by contacting: 
   

  Business Services Staff - http://www.dixie.edu/busoff/index.html  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Developed by Eric Grob, Staff Accountant, Dixie State College of Utah. 

mailto:rsnow@dixie.edu?subject=Requesting%20User%20ID%20&%20PIN
http://www.dixie.edu/busoff/index.html
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