Processing a Budget transfer in MyLane 9

Budget transfers: The budget transfers conducted in this interface is intended to be a redistribution of current budget available to the department.
The instructions listed in this process document is intended to achieve just that.

Instructions:
Step 1: Loginto MyLane 9

Link: https://my.lanecc.edu/FinanceSelfService/ssb/financeCommonDashboard

Step 2: In the dashboard choose “My Journals”

as shown in the screenshot. My ’:l Nance

Hello
Create, edit and approve transactions and view financial information for department / organization.

s My Finance Query

I~ Create, view and share budget availability, encumbrance and
payroll queries.

My Journals II ] Purchase Orders

J Create and view draft, pending and completed journals and Create purchase orders or purchase orders in process.

supporting documentation. @

Approve Documents

r Wiew list of documents pending approval. Approve, disapprove, or

deny.

| Delete Finance Template View Document

| Delete templates for Finance Queries, Budget Development, and View draft. pending and completed documents with related
Purchase Orders. information and approval history.
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https://my.lanecc.edu/FinanceSelfService/ssb/financeCommonDashboard

Step 3: Once “My Journals” is selected you will be taken to the page shown in the screenshot below. This area is separated into three separate sections:

Draft Journals (transfers put together and not yet submitted), Pending Journals (transfers submitted but not yet approved), and Completed Journals (a
history of transfers submitted and posted). Once in this page select “Create Journal”.

My Journals Eearch Journal Q ||

Document Date Description Total Status

Draft journals [ © )

Pending Journals @

Completed Journals
Completed ;

Completed

View More
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Step 4: Create the Journal

1.

3|Page

Transaction Date will need to be filled out.

When in this area, this will automatically

populate to date entering journal.

Make sure the “NSF Checking” box is

marked for every journal.

Choose the Journal Type:

For this process, select the appropriate Journal

Type based on the type of budget adjustment:

e For non-grant budget adjustments, select
“BXN8 Temp Budget Adjust — No Fund 8.”

o For grant budget adjustments, select
“BXP8 Temp Budget Adjust— Fund 8 Only.”

You can either start typing the Journal Type code

to locate it, or scroll through the list until you find

the appropriate option.

Enter the total amount of all FOAP lines you

would like to transfer in the “Distribution Total”

section. For example, if the transfer is set to

be done with the use of two FOAP lines (from/to)

for 100 then the distribution total will be 200.

Add a short description in the “Description”

section. This area has a character limit of 30.

New! The “Public Comment” section is a new

functionality offered in MyLane 9. This section

can be used when an additional space may be

needed for an additional explanation of the

intent behind this journal.

Clicking on “Create” is the final step in this

journalinitiation.

*For visual demonstration the screenshot to the

right has each of the steps noted above.

*Areas within the blue rectangle are not needed.

Create Journal

Transaction Date *

12/11/2025

Redistribution

m J
Fy
-

’
o’

Distribution Total

J| 200.00
f

MNSF Checking e] Deferred Edit
Accounting Defaw’ \ \
|
Journal Type ’,'l Description )
et ___‘p'

BXMNB Temp Budget Adjust - No Fund 8 x Add'l budget auth. (test)
Bank Code Deposit

Choose Bank Code A
Budget Period Currency

Choose Budget Period hd

Choose Currency Code

Journal Comments

Public Comment o}]

S

Thisjgl was conducted as a test.

Private Comment

Enter private comments for the journa




Step 5: Add Accounting: In this step the FOAPs from which budget will be redistributed from and to will be entered.

1.

In the Fund section enter the fund from the

first FOAP you will be using. This can be done

by simply typing in or scrolling down to it.

In the Organization section enter the

Organization from the first FOAP you will be

using. This can be done by simply typing in or

scrolling down to it.

In the Account section enter the Account from

the first FOAP you will be using. This can be done

by simply typing in or scrolling down to it.

In the Program section enter the Program from the

first FOAP you will be using. This can be done by

simply typing in or scrolling down to it.

In the Amount section enter the amount of budget

you will be redistributing form this FOAP line.

In the Debit/Credit section select “~-Minus” if the

FOAP you are currently entering will be used to pull

budget out of or “+ Plus” if the FOAP you are using is

adding budget.

In this step, one of two actions need to be selected.
a. If adding additional FOAPs click on

“ADD ACCOUNTING?”. This will allow you to repeat

steps 1-7. Continue to do this until you have

added all the FOAP lines needed for your budget

transfer.
b. Once all FOAP lines have been entered click on
“SAVE”.
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Add accounting

Sequence Mumber: 1

Journal Type *

Status:

BXN8 Temp Budget Adjust - No Fund 8 B

Chart *

L Lane Community College

Fund

111100 General Fund

Crganization

Index

E Choose Index

o l
\ /i

201100 Budget Services Administration e'l

Account

610000 Operational Supplies el

Program

510000 College Support Services OI £

Activity

Choose Activity

Percent

Amount *

M5F Owverride

Description *

Location
Choose Location

Project

hd Choose Project

Debit/Credit *
- Minus

(6 )

Document Reference

( o get Period

SAVE

>

L

ADD ACCOUNTING




*The remaining sections of the form are not required.

Document Reference

(] NSF Override | |
Description * Budget Period

Add'l budget auth. (test) ‘ Choose Budget Period b |
Bank

Choose Bank Code v | [ Accrual Indicator
Depaosit Currency

| | Choose Currency Code b

Encumbrance
Encumbrance Number Action
| Choose Encumbrance Document b | | Choose Action b |
Itern Number Sequence Commit Type
| | | | | Choose Commit Type b |
Endowment
Gift Date Mumber of Units

MM/ dd ey

AND ACCOUNTIMNG
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Step 6: Review of journal. Once all the accounting information has been entered the journal will save as a draft. This is an opportunity to confirm that
the journal was entered correctly, and if not allows for adjustments prior to submitting. Choose to either save the draft or submit the journal.

@ Accounting sequence number 2 saved
successiully
00! I Search Accounting L
Transaction date :12/11/2025  Total:20000  Status:  Draft ;S D *
— P
Accounting Distribution (2 ) Total entered when creating jnl. m
\Z/
Sequence ~ Status § Type £ | Chant o] Percent § Amount § Debit/Credit £ Index £ Fund £ Organization £ Account £ Program £ | Activity £ Location £ Project £ NSFOverride % Description
[ EXNS i - 10000 -Minus 3 111100 201100 610000 510000 - - = Addl budger auth. (test)
2 ] BXNE £ - 10000  +Plus - 111100 201100 611500 510000 - - - Add'l budget auth_ (test)
4 A EEEE———————————————————— « 4
Actions to choose from:
Accounting total : 200.00 i * (+) Add accounting
Total of all lines Save draft
* E
Sk e

*Additional functionality available in this area:

As previously mentioned, within this area, additional functionality is available to make further adjustments to the journal. Below you will find a few of
them that can be useful.

1. If additional accounting information is needed, click on “+Add accounting”.
2. By check marking one of the “sequences” you can perform one of a few options (visually shown within the orange triangle in screenshot below).
a. copythatline by choosing the copyicon

b. deleteitbyclickingonthe [ icon.
h -

-ﬂ- 3 Alejandra Collazo Gonzalez

My Finance My Journals 10084884
0084884 Search Accounting Q
Transaction date :12/11/2025  Total:20000 Swrus:  Draft 7 +
£ . . —-
Accounting Distribution ( 2 ) O & m
Sequence ~ status & Type Simanr £ Percent Amount % Debit/Credit £ Index $ Fund & Organization £ Account £ Program $ Activity % Location $ Project $ NSFOverride  $ Description
1 e| [ BXNE L - 10000 -Minus - 111100 201100 610000 510000 - - - Add!l budget auth. {test)
- _,/}
2 ] BXNE L = 10000  +Plus = 11100 201100 611500 510000 - = - Addl budget auth. (test)
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Accounting total : 200.00 o’l(i) Add accounting
-




Step 7: Pending Journals: Once you have submitted your journal you will see it in the Pending Journals section. It will remain in this area until it has been

approved by the Budget/Grant Office. A journalin this queue still has the ability to be edited by simply clicking on the three dots next to the journal
selecting “Recall journal”. Additionally, you can also copy or reverse the journal while in the queue.

LY

In Approval (@

0 CopyJournal

Reverse Journal

* Recall Journal

Step 8: Completed Journals: Once the journal has been approved by the Budget/Grant Office it will be moved to the Completed Journals sections.

My Journals fearch Journal Q, |
Document Date Description Total Status
Draftlournals | 0 )
Pending Journals [ 0
Completed Journals
Jot 12/11/2025 Add'l budget auth. (test) 200.00 Completed
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