
BUDGET TRANSFERS & AMENDMENTS 
1. Choose Tyler Menu – Departmental Functions – Budget Transfers and Amendments 

 

2. Choose Add 

 



3. Fiscal Year, Period and Journal will auto populate, do not change these fields. 
 

In Journal Reference 1, enter 199 + your Budget Manager/Campus #. (Example: 199001 or 461001).  
Tab to Short Description, limited to 10 characters. Do your best to explain transfer. Tab & Accept. 

 

4. From this screen choose add. Tab and enter your account number, tab and enter comment (purpose of transfer), tab 
through date, enter I for increase, D for decrease, tab and enter amount, tab and it will insert another line.  Continue 
tabbing until you have entered all increases and decreases. Note Journal totals should be the same for Increase and 
Decrease when finished entering. Hit Accept and Return 

 

 
 



5. You will be taken back to original screen. Choose Release and your Budget transfer is now Pending Approval. 
 

 
 

Once released, this will change 
from Held to Pending Approval 


