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Agenda 

• Questica 

• What, Why, Who & When 

• Transfer Requirements & Guidelines 

• Access, Documentation & Deadlines 

• User Interface 

• Transfer Workflow Process 

• Demo 

• Q & A 
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QUESTICA 
• What, Why, Who & When 
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What Why Who When 

Position based Process Users preparing budgeting Efficiency & October budget transfers system Data Storage 
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Questica Terminology 

Change Requests = Budget Transfers 

Fund Department = Cost Center 

STD_LEDGER = Ledger Group for Questica 

Workflow Stages = Transfer Process 
Stage 1 = Input/Entry Stage : Promote 
Stage 2 = BP&A Analyst Review :Promote/Demote 
Stage 3 = BP&A Director Review :Publish/Demote 
Stage 4 = Export Out & Upload to CFS to Post to GL 
:::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::: 

Promote = Advancement to Next Stage 
Demote = Return to Previous Stage 
Publish = Export Out & Upload to CFS/Post to GL 

QUESTICA 
TERMS 

Sandbox = Test Site 

Production = Live Site 
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OE BUDGET TRANSFER 
REQUIREMENTS & GUIDELINES 
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OE Transfer 
Requirements 

Questica Access 
• Questica & Tableau User Access 

• Backup Documentation 
Reason for Transfer 

• Submit Transfers before the last 
business day of the month for same Tableau Access 
month posting 
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OE Transfer 
Guidelines 

• Do not Zero-Out Budget Deficits at the Account Code Level 

• Cross Fund & Scenario Transfers are NOT Allowed 

• Transfers must be entered in Whole Dollars & Net to Zero 

• Cannot Transfer between Revenue Account Codes 

• Salary Account Codes are Prohibited 

• List of Inactive Dept Ids & Account Codes 

• Transfers will be reviewed and processed after the Annual Budget has been 

Approved & September has closed 

POM01 Funding Designation and Sub-Designation Must Match 
Examples: 

• Designated>GI2025 funding can only go to GI2025 class codes 

• Fees>Student Success Fee funding can only go to SSF class codes 

• Undesignated Funds can only be transferred into Undesignated class codes 

• Note: All PCR funds are considered undesignated 
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https://livecsupomona.sharepoint.com/sites/budget1/Shared%20Documents/BP&A/Website/Debbie/Questica/BT%20PRESENTATION%20TO%20OPT%20IN/positionvsbudget.pdf
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BUDGET TRANSFER 
USER INTERFACE 
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Questica Landing Page 
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Budget Transfer User Interface 
Budgeting > Change Requests > Change Requests 
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Budget Transfer Home Screen 
• Ensure FY is current 
• Select the Green + 

sign to add a new 
request 
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Budget Transfer New Record
Note Fields listed below 

• Department 
• Requestor’s Dept ID 

• Fund 
• Fund in Transfer 

• Change Request Type 
• Budget Transfer 

• Journal Line Ref 
• Auto populated field 
• This field will be reflected in Tableau 

• Journal Line (Title) 
• Identifies the Budget Transfer 

• Brief Description 
• Summarizes Transfer 
**ex : Transfer from 660003 to 660009 (Entry Date & Your Name) 
**ex : Transfer from AI to Sci C3078 (Entry Date & Your Name) 
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BUDGET TRANSFER 
DOCUMENTS 
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Budget Transfer Documents 
Documents Screen 
General > Documents 
Green + icon to add 
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Budget Transfer Documents 
Documents Screen 
Select File Button to add file 

Add button to add to Questica 
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Budget Transfer Documents 
New version : V24.1 Adding a Document 
Paperclip Icon 
Green + icon to add 

17 17 



   

BUDGET TRANSFER 
INPUT 
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Budget Transfer Input 
Operating Budget Screen 

Operating > Change Request Budget Lines 
Layout Icon 
Export Icon 
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Budget Transfer Input 
File Exports to User’s Downloads folder 

Excel File Export Sample 
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Budget Transfer Import 
Excel File Import 
Return to the Change Request Tab to Import 
Star to file as Favorite 
Import Icon to Import 
Select File & Press OK 
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Budget Transfer Promote 
Promote Transfer 
Promote 
Option 2 
Select Next 
Enter Comments (not Required) 
Save 
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BUDGET TRANSFER 
WORKFLOW 
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Questica Budget Transfer Request Process 

Workflow Stages in 
Questica User retrieves 

supporting docs 
from Tableau 

User adds 
supporting docs 

in Questica 

BP&A 
Analyst Email 
Notification 

Start 

User creates/ 
enters 

Request in 
Questica 

User 
Promotes for 

review 

BP&A 
Analyst 
Review/ 
Promote 

Request 
published 

in Questica 

Budget Dept 
Exports 

Requests to 
CFS daily 

BP&A 
Director 

Review/Publish 

User Email 
Notification 

YES 

YES 

NO 

NO 

 

 
   

 
  

 
 

 

 

 
   

 

 

 

 
 

 
  

  

 

 

1. Input 
2. BP&A Review 
3. BP&A Publish 

End 
CFS Request 

Posts 
Nightly 
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User Reviews 

Tableau 24 
For Posting 



DEMO 
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Questions 
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