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Introduction
Topics discussion today are intended to service as an overview
and a resource for future use.

All information in this presentation can also be found on the departmental 
websites.

Budget Services - Internal Resources
Office of Controller
Office of Controller - General  Accounting
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https://inside.ewu.edu/financialservices/budget-services/internal-resources/
https://inside.ewu.edu/financialservices/office-of-controller/
https://inside.ewu.edu/financialservices/office-of-controller/general-accounting/#forms


Budget Revisions
Used to change your spending plan mid -way through a year

Example:
Department “ABC” may require additional operations budget to support an 
unexpected/unplanned increase in supply cost. 
The increase in direct expense for Department “ABC” would require a 
decreased in the operationsof another department or reserve. 

NOTE: Budget Revisions should be balanced.
 (Increases = Decreases)



Difference Budget Funding Plans
Permanent Base Funding

Permanent base or “base” funding  - funding source this is on-going.
• State funds – this could be state allocations (MESA, Nursing, 

Cybersecurity)
• Self-support Organizations – On-going steady stream of revenue

Permanent Positions need to be funded using an on-going (permanent) 
funding source to support the salary and benefits costs
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Difference Budget Funding Plans
One-time Funding

One-time funding - funding that exists for a limited time.
• Grant/Contract funding
• Temporary Salary Savings a department might have if an employee is on temporary 

leave without pay. 
• One-time funding is spending a portion of Unrestricted Net Assets (Fund Balance)

One-Time funding can be used only for one-time expense such as good and services 
purchases, travel and equipment. 
One-Time funding may be used for temporary positions, but NOT for permanent 
positions.
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Budget Revision Rule Code Types
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Rule Code Rule Description
BD01 Original Budget
BD02 Permanent Adjustments
BD03 Temporary Budget Load (Temp Positions)
BDAA Balanced Temporary (CY) Budget Adjustment
BDAB Un-Balanced Temporary (CY) Budget Adjustment
BDAD Balanced Labor Adjustment Load from Reconciliation Process
BDEC Encumbrance Adjustment from Reconciliation Process



What to do if you have a deficit in your Budget 
Balance Available? Banner Screens – FGIBDSR or FGIBAVL
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What to do if you have a deficit in your Budget 
Balance Available? Banner Screens – FGIBDSR or FGIBAVL
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For this Example: Let’s assume the YTD Activity is accurate as well as the 
Commitments/Encumbrances.
The Budget Available Balance is currently in a deficit of $88,243.72
A Budget Revision will be necessary to make a change to the planned operations expense budget.
Assume – One-time Computer Software cost of $125,000.



How to find the Online Budget Revision Form
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The Online Budget Revision form
is located on the Budget Service 
website under Internal Resources.



How to prepare and Submit the Online Budget 
Revision Form
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Erin                                                       Marini

●

100433           70000            125,000               +           Inc Budget
100###         70000            125,000                  -           Dec Budget

●

Budget Adjustment to support One-time purchase of Computer 
Software.

Supporting documents can also be attached.

Online Budget Revision Form
From our Example:
The Budget Available Balance on 
Index 100433, Account 70000
is currently in a deficit of $88,243.72.

We need to increase the Direct 
Expense 
(Account 70000) by $125,000 for the 
One-Time Computer Software 
Purchase.

https://inside.ewu.edu/financialservices/budget-services/internal-resources/online-budget-revision-form/


The Submitted Online Budget Revision Form – 
Approval and Processing workflow
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Department 
Prepares and 
Submits Form

Provost Office
Reviews & 
Approves

Budget 
Services 

Reviews & 
Processes Copy provided 

to the 
Department

Entry now 
Visible in 
Banner



Journal Vouchers
Used to post or adjust revenue or operating expenses direct 
expense (non-compensation) items

NOTE: Journal Vouchers are not used for compensation 
adjustments. Those must be processed through the human 
resource/payroll department on an EPAF/PAF form.



What are the available Revenue and Expense 
accounts?  
Use Banner Screen - FTVACCT

A list of  Banner Account Code Description is available on the General Accounting 
website.
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https://in.ewu.edu/financialservices/wp-content/uploads/sites/44/2017/11/Banner-Account-Code-Descriptions.pdf


How can individual expense items be reviewed?
Banner Screens – FGIBDSR or FGIBAVL
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How can individual expense items be reviewed?
Banner Screens – FGIBDSR or FGIBAVL
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For this Example: Let’s assume the YTD Activity does not appear accurate.
We will need to review the individual items that total $125,235.00

Click on the field you want more detail.
Select Related to see the Detail Transaction Activity – FGITRND.



How can individual expense items be reviewed?
Banner Screens – FGITRND
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For this Example: Let’s assume the $100,000 payment to Cyberbit Inc with Document number I0459215
Should not be expensed on Index 100433 and needs to be moved to Index 100###.



How to find the Online Journal Voucher Form

The Online Journal Voucher form
is located on the Office of Controller
website under General Accounting, 
Forms and Instructions.
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How to find the Online Journal Voucher Form

The Online Journal Voucher form
is located on the Office of Controller
website under General Accounting, 
Forms and Instructions.
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How to prepare and Submit the Online Journal 
Voucher Form

Online Journal Voucher Form
From our Example:
The payment to Cyberbit Inc. for 
$100,000 on Index 100433, 
Account 71211 is not for Cybersecurity.

We need to decrease the Expense on  
Index 100433, Acct 71211 by $100,000
and increase the Expense on 
Index 100###, Acct 71211 for the  
Computer Software Purchase.
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●

09/23/2024

Erin          Marini

emarini@ewu.ed
u

https://inside.ewu.edu/officeofcontroller/online-journal-voucher-form/


How to prepare and Submit the Online Journal 
Voucher Form

Online Journal Voucher Form
From our Example:
The payment to Cyberbit Inc. for 
$100,000 on Index 100433, 
Account 71211is not for Cybersecurity.

We need to decrease the Expense on  
Index 100433, Acct 71211 by $100,000
and increase the Expense on 
Index 100###, Acct 71211 for the  
Computer Software Purchase.
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Paul              Weed

pweed@ewu.edu

100433   71211           $100,000         Credit           I0459215        Cyberbit Inc
100###         71211               $100,000         Debit                 I0459215        Cyberbit Inc.

https://inside.ewu.edu/officeofcontroller/online-journal-voucher-form/


How to prepare and Submit the Online Journal 
Voucher Form

Online Journal Voucher Form
From our Example:
The payment to Cyberbit Inc. for 
$100,000 on Index 100433, 
Account 71211 is not for Cybersecurity.

We need to decrease the Expense on  
Index 100433, Acct 71211 by $100,000
and increase the Expense on 
Index 100###, Acct 71211 for the  
Computer Software Purchase.
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Correction needed to move Expense off of Index 100433 and on to Index 100###.

Supporting documents can also be attached

https://inside.ewu.edu/officeofcontroller/online-journal-voucher-form/


The Submitted Online Journal Voucher Form – 
Approval and Processing workflow
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Department 
Prepares and 
Submits Form

Provost Office
Reviews & 
Approves

General 
Accounting 
Department
Reviews & 
Processes

PDF Copy 
provided to the 

Department

Entry now 
Visible in 
Banner



Fund Transfer Request
Used to move “cash” resources from one fund to another fund

NOTE: There are TWO types of Fund Transfers:
• Budgeted Transfers – are those that were planned during the 

Budget Planning period. They are loaded into Banner with Original 
Budgets.

• Non-budgeted Transfers – are those that were not planned 
during the Budget Planning period. They require an adjustment to 
the budget.



Budgeted Fund Transfers

During Budget Planning for FY25:
Example: A Fund transfer of $30,000 for “75% school share BUED” from Fund 
133528, Index 200484 to Fund 135087,  Index 200253
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Budgeted Fund Transfers 
Banner Screens – FGIBDSR or FGIBAVL

During FY2025 Budget 
Planning:
A Fund transfer of $30,000 
for “75% school share 
BUED” from Fund 133528, 
Index 200484 to Fund 
135087,  Index 200253

$30,000 of Non-
Mandatory Transfer-Out 
Authority reflected with 
Original Budget on Index 
200484
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Budgeted Fund Transfers
Banner Screens – FGITBSR

Example: Transfer “cash” 
from Fund 133528, Index 
200484 to Fund135087, 
Index 200253

Begin by confirming the 
Fund has adequate “Claim 
on Cash” to support the 
transfer.
Note: “Claim on Cash” 
currently reflects a Credit 
balance, cash is in a deficit.

STOP – Not able to 
process at this time. Will 
need to wait for Student’s 
to pay their Accounts.
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Claim on Cash is an 
Asset and should 

have a Debit Balance.
When Claim on Cash 
in a Credit the fund 
is in a cash deficit.



Budgeted Fund Transfers

During Budget Planning for FY25:
Example: A Fund transfer of $30,000 for “College Share 25% AP Lead” from Fund 
135413, Index 200671 to Fund 135006,  Index 200176
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Budgeted Fund Transfers 
Banner Screens – FGIBDSR or FGIBAVL

During FY2025 Budget 
Planning:
A Fund transfer of $30,000 
for “College share 25% AP 
Lead” from Fund 135413, 
Index 200671 to Fund 
135006,  Index 200176

$30,000 of Non-
Mandatory Transfer-Out 
Authority (Acct 88300) 
reflected with Original 
Budget on Index 200671
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Budgeted Fund Transfers
Banner Screens – FGITBSR

Example: Transfer “cash” 
from Fund 135413, Index 
200671 to Fund135006, 
Index 200176
Begin by confirming the 
Fund has adequate 
“Claim on Cash” to 
support the transfer.

Note: “Claim on Cash” 
currently reflects a Debit 
balance. Meaning there 
is sufficient funds to 
support the $30,000 
budgeted fund transfer.

30

Claim on Cash is an 
Asset and should 

have a Debit 
Balance.



How to find the Fund Transfer Request Form

The Online Fund Transfer 
Request form
is located on the Office 
of Controller website 
under Online Workflows. 
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How to prepare and Submit a Budgeted Fund 
Transfer Request

Online Fund Transfer Request 
Form

From our Example:
A Fund transfer of $30,000
for “College share 25% AP Lead” 
from Fund 135413, Index 200671
 to Fund 135006,  Index 200176

32

●

09/23/2024

Erin          Marini

emarini@ewu.edu

●

https://inside.ewu.edu/officeofcontroller/online-fund-transfer-form-v-1-21/
https://inside.ewu.edu/officeofcontroller/online-fund-transfer-form-v-1-21/


How to prepare and Submit a Budgeted Fund 
Transfer Request

Online Fund Transfer Request Form

From our Example:

A Fund transfer of $30,000

for “College share 25% AP Lead” 

from Fund 135413, Index 200671

 to Fund 135006,  Index 200176

33

200671                88300              $30,000 Debit College Share 25% AP 

200176                83300              $30,000 Credit College Share 25% AP 

Supporting documents can also be attached

https://inside.ewu.edu/officeofcontroller/online-fund-transfer-form-v-1-21/


The Submitted Budgeted Fund Transfer Request – 
Approval and Processing workflow
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Department 
Prepares and 
Submits Form

Provost Office
Reviews & 
Approves

General Accounting 
Department
Reviews & 
Processes

PDF Copy 
provided to the 

Department

Entry now 
Visible in 
Banner



Non-Budgeted Fund Transfers

Non-budgeted Transfers – are those that were not planned during the Budget 
Planning period. They require an adjustment to the budget.

Examples:
• Unanticipated Operating Expense costs.

• Travel cost exceed plan (flight cost increase)
• Replace of office equipment due to breakage 
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Non- Budgeted Fund Transfers 
Banner Screens – FGIBDSR or FGIBAVL

Example:
KEWU-FM radio station 
would be disinvested and 
remaining “cash” fund 
would be used to 
support FY2025 
operations.
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Non- Budgeted Fund Transfers 
Banner Screens – FGITBSR

Example:
KEWU-FM radio station 
would be disinvested.

Fund 135033, Index 200203 
currently  reflects a Credit 
“Claim on Cash” balance, cash 
is in a $7,159.69 deficit.

For this example: 
We will assume Index 200191, 
Fund 135021 will provide 
$40,000 of “Cash” funds to 
support KEWU-FM (Fund 
135033, Inc 200203)
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Claim on Cash is an 
Asset and should 

have a Debit Balance.
When Claim on Cash 
in a Credit the fund is 

in a cash deficit.



Non- Budgeted Fund Transfers 
Banner Screens – FGITBSR

For this example: 
We will assume Index 
200191, Fund 135021 will 
provide $40,000 of 
“Cash” funds to support 
KEWU-FM (Fund 135033, 
Inc 200203)

Begin by confirming that 
Fund 135021 has 
adequate “Claim on 
Cash” to support the 
transfer.

38

Claim on Cash is an 
Asset and should 

have a Debit 
Balance.



How to prepare and Submit a Non-Budgeted Fund 
Transfer Request

Online Fund Transfer Request 
Form

Example:
KEWU-FM radio station would be 
disinvested.

Fund 135033 currently  reflects a 
Credit “Claim on Cash” balance, 
cash is in a $7,159.69 deficit.

For this example: 
We will assume Index 200191, Fund 
135021 will provide $40,000 of 
“Cash” funds to support KEWU-FM 
(Fund 135033, Inc 200203) 
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●

09/23/2024

Erin          Marini

emarini@ewu.edu

●

https://inside.ewu.edu/officeofcontroller/online-fund-transfer-form-v-1-21/
https://inside.ewu.edu/officeofcontroller/online-fund-transfer-form-v-1-21/


How to prepare and Submit a Non-Budgeted Fund 
Transfer Request

Online Fund Transfer Request 
Form

Example:
KEWU-FM radio station would be 
disinvested.

Fund 135033 currently  reflects a 
Credit “Claim on Cash” balance, 
cash is in a $7,159.69 deficit.

For this example: 
We will assume Index 200191, 
Fund 135021 will provide $40,000 
of “Cash” funds to support KEWU-
FM (Fund 135033, Inc 200203) 

40

Part 1 
Used to establish Transfer In/Out Budget 
Authority

https://inside.ewu.edu/officeofcontroller/online-fund-transfer-form-v-1-21/
https://inside.ewu.edu/officeofcontroller/online-fund-transfer-form-v-1-21/


How to prepare and Submit a Non-Budgeted Fund 
Transfer Request
Online Fund Transfer Request 
Form

Example:
KEWU-FM radio station would be 
disinvested.

Fund 135033 currently  reflects a 
Credit “Claim on Cash” balance, 
cash is in a $7,159.69 deficit.

For this example: 
We will assume Index 200191, Fund 
135021 will provide $40,000 of 
“Cash” funds to support KEWU-FM 
(Fund 135033, Inc 200203) 
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Part 2 
Used to move the “cash” funds.

Part 3 
Used to establish Expenditure Budget 
Authority. 
(This part of the form is the same as 
submitting a Budget Revision).

Supporting documents can also be attached

https://inside.ewu.edu/officeofcontroller/online-fund-transfer-form-v-1-21/
https://inside.ewu.edu/officeofcontroller/online-fund-transfer-form-v-1-21/


The Submitted Non-Budgeted Fund Transfer Request 
–    Approval and Processing workflow
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Department 
Prepares and 
Submits Form Provost Office

Reviews & 
Approves

CFO Review & 
Approves

Budget Office 
Reviews & 

Processes (Part 1)

Entry now 
Visible in 
Banner

General 
Accounting 
Department
Reviews & 
Processes PDF Copy 

provided to the 
Department



Final tips & Takeaways

Use Banner screens to help review
 FGIBDSR – Executive Summary
 FGIBAVL – Budget Available Status 
 
 FGITBSR – Trail Balance Summary       Similar to a Balance 
Sheet

Reach out to the Budget Office and General Accounting Teams 
if you have questions or concerns.
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Similar to an Income Statement



Thank You
Tammy Felicijan – Director of Budget Services
tfelicijan@ewu.edu
(509)359-7364

Ryan Jones – Associate Controller – Financial Services
rjones45@ewu.edu
(509)359-6100

Erin Marini – Associate Controller – Operations 
emarini@ewu.edu
(509)359-6821

mailto:tfelicijan@ewu.edu
mailto:rjones45@ewu.edu
mailto:emarini@ewu.edu
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