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1.  DOCUMENT CONTROL 
 
1.1 Change Record 
 

Date Author Version Change Reference: 

30 Aug 2019 Kimberly Micah L. Magtibay 1.0 Initial 
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2.  Description 
 

Manual ID  

Manual Name Transfer Budget via Journal Entry Wizard 

Information System Financial Management Information System 

Functional Domain General Ledger Module 

Responsibility General Ledger Budget Analyst/Manager 

Purpose Transfer amount from one account to another within one Budget 

Data Requirement  Source Account 
 Destination Account 
 Budget Name 

Dependencies  Budget and Budget Organization are defined 

 Internet Options and Excel Options are configured to 
properly open Macro-enabled workbooks (see Journal Entry 
Wizard Uploader manual)  

Scenario 
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Step 1.  From UIS Home Page 

proceed to Main Menu and 
choose the General Ledger 
Budget Analyst or General 
Ledger Manager  
responsibility. 

Click on Journals > Launch 
Journal Wizard  
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Step 2. Select Budgets - Single 
for Layout.  

 
Click Create Document 
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Step 3. A download confirmation 
prompt will appear. Save the file 
as a Macro-enabled Workbook. 
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Step 4. Open the file. Wait until 
the "Your document has been 
created." message appears and 
then click Close. 
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Step 5.  Fill out Ledger, 

Category, Source, Organization, 
Currency, and Budget with the 
necessary information. 

Source here must be set to 
Transfer. 

Note: You may type or select 
values by double-clicking the 
cell. 
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Step 5. Amount due for transfer is placed in Credit side of the Source Account and in Debit if it's the 

Destination Account.  
 
See illustration below: 
 

Source 
Period 

Source Account Destination 
Period 

Destination Account Amount 

JAN-19 01.101.SA02004001.-.50101010.-
.50101010.-.-.-.- 

FEB-19 01.101.SA02004001.-
.50102050.-. 50102050.-.-.-.- 

200,000.00 

MAR-19 01.101.SA02004001.-.50101020.-
.50101020.-.-.-.- 

APR-19 01.101.SA02004001.-
.50102040.-.50102040.-.-.-.- 

100,000.00 
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Step 6.  

In the Oracle tab, click Upload. 

 

 

 

To complete the upload process, 
the 'Journals Upload' window 
will ask for the Upload 
Parameters. Take note of the 
options that must be ticked.   

Click Upload.  
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Step 7. The Confirmation must 
present that all rows have been 
successfully uploaded.  

Note the Request ID given as 
this will represent the journal 
batch created.  
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Step 8. Go to Journals > Enter 
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Step 9.  

Search for the 
journal batch by 
using the 
'%REQUESTID%' 
keyword.  

 

Example: 

'%5454961%' 
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Step 10. Imported Transfer 
journals are initially Unposted. 

Once finalized, post each 
journal.  

 

 

Expected Results 

 All Transfer journals are 
posted successfully 

 Funds Inquiry reflects the 
changes made for all the 
accounts involved 

 
 
 
 


