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SOP Name Budget Transfers – Fund 10000– SSB9 

Department Finance & Administration 

Owner University Controller 

SOP 

Description 

Budget Transfer Procedure for Self Service Banner 9 

Procedure 1. Open My JSU 
2. Banner 9 Finance SSB 
3. My Journals 
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4. Create Journal 

 
 

 
a. Transaction date – typically today’s date 
b. Distribution Total (actual JV total x 2) 
c. NSF Checking must be checked (automatically defaults) 
d. Journal Type:  

i. JBUD (Fund 10000)  
ii. OBUD (All Other Non-Grant Funds) 

e. Budget Period: 01 
f. Enter description – Brief description of transfer 
g. Journal Comments: Enter description.  You have more characters 

available to describe entry in more detail if needed (not required) 
h. Click Create 

 
 

 
 
 
 



Standard Operational Procedure (SOP) 
  

 
 

An Equal Opportunity | Affirmative Action Employer 3 

5. Add Accounting (minimum 2 lines) 

 
a. Fund: enter # 
b. Organization: enter # 
c. Account: enter # 
d. Program: Auto populates based on Org, double check to see if correct. 
e. Amount: enter amount 
f. Debit/Credit: enter + Plus or – Minus for amount to adjust budget line 

by 
g. Click the “Add Accounting” button.   

6. Go back to line 5(a) and repeat until all lines of entry are completed 
7. When last line has been entered, click on the Save button. 

 
 
 
 
 

 
 

 
 
 
 
 
 

8. Click Submit Journal.  This forwards the entry to the approval process. 
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a. JBUD routes to budget manager for approval (pending implementation) 
b. OBUD routes to Controller’s Office for approval 

 
Date May 10, 2023 

 
 


