MCPS BUSINESS

Budget Transfer to a School Activity Level

In this topic you will learn how to transfer a budget to a school activity level.

Image quality in this guide may vary across devices. If images are not clear, increase your viewing size.

Directions

1. Scroll to the Budgetary Control menu and select the Budgetary Control icon.

¢ General Accounting Budgetary Control

3. Click the Review Budgetary Control Balances link.

Budgets
« Review Budget Entries

+« Review Budgetary Control Balances

« Review Budgetary Control Transactions

Period Close
+« Budget Period Statuses

Move
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Sk

Control Budget 01 MCPS Criginal Detail Budget

01 MCPS Criginal Detail Budget |

Ype
01 MCF3 Criginal FTE Budget

iod
02 MCF3 Monthly Detaill Budget

riod
03 MCFS Monthly FTE Budget
04 MCPS Yearly Detail Budget ~ [0°°

mcy
05 MCFS Summary Budget

5. Select Year to Date in the Amount Type list menu.

Review Budgetary Control Balances

Control Budget 02 MCPS Monthly Detail Budget s

4 Search

Amount Type Period to date w

* From Budget Period | Period to date

Year to date

* To Budget Period

Funds Available All amounts w

Currency USD
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Control Budget 02 MCPS Monthly Detail Budget w

4 Search

Amount Type Year to daie w

* Budget Period v |

Funds Available | Ju-15

Currency | Aug-15

* Fund | 8p-15
COct-15
Nov-15
Dec-15
View v 7 [l Detach | Transfer Budget w| J3"1°

Feb-15

Mar-15

Apr-15

Search...

Enter a Period Name, e.g., Jan-20, and click the Search button.

Search and Select: Budget Period x

4 Search Advanced

Period Name | Jan-20

Period Name

Mo rows to display

OK Cancel
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8. Click the Period Name and click the OK button.

Search and Select: Budget Period x

4 Search | Advanced |

Period Name Jan-20

| Search || Reset |

Period Name

Jan-20

OK l Cancel |

9. Click the Fund drop-down and select the desired value.

Review Budgetary Control Balances

Budget Transfer to a School Activity Level

Control Budget 02 MCPS Monthly Detaill Budget w
4 Search
Amount Type Year to date
" Budget Period  Jan-20 v

Funds Available All amounts b

Currency USD

* Fund -

Fund Fund

All Fund Values All Fund Values

Fund

o1 [Fund]@[a1]

01-General Fund

View = '_r =" Datach Transfer Budget ¥| > [Fund}@[02]

02-Supported pr
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Budget Transfer to a School Activity Level

10. Click the Organization drop-down and select the Search link.

* Organization L
* MCPSFunction | Crganzation Cganazation gz ation .
" - Adl OrganiZabion A OganiEaton
. DOC00 [Orgarization)... 00000 Detaul
MCPSCategory
oS 1215 DI2N15-Cal Sand
* MWatural Accourt
[rhFas ] (b e 01238 Blar G E
T paTr DATTO-MeHannag
o oaTea 01T Slephan
oIss 01918 D1916-FRiock Tesr.
o1gs1 Lk 0551 -Lengiea
ihl= ] g1 O1SESILG « RICA
| Search I

11. Enter an Organization, i.e. 04230 and click the Search button.

Search and Select: Organization ¥
4 Search Basic
Organization | 04230
Search | Reset
Value Version Description
QOrganizabon Cirganization Crrganization -
All Organizabion ... All Organization ..
00000 [Crganization]@... 00000-Default

12. Select the Row and click the OK button.

Search and Select: Organization ®

4 Search Basic

Organization 04230

Search Reset
Value Version Description
04230 04230 04230-Rockyille H...

OK | Cancel
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Budget Transfer to a School Activity Level

13. Click the MCPSFunction drop-down and select the desired value, i.e. 00000.

* Organization

* MCPSFunction
* Location

* MCPSCategory

* Matural Account

04230

MCPSFunction

All MCPESFuncti....

00000

00066
00099
00121
o022
00123
00124
00125

Search...

MCPSFunclion
Al MCPSFunct. ..
[MCPSFunction]. .
DO0GE
[MCPSFunction]. .
00121
00122
00123
00124

00125

MCPSFunction

0O000-Dietault
O0GE-Extended. ..
00099-Field Trip ...
001 21=-3chool Ac..
00122-Lunch Ha...
00123-Lunch Ha...
001 24-AE] Intermn

00125-Systermwi...

14. Click the Location drop-down and the Search... link.

* Organlzation

* MCPSFunction
* Lecation

* MCPSCategory

* Matural Account

04230

(0000

Location

All Lecation Val. ..

000

100

101

102

104

105

106

Search...

Location

All Location Val. .

000

051

100

101

102

104

105

106

Location

000-Default

051-Laytonsville ...

100-Clopper Mill ...

101 -Clarksburg .

102-Germantow. ..

104-Seneca Vall..,

105-Ridgaview ...

106-Fox Chapel ...
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Budget Transfer to a School Activity Level

15. Enter a value in the Location field, i.e. 230 and click the Search button.

Search and Select: Location x
4 Search Basic
Location 230
Search | Reset
Value Version Description
230 230 230-Rockville Hig
OK  Cancel

16. Select the Row and click the OK button.

Search and Select: Location b3

4 Search Basic

Location 230

Search = Reset
Value Version Description
230 230 230-Rockville Hig. ..

OK | Cancel

17. Click the MCPS Category drop-down, i.e. 04 and select the desired value.

bl MCPSCalegory -
* Matural Account | MCPSCalegory MCPSCatagory MCPSCalagedy
All MCPS:Cabey All MCPSCaleg
00 [MCPSCaegory. . 00-Delauh
1] [MCPSC ategon 0 - Al ralon
02 [MCPSCategory. .  02-Med-Lavel Ad
03 [MCPSC atsgony 03 Inatructional
I {4 [MCPEC ategory - Instructional I
05 [MCPSCategony Oe5-Ohaef Irvfrunct
08 o8 0. Spacial Edud
o7 ar O7-Shsdant Pars =
Soarct
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Budget Transfer to a School Activity Level

18. Click the Natural Account drop-down and select the Search link.

* MCPSCategory 04 -

* Matural Account -
Matural Account Matural Account Matural Account
All Matural Acco All Natural Acco
111001 111001 111001-Food Se. ..
111002 111002 111002-Food Se...
111003 111003 111003-Food Se
111004 111004 111004-Cash - F._.
111010 111010 111010-Petty Ca...
111030 111030 111030-Change ..
111040 111040 111040-M&T Ba. ..
111041 111041 11104 1-ME&T Ba. =
Search

19. Enter a Natural Account, i.e. 503003 and click the Search button.

Search and Select: Matural Account X

4 Search Basic

Natural Account | 503003

Search | Reset

Value Version Description
Natural Account Natural Account Natural Account

All Natural Acco...  All Natural Acco...




MCPS BUSINESS

Budget Transfer to a School Activity Level

20. Select the Row and click the OK button.

Search and Select: Natural Account *

4 Search Basic
MNatural Account 503003

Search Reset

Value Version Description
203003 503003 503003-Instructi...
OK | Cancel

21. Click the Project drop-down and select the desired value, i.e. 000000.

* Project v

Project Project Projact

All Project Values  All Project Values

000000 000000 000000-Default
000001 000001 000001-FY 2020...
000002 000002 000002-FY 2020...
000003 000003 000003-FY 2020
000004 000004 000004-FY 2020...
000005 000005 000005-FY 2020...
000006 000006 000006-FY 2020..
000007 000007 000007-FY 2020...

Search...
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Budget Transfer to a School Activity Level

22. Click the Activity drop-down and select All Activity Values.

* Activity v |
Activity Activity Activity . ﬂ
All Activity Values  All Activity Values
0000 0ooo 0000-Default Act...
ABO1 ABO1 ABO1-Agenda B. ..
ADDM ADO1 ADO1-Aftendanc...
APD1 AP APD1-Alternative. ..
APD2 APD2 APOZ2-Advancem. ..
ARD1 ARMNM ARD1-Arts Progr...
ARD2 ARD2 ARO2-Ceramics
ARD3 ARO3 ARO03-Photography
Search...

23. Click the Interfund drop-down and select the desired value, i.e. 00.

* Interfund v

Interfund

All Interfund Val. ..

0o

01

02

03

04

05

1

12

Search...

Interfund

All Interfund Val...
[Interfund}@[00]
[Interfund)@[01]
[Interfund)@[0:2)
[Interfund}@[03]
[Interfund}@[04]
[Interfund)@[05]
[Interfund}@[11]

[Interfund]@[12]

Interfund

00-Default

01-General Fund

02-Supported pr...
03-Warehouse f...
04-Capital projec...
05-Instructional ...

11-Food and Mut...

12-Feal Estate ...
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24. Once completed, click the Search button.

* Project 000000 v
* Activity  All Activity Values v
* Interfund 0D v

Search Reset

25. Select the Row of the desired account that you want to transfer the budget from.

View w50 " Detach Wrap Transfer Budget ¥ 0
e
Fund Crganization MCPSFunction Location MCPSCategory  Matural Account
01 04230 ] 230 04 503003
01 04230 [ ] 30 04 S03003
o1 04230 00000 230 04 503003
01 04230 i i ] 30 04 S03003

26. Click the Transfer Budget drop-down and click From This Account in the list menu.

View w  §E =" Detach Wrap Transfer Budget ¥ 0

F From This Account

To This Account
Fund Organization MCPS

01 04230 00000 230
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HUb Budget Transfer to a School Activity Level

27. Click the Expand Search button to search for the budget account to transfer to.

Review Budgetary Control Balances

i A

Control Budget | 02 MCPS Maonthly Detail Budget v|

b |Search

28. Modify the Search Criteria to the desired activity account to transfer the budget to, i.e. AR0O1 and then click
the Search button.

* Project | 000000 - |
* Activity | ARD1 » |
* Interfund |00 v|

|| Search ||| Reset |

29. Select the desired row. Click the Transfer Budget drop-down and click To This Account in the list.

View w 50 E =" Detach Transfer Budget ¥ £+ 1
& From This Account Note: Repeat steps 27 - 29 to add
To This Account additional accounts as needed.
Fund Organization MCPS
Clear
01 04230 00000 230

30. Click the Budget Transfer Request button.

view » 53 i=1 Detach Transfer Budget ¥

>

Fund Organization MCPSFunction Location MCPSC

01 04230 00000 230 04
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31. Enter a Budget Transfer Name and Justification for the Budget Transfer on the pop-up screen.

Budget Transfer Request

® Budget Transfer Name | 04230-D5-3chool Allocation to Activity Level

* Justification ‘ Move budget funds from Inst Mat to Arts.

32. From the Allocation Method drop-down, select First budget period to make all funds available at once.

Budget Year 2021

* Allocation Method | All budget periods equally v|

All budget periods equall
First budget period

33. Enter the Amount in the Transfer From field.

Note: Use naming convention:
organization number-your
initials-purpose of transfer

Example: 04230-DS-School
Allocation to Activity Level

Budget Transfer to a School Activity Level

Traenaler From
Mateal ’ 4
Fumd Cuganieateyn  MCPEFymthir Lo athon WG PR by Account Peoject Arikaiby T rduind A, Foalegam]
vl
On-Cepruiwal F...  (MZ30-Moci.. OQOO00-Chisul  I30-Msciolle.. Od-mifneSion.. SOM000-eed...  COOOOC-Dwisel (000-Defs® O0-Detact
Tpaut 1,020 24
34. Enter the Amount in the Transfer To field(s).
Transier Te
Maturai * Annual
Fund Organization MEPSFunctior Location MEPSCategon, oo Project Actinvity Imterfund Amount
(US0)
0 -Garnasral F 08 230 Ry 00DO-Dafgie  230-Rooionlle OeS- Inanacian S03003-Inaty DODO00-Dafaulr B -Bland 00Dl 500,00
0V-Canaral F Ol 230 Raaciny 0000C-Defgul  200-Rockaille O Insdnecion S0000-Inatr DOD000-Dafault  ARD1-Ams Pr 00 Drtarit 00,00
Teeal 1,000.00
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35. Click the Submit button.

Natural * Annual
Account Project Activity Interfund Amount
(USD)
503003-instr...  000000-Default BAD1-Band 00-Default 500.00
503003-Instr...  000000-Default ARO1-Arts Pr... 00-Default 500.00
Total 1,000.00
Submit Close
36. Click the OK button.
« Confirmation "

Your budge! transfer requast 2020 Transfer 06-02-20 18:53:12 PM was submitted. You will be natified when the process TETE2 is completa.

{ oK

37. Click the Done button.

38. Click on the Home icon to return to the home page.

Note: To verify the transfer of budgeted funds has occurred, wait at least
OREMER+dN =AW 5 minutes before going back to the Review Budgetary Control Balances

screen and searching for your accounts.

Note: Your screen may differ from screenshots in these instructions, due to variations in user roles and system upgrades.

Last updated 31-Jan-2022



