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I. Create New Transfer Record in Questica

STEPS

3. Enter New Record Fields

**Brief Description format noted

1. Budgeting > Change Requests > Change Requests
2. Check FY & Select + Button to Add New Record SRR

Dashboard

Operating

=
[
(1

Scenaric

My Tasks

pets and Projection

Dashboard My Tasks Budqﬂln'p

All Change Request Types Any Status

@  Budget Year Change Re.. Joumal Li.. T Journal Line (Title)

Reports

Brief Description

M
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New 2025 Change Request

Create a new Change Request for budgeting.

&

‘3

Department *

Fund

Change Request Type

Journal Line Ref (ex: ALB18-001) *

AUTO

Journal Line (Title) *

Brief Description

Override Auto Journal Line Ref (ex: ALB18-001)
Cancel

Reports ~

Change Requests

I _.'«"Iﬁ'le'l_'E:"'.hJ-".-ETZ I

Channe Rés _bBst Rudnest | ines
A) Department
* Requestor’s Dept ID

B) Fund
e Fund used in Transfer

C) Change Request Type
* Position Budget Adjustment

D) Journal Line Ref — No Entry Required
e Auto populated field
* This field will be reflected in Tableau

E) Journal Line (Title)
* |[dentifies the Transfer
**Specific Naming Convention Required - next slide

F) Brief Description
* Summarizes Transfer
**ex : From PXXXX to PXXXX PERM or TEMP
(Entry Date/Name)
**ex : From PXXXX to O/E PERM or TEMP
(Entry Date/Name)
**ex : Change in Designation/CFS (Entry Date/Name)



@ I. Create New Transfer Record in Questica

Journal Line Title (Naming Convention)
PBA — Accounting Period — Division - Description of the Transfer

46 of 10(

Journal Line (Title) *
1. PBA - Identifies that it is PBA
2. Accounting Period — Identifies the period you would like the transfer to post [ PBA 04 ADMN PERM or TEMP to pXXXX from pXXXX]
3. Division — Identifies the requestor’s division
4. Description of the Transfer — Brief description of the transfer
Example:

PBA 04 ADMN PERM or TEMP to pXXXX from pXXXX

Division Abbreviations

ACAD - Academic Affairs

ADMN — Administrative Affairs
ITIP — Info Tech & Inst Planning
PRES - Office of the President
PCIA — People, Cltr, & Inst Affairs
STAF — Student Affairs

Q) UADV - University Advancement
UNIV — University Level

5 Cal Poly Pomona | Presentation Title

Accounting Periods

01 — July

02 — August

03 — September
04 — October

05 — November
06 — December

07 — January
08 — February
09 — March
10 — April

11 — May

12 — June
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I1. Save Transfer Documents in Questica

/l\
STEPS

1. Select the PaperClip Icon
2. Select + Button to Add Files

3. Select Type* FILE>Select File>ADD

Operating Budget

1-PROPOSED TRANSFER

Documents
QST0000775 - Testing Budget Transfer 2 (2025)

@ Change Request

r al . .
T, Select a cell to view its value.

Description

2 Scenario

Resource

Drop files here or click "+" to upload

-+

Add

r._n

T

LA

Value Bar
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General ™ Operatin
Change Request
=" Security ,
iy 2025
Refresh Personnel History Forecast
t F .
S Scenario
Add Document X
Add a Document for the Change Request "QST0000775 - Testing Budget Transfer 2 (...
Type *
‘ File hd
File *
No file chosen
Description
Cancel Add
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II1.i. Enter Transfer in Questica-Wage

STEPS
If the PBA form has data under the Wage Adjustment Section, Columns B — E & Column Q
The wage adjustment screen in Questica needs to be entered into

C D J KK L M N R
Position Budget Adjustment ("Wage Adjustment"”) CFS Distribution Change ("Position Allocation") Budget Journal C

from Operating 20,000.00 - (20,000.00) 4§ ‘OMO750060€)000C ADJUSTIUNDESIGT ######## #i##H#H#H##  0.00000%
’00004022 54,324.00 64,324.00 10,000.00 é OMO0!77006020000 ORIGIN/ UNDESIGI ######## #ut##### -15.54630%
'00004022 54,324.00 64,324.00 10,000.00 " d1300 0OM0'7700602000¢ ADJUSTIUNDESIGI 0.00000% ######## 15.54630%
'00004023 109,848.00 119,848.00 10,000.00 7 g OMO/7700602000 ORIGIN/ UNDESIGI H######## #EHBREHE  -8.34390%

0.00000%
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II1.11. Enter Transfer in Questica — Position Allocation

/N
STEPS
If the PBA form has data under the Position Allocation Section, Columns F — P
The Position Allocation screen in Questica needs to be entered into
F G H | J K L M N 0 p
CFS Distribution Change ("Position Allocation")
660003 POMO1 67500 0606 00000 ADJUSTMENT UNDESIGNATED 100.00000% 0.00000% -100.00000% -100.00000
601300 POMO1 67700 0602 00000 ORIGINAL UNDESIGNATED .| 100.00000% 84.45370% -15.54630% -15.54630
601300 POMO1 67700 0602 00000 ADJUSTMENT UNDESIGNATED 0.00000% 15.54630% 15.54630% 15.54630
601201 POMO1 67700 0602 00000 ORIGINAL UNDESIGNATED 100.00000% 91.65610% -8.34390% -8.34390
601201 POMO1 67700 0602 00000 ADJUSTMENT UNDESIGNATED 0.00000% 8.34390% 8.34390% 8.34390
0.00000% 0.00000
10 Cal Poly Pomona | Presentation Title




II1.i1i. Enter Transfer in Questica - Operating

/N
STEPS
If the PBA form has an operating account code under Column F
The Operating screen in Questica needs to be entered into

A B C D E F G H | J K
2
3 Position Budget Adjustment ("Wage Adjustment”)
4

00000000 20,000.00 (20,000.00) POMO1 67500 0606 00000 ADJUSTMENT U
00004022 54,324.00 64,324.00 10,000.00 POMO1 67700 0602 00000 ORIGINAL U

ﬁﬁﬂﬂ I'.‘ TR A M A "I"'I-.‘ (ol LA alala®alal fada e Talal (I T IR b U PR A T s e BN A TaTalala
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ITI.i. Enter Transfer in Questica

STEPS
1. Operating > Wage/PA/Operating
2. Select Layout Icon
3. Ensure Default View is selected
4. Select the Star Icon to Bookmark
5. Select the Green + to Add a line to

enter manually
Select Export Icon to export to Excel

o

L1

Yﬁacf’ doo 7

Operating ™

‘ital
Change Request Budget Lines

ChangeRequestStatForecasts

Position Allocation changes

+ Wage Adjustments

* Operating ™ Capital

= Change Request Budget Lines
ChangeRequestStatForecasts

+ Position Allocation changes I

= Wage Adjustments

Grid Layout © X

* PBA - Wage Adjustment Default

Grid Layout @

* PBA POSITION ALLOCATION DEFA...

* Operating Capital

+ Change Request Budget Lines

ChangeRequestStatForecasts
Position Allocation changes

* Wage Adjustments

Filter Layout onnect to Reporting Import  Export
P m ok ° O 2025-2026 | QST0000999 - PBA 06 ADMN Tef
General v * Operating caftton
Wage Adjustments
ject

Description Amount T

Main (Active)

+ T Y @ 4O
dd E I Limyonst T Export
—_—

Grid Layout

* Campus User BT Layout_Default

Docurnent Line Description

N T

=

~ [ 7
[ T, T E 69
Refresh Personnel | Add alue Bar  Filter Layout onnect to Reporting  Import Export




II1.iii. Enter Transfer in Questica — Grid Layout : Group By

STEPS
1. Open Layout by selecting the Down Carrot |
2. Group By

Grid Layout

Grid Layout @

Add Groups

1. Select fields to review by selecting the
Green + icon

e

. - 0 Lo
* Operating Capital LT D G v i
+ Change Request Budget Lines
ChangeRequestStatForecasts Grid Layout
Position Allocation changes * Campus User BT Layout_Default
* Wage Adjustments
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Is Generated

1 X
Is Monthly Benefit Allocation
* Campus User BT Layout_Defaul | Default v
Journal Description
CDI umns + A~ Journal Source
Ledger Group
J- Account * *
Location
J- Fund-Department * e Lock Status
.l Program e One-Time
Period
J- Class *
Position
.J- Project .
Position Type
- Document Line Description B Posting Date
|- Budget Scenario * b4 Program
Project
|- Ledger Group B
Student Key
Student Key Code
Group By + A
Student Residency
Lo BUdgm Scenario * X Sub-Designation




II1.i. Enter Transfer in Questica-Wage
STEPS

1. Copy Journal Title into the I

Name Column
2 Enter Position Number- @ Kk L 2O 2025 - 2026 QST000 PBA 06 ADMN Temp OE to 4022 402

3 (E:ommpr\] B o Pg A;j General + * Operating - Capital v Reports v
: nter Account Code —
Column F on PBA Wage Adjustments

4. Enter Description — Column R

on PBA °
5 . E n te r Am ou nt Of Tra n Sfe r— Name ‘ Position e Account ° Description G Amount T

Column E on PBA

W

PBA 06 ADMN Temp OE to 4022 4023 6012017 - Management and Supervisory Temp OE to 4022 4023

PBA 06 ADMN Temp OE to 4022 4023 601300 - Support Staff Salaries Temp OE to 4022 4023

2 4
C D K L M R Yy |

Position Budget Adjustment ("Wage Adjustment”) CFS Distribution Change ("Position Allocation”) Budget Journal Output ("Cha

from Operating 20,000.00 - (20,000.00)° 660003 POMO1 = 67500 ADJUSTMENT  UNDESIGNATED 100.00000% 100.00000% 0.00000% 0.00000 (20,000.00) TEMP OF TO 4022 & 4023

"00004022 54,324.00 64,324.00 10,000.00 " 601300 Pomo1 " 67700 ORIGINAL UNDESIGNATED 100.00000% 84.45370% -15.54630% -15.54630 - TEMP OETO 4022 & 4023
"00004022 54,324.00 64,324.00 10,000.00 " 601300 Pomo1 " 67700 ADJUSTMENT UNDESIGNATED 0.00000% 15.54630% 15.54630% 15.54630 10,000.00 TEMP OE TO 4022 & 4023
'00004023 109,848.00 119,848.00 10,000.00 " 601201 Pomo1 " 67700 ORIGINAL UNDESIGNATED 100.00000% 91.65610% -8.34390% -8.34390 - TEMPOETO 4022 & 4023
"00004023 109,848.00 119,848.00 10,000.00 " 601201  Pomo1 " 67700 ADJUSTMENT UNDESIGNATED 0.00000% 8.34390% 8.34390% 8.34390 10,000.00 TEMP OETO 4022 & 4023




II1.1. Export/Import Transfer in Questica-Wage

STEPS Q _— o
1. Retrieve File - Transfer to 12345 | Mai ® gpummeomiesse & @
2. Highlight Row 4 & Drag Cursor down, . s i F
highlighting rows needed for transfer
3. Right Click to select Insert Rows . c c -

Position * Account * Description Amount *

4 |Data below this row will not be imp:

| B C D E F
L . ST I Search the menus |
M Name * Position * Account * Description Amount * X Cut
} PBA 06 ADMN Temp OE 00004023 601201 Temp OE to 4022 4023 10,000.00 — RN
1 |PBA 06 ADMN Temp 0E'00004022 ’601300 Temp OE to 4022 4023 10,000.00 [T Paste Options:
M Data below this row will not be imported. @
Paste Special.
Insert h
Delete
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II1.ii. Enter Transfer in Questica — Wage Adjustment

N\
IF there are NEGATIVE Amounts [ Format Cells 7 X
» Select cells in Column F
o o . Humb i i i
- Right Click & select the Number Option wher [Cnmen | Tont | Ty |- T | Riotechon
. - Cat 3
* Ensure Use 1000 Separator is checked e Sample
. . | Y
« Select First Option to format _ %m_ 15.55
urrency
A ti : , <
D;i':”” ng Decimal places: |2 IZ'
Time B use 1000 Separator [)
Percentage
Fraction Megative numbers:
5 : 5 | Scientific ERETETR—— .
Questica Special (1,234.10)
Description Amount * Custom (1.234.10)
3 PBA 06 ADMN Temp OE 00004023 Temp OE to 4022 4023 10,000.00
PBA 06 ADMN Temp 0€'00004022 Temp OE to 4022 4023 10,000.00
3 Data below this row will not be imported.
v v

Mumber is used for general display of numbers. Currency and Accounting offer specialized
formatting for monetary value.

cancel | [}
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II1.i. Export/Import Transfer in Questica-Wage

STEPS

1. From Excel File Menu : Data > Data Tools Option : Data Validation > Data Tools > Circle Invalid Data
2. Revise data in Circled Cells — Save & Close File

Data Review View Automate Developer Help Acrobat Power Pivot
D Queries & Connections b~ = [ v
0 E’j _ yith @ N 2 [E N S g 4 @4 =
isting Refresh [ — c . G . z l Sort Filter = Textto Flash  Remove Data
L actions Allv [ oc urrencies cogepy B A \& Advanced Columns  Fill Duplicates Validation ¥
Queries & Connections Data Types Sort & Filter Data Tools
r ﬂ Q
Eé Data Validation... ’
_ B C D E F G H ) I Circle Invalid Data ]
1 [% Clear Validation Circles
Al Account * Fund-Department * Program Class Document Line Descript Budget Scenario * Ledger G
3 607002 POCMP - EDE17 - 96000 0706 C2204 DMO078  transfer to DM0OS50 ADJUSTMENT STD_BUDGET -50000.00
4 '607022 POCMP - EDE17 - 96202204 DMO050  transfer from DM078  ADJUSTMENT STD_BUDGET 50000.00

Cal Poly Pomona | Presentation Title

5
M Data below this row will not be imported.



II1.i. Export/Import Transfer in Questica-Wage

f CPP Signon x (5] csyou.calstate.edu * 2 Questica - Change Req' &) QST0O000999 - PBA 06 ADMM T X

&) 23 csucpptest.questica.com/changerequest_modifiers.aspx?Load=true&ID=1037
@ Main Menu @ Favorites ™ Gmail @ NewTab [ Login|Smartsheet [ Common Financial.. %@ Decentralized Payro... &) Questica - TEST Das.. [@) Self Seq . . .
1. Return to Change Request Tab in Questica to Import File
& % A 2 O 2025-2026  QsTo00099 2- Select Import Icon to Import File (Upper Right Corner of
Screen)
General

Select File & Press OK
Review Import Spreadsheet Screen & Press OK

Wage Adjustments )

Main (Active) -

(2

Import Spreadsheet X
|m port p-d Import data from a Microsoft Excel spreadsheet.
Select a file to import
Importing the selected file will result in the following changes to Change Request Budget]
[ Lines:
Change Request Budget Lines 2025-09-09_09_21_35_PDT.xlsx N 8

-1
D.00 v + i A V ﬁ [p ‘L, 111 Updated ltems: 0
Add Value Bar  Filter Layout mport Deleted Items: 0

recision
Are you sure you want to continue?

2
O

Document Line Description

Project
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II1.11. Enter Transfer in Questica — Position Allocation

1-PROPOSED TRANSFER

Create New Position Allocation Change

Enter the detals for a new Position Allocation Change P e % O 00 2025-2026 | QSTO000998-TESTPBA | Main (Active) v
General v * Operating v Capital v Reports v
Fund-Department * Position Allocation changes
~ o 5
POCMP - POMO1 - 67700 - OPERATING FUND - Accounting Services | easc + 9] + |t VvV O A
Refresh Personnel Add lue Bar  Filter Layout ConnecttoReporting Impor  Export
& Position Fund-Department Program Class Budget Scenario " Ledger Group Document Line Number De... Position Alloc... Amount Start Date End Date
Positions
hd N
(B LLELY L (DL 1 Position Selected.
Description

N | STEPS
Position Allocation Type * Amount . . .
percentage Il 1. Fill out all Highlighted Areas
° 2. Amount = Column P on PBA Form
Start Date End Date (enter number format)
July v 2025 b 3. End Date
— o G 1. Permanent Action
0602 - Fiscal Operations v 00000 - NO CLASS VALUE v 1. End Date = Null
2. Temporary Action
Budget Scenario * Ledger Group 1 End Date = End Of FY
ORIGINAL - DRIGINAL - [ STD_BUDGEI’—ST[]_BUD” v ] 4. Ledger Group = STD_BUDGET
5. Select OK




II1.11. Enter Transfer in Questica — Position Allocation

Document Line Number Description- Column R on PBA Form

Budget Journal Output

Position Budget Adjusiment ("Wage Adjustment”) CFS Distribution Change ("Position Allocation”)

54,384.00 64,384.00 10,000.00 601300 POMO1 67700 0602 00000 ORIGINAL UNDESIGNATED 100.00000% i 2 s
0001292 84,144.00 74,144.00 (10,000.00) 601300 POMO1 67700 0602 00000 ORIGINAL UNDESIGNATED 100.00000% 100.00000% 0.00000% 0.00000 (10,000.00)| PERM #1292 to #1288

1
B W O 2 O 2025-2026 | QSTO0001000 -test 1288 1292 | Main (Active) v Promote
General Operating Capital v Reports v
Position Allocation changes
. Position Allocation Grid in Questica ’ ., + Y @B & 4
Refresh Personnel Add  ValueBar  Filter Layout Connectto Reporting Import  E
B Position Fund-Department Program Class Budget Scenario - Ledger Group Document Line Number De... Position Alloc... Amount Start Date End Date
s s
Accounting Technician Il (00001288) POCMP - POMO1 - 67700 -0.. 0602 - Fiscal Oper.. 00000 - NO CLASS .. ORIGINAL - ORIGINAL STD_BUDGET - STD_BUDGET Percentage 100 Jul 2025

G
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II1.i. Export/Import Transfer in Questica-Position Allocation

STEPS Q
Retrieve File Transfer to 12345

2. Highlight Row 4 & Drag Cursor down, e =8 LRl
highlighting rows needed for transfer
3. Right Click to select Insert Rows

/[\

—

v wmv msy wwv | 4+ TV B &4

o Diaploy Forecast Year  Precision Add Value Bar Fiker Layoun irrpart Export

X Cut

m
O
]
m
M
()
|
=
'®
2
L 1|

Name * Position * Account * Program Class Description Amount * [7) Paste Options:

Data below this row will not be imported.
Paste Special...

¥

Insert

Delete

[0 =] O 1 S W P e

~N o R W

Fund-Department * Program Budget Scenario * Ledger Group Document Line Number Position Allocation Type Amount Start Date End Date
00004022 POCMP - POMOL1 - 67700 0602 00000 ORIGINAL STD_BUDGET TEMP OE TO 4022 4023 |Percentage (15.55) 7/1/2025
'00004022 POCMP - POMO1 - 67700 '0602 'UUOUU ADJUSTMENT STD BUDGET TEMP OE TO 4022 4023 Percentage 15.55 7/1/2025 6/30/2026
'00004023 POCMP - POMO1 - 67700 '0602 'UUOUU ORIGINAL STD_BUDGET TEMP OE TO 4022 4023 Percentage (8.34) 7/1/2025
'00004023 POCMP - POMO1 - 67700 '0602 'UUOUU ADJUSTMENT STD_BUDGET TEMP OE TO 4022 4023 Percentage 8.34 7/1/2025 6/30/2026

Data below this row will not be imported.

g
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II1.i. Export/Import Transfer in Questica-Position Allocation

P)‘ O -

_',! (=) C D E F G Y () ') <) L M N 0

P —~——— St p— et
Position Budget Adjustment ("Wage Adjustment”)

CFS Distribution Change ("Position Allocation”) rnal Output ("Change Request Budg:

from Operatii  20,000.00 - (20,000.00) 660003 POMO1 67500 0606 00000 ADJUSTMENT UNDESIGNAT 100.00000% 100.00000% 4 1 0.00000 W(20,000.00) TEMP OE TO 4022 & 4023
"00004022 54,324.00 64,324.00 10,000.00 " 601300 pomo1 " 67700 7 0602 " 00000 ORIGINAL UNDESIGNAT 100.00000%  84.45370% . 1 -15.54630 - TEMP OE TO 4022 & 4023
'00004022 54,324.00 64,324.00 10,000.00 ¥ 601300 pomo1 " 67700 7 0602 " 00000 ADJUSTMENT UNDESIGNAT  0.00000%  15.54630% . 1 15.54630 |§ 10,000.00 TEMP OE TO 4022 & 4023
'00004023 109,848.00 119,848.00 10,000.00 ¥ 601201 pomo1 " 67700 7 0602 " 00000 ORIGINAL UNDESIGNAT 100.00000% 91.65610% . 1 -8.34390 - TEMP OE TO 4022 & 4023
'00004023 109,848.00 119,848.00 10,000.00 ¥ 601201 pomo1 " 67700 7 0602 " 00000 ADJUSTMENT UNDESIGNAT  0.00000% 8.34390% . 1 8.34390 N 10,000.00 TEMP OE TO 4022 & 4023
B C D E F G H | ) ‘ m

¥ Position * Fund-Department * Program Class Budget Scenario * Ledger Group Document Line Number Position Allocation Type Amount Start Date End Date

3 /00004022 POCMP - POMO1 - 67700 0602 00000 ORIGINAL STD_BUDGET TEMP OE TO 4022 4023 Percentage (15.55) 7/1/2025

4 /00004022 POCMP - POMO1 - 67700 0602 '00000 ADJUSTMENT STD_BUDGET TEMP OE TO 4022 4023 Percentage 15.55 7/1/2025 6/30/2026

5 /00004023 POCMP - POMOL1 - 67700 0602 'o0000 ORIGINAL STD_BUDGET TEMP OE TO 4022 4023 Percentage (8.34) 7/1/2025

6 /00004023 POCMP - POMOL1 - 67700 0602 '00000 ADJUSTMENT STD_BUDGET TEMP OE TO 4022 4023 Percentage 8.34 7/1/2025 6/30/2026

7

Data below this row will not be imported.

STEPS
1. Column P from PBA Form is entered in Column J in Excel
O Template
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II1.11. Enter Transfer in Questica — Position Allocation

B

C D E F G

H

P gnd o . Budget Scenario * Ledger Group
. #Position Allocation Export from Questica === e
1 |00004023 POCMP - POMO1 - 5??0(?]502 60000 ADIJUSTMENT S5TD_BUDGET

00004022 POCMP - POMO1 - EWCK{]EOZ 60000 ORIGINAL STD_BUDGET

00004023 POCMP - POMO1 - 5??0(?]502 60000 ORIGINAL S5TD_BUDGET

23

Data below this row will not be imported.

IF there are NEGATIVE Amounts
» Select cells in Column J
» Right Click & select the Number Option
* Ensure Use 1000 Separator is checked
» Select First Option to format

Cal Poly Pomona | Presentation Title

Document Line Numbei Position Allocation Typr Amount Start Date End Date
TEMP OETO 4022 4023 Percentage 15.55 2025-07-01 2026-06-01
TEMP QETO 4022 4023 Percentage 8.34 2025-07-01 2026-06-01
TEMP OETO 4022 4023 Percentage (15.55) 2025-07-01
TEMP OETO 4022 4023 Percentage (8.34) 2025-07-01
. Format Cells x
Mumber  Alignment Faont Border Fill Protection
LCategory:
General a | Sample
MNumber 15.55
Currency
Accountin ; . -
Date d Decimal places: |2 IEI
Time B use 1000 Separator ()
Percentage
Fraction Megative numbers:
Scientific T |
Text 1,234.10
Special {1,234,10)
Custom (1,234.10)
v v
Number is used for general display of numbers. Currency and Accounting offer specialized
formatting for monetary value,




II1.11. Enter Transfer in Questica — Position Allocation

STEPS
1. From Excel File Menu : Data > Data Tools Option : Data Validation > Data Tools > Circle Invalid Data

2. Revise data in Circled Cells — Save & Close File

Data Review View Automate Developer Help Acrobat Power Pivot

:BE.] Pé Queries & Connections @ @ Djj 21 E% Y Z (fa iﬁ : E)'( Eé

isting Refresh [ — c . G . z l Sort Filter = Textto Flash  Remove Data
L actions Allv [ oc urrencies cogepy B A \& Advanced Columns  Fill Duplicates Validation ¥
Queries & Connections Data Types Sort & Filter Data Tools
r ﬂ Q
Eé Data Validation... ’
_ B C D E F G H ) = Circle Invalid Data M
1 [% Clear Validation Circles
Al Account * Fund-Department * Program Class Document Line Descript Budget Scenario * Ledger G
3 607002 POCMP - EDE17 - 96000 0706 C2204 DMO078 transfer to DM050 ADJUSTMENT STD_BUDGET -50000.00
4 '607022 POCMP - EDE17 - 96202204 DMO050  transfer from DM078  ADJUSTMENT STD BUDGET 50000.00

24

5
M Data below this row will not be imported.
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II1.11. Enter Transfer in Questica — Position Allocation

im|

=

< 3 m (21 https://csucpp.questica.com/changerequey

Position Allocation changes

- R

s Q5TO000B0G - Recycle (2025) - Pc X

—

®% Halau Hula a Kawik... ﬁ eHelp Index - eHelp  [me] Questics

B x O ™

“Main (Active) -

>

STEPS

Return to Change Request Tab in Questica to Import
Select Import Icon to Import File (Upper Right Corner of Screen)

Select File & Press OK
Review Import Spreadsheet Screen & Press OK

o | 4 © YV Beb |4

recision Add Value Bar  Filter Layout mport éﬂ

Project Document Line Description
25 Cal Poly Pomona | Presentation Title

Import

Select a file to import

s

Select File Change Request Budget Lines 2025-09-09_09_21_35_PDT.xlsx

Import Spreadsheet X

Import data from a Microsoft Excel spreadsheet.

Importing the selected file will result in the following changes to Change Request Budget]
Lines:

New Items: 4
Updated ltems: 0
Deleted Iltems: 0

Are you sure you want to continue? G




II1.11. Enter Transfer in Questica — Position Allocation

/]\
Position Allocation Export — Questica File

PO D Depa Progra 3 B e Enario edge pup DO = = el Po pn Allocatio i AMO 3 Date [)3
22 POCMP - POMOL - 677000602 00000 ADJUSTMENT STD_BUDGET TEMP OETO 4022 4023 Percentage 15.55 2025-07-01
23 POCMP - POMOL - 5??0(%502 T)DDDU ADJUSTMENT STD_BUDGET TEMP OETO 40224023 Percentage 8.34 2025-07-01
22 POCMP - POMOL - 6??0(73602 T)DDDD ORIGINAL STD_BUDGET TEMP OETO 40224023 Percentage -15.55 2025-07-01
23 POCMP - POMO1 - 6770( 0602 'o0000 ORIGINAL S5TD_BUDGET TEMP OETO 4022 4023 Percentage -8.34 2025-07-01
Data belo D ot be ported
0w Q20 . 2025-2026 = QST0000818 - PBA 04 ADMN TRANSFER FROM OE TO P4022 4023 = Main Budget = Maiy
General ~ * Operating Capital Reports
Position Allocation changes
Position Allocation Grid
Basic v — Questica
ﬁ Position Fund-Department Program Class Budget Scenario Ledger Group Document Line Nu... Positio... Amount ]~  Start Date End Date
' '
_(00004022)... POCMP - POM01-67700-0.. 0602-Fiscal Op.. 00000-.. ORIGINAL - ORIGI... STD_BUDGET - STD_BUDGET transfer from OE pa Percentage -15.5463  Jul 2025
004023): An.. POCMP - POMO01-67700-0.. 0602-Fiscal Op.. 00000-.. ORIGINAL-ORIGI... STD_BUDGET - STD_BUDGET transfer from OE pa Percentage -8.3439  Jul 2025
004023): An.. POCMP - POMO01-67700-0.. 0602-Fiscal Op.. 00000-.. ADJUSTMENT-A.. STD_BUDGET-STD_BUDGET transfer from OE pa Percentage 8.3439 Jul 2025 Jun 2026
_(00004022)... POCMP - POMO01-67700-0.. 0602-Fiscal Op.. 00000-.. ADJUSTMENT-A.. STD_BUDGET-STD_BUDGET transfer from OE pa Percentage 15.5463  Jul 2025 Jun 2026




1-FRUPUSED THANSFER

I11

J111.

Enter Transfer in Questica - Operating

STEPS

1. Select the Add button to add lines- Blue line will appear for input - Enter ALL fields
2. Ledger Group = STD_BUDGET
3. 2025 = Dollar Amount of Transfer

oD ow L 2 O 2025-2026 | QSTO001000 -test 1288 1292 | Main (Active) v
General v * Operating Capital v Reports v
Operating Budget ’
- Annual ¥ 1YR ¥ 2025V 0,00 v 4+l Y av 0 o
’ Refresh Personnel Grid View Display Forecast Year  Precision Add Value Bar  Filter 4 itter Layout dlep
v @ 7 O [l Account Fund-Department Program Class Document Line Description Budget Scenario Ledger Group 6 2025
W W b W W

.+ Budget Scenario: ADJUSTMENT - ADJUSTMENT
660003 - Supplies and ... POCMP - POMO1 - 36000 - OPERATING FUND -.. 0101 - General Acad.. 00000 - NO CLA... test ADJUSTMENT - AD.. STD_BUDGET - ST.. (1,000.00)
601804 - Part Time Fac.. POCMP - POMO1 - 36000 - OPERATING FUND -.. 0101 - General Acad.. 00000 -NO CLA.. ADJUSTMENT - AD.. STD_BUDGET -ST.. 725.69
601804 - Part Time Fac.. POCMP - POM01 - 36000 - OPERATING FUND -.. 0101 - General Acad.. 00000 - NO CLA... test ADJUSTMENT - AD.. STD_BUDGET -ST.. 27431

s Budget Scenario: ORIGINAL - ORIGINAL
601804 - Part Time Fac.. POCMP - POMO1 - 36000 - OPERATING FUND -.. 0101 - General Acad.. 00000 -NO CLA.. ORIGIMAL - ORIGIN... STD_BUDGET - ST.. (725.69)
601804 - Part Time Fac.. POCMP - POM01 - 36000 - OPERATING FUND -.. 0101 - General Acad.. 00000 - NO CLA... test ORIGINAL - ORIGIN.. STD_BUDGET - ST.. 725.69




II1.iii. Export Transfer in Questica - Operating

STEPS - Enter Data from PBA form
1.

.

Account *
660003

Nata halawr +hi

1

28

Enter Columns B,C or D & Columns F-K from PBA Form into Columns B-J in Questica File
2. Leave Column K in Questica File blank

3. Reformat Column J to proper negative number format

. . . G H | J K
Operating Export — Questica File N
Fund-Department * Program Class Project Document Line Descripi Budget Scenario * Ledger Group 2025 2026
POCMP - POMO1 - 67500 00000 test ADJUSTMENT STD_BUDGET (20,000.00)
e wronasanll not bha ivanortad
Position Budget Adjustment ("Wage Adjustment”) CFS Distrib

from Operating
00004022

20,000.00 (20,000.00) 660003
54,324.00

64,324.00 10,000.00 601300

POMO1 67500

0606
POMO1 67700

00000 ADJUSTMENT
0602

00000 ORIGINAL




II1.11. Enter Transfer in Questica — Position Allocation

STEPS
1. From Excel File Menu : Data > Data Tools Option : Data Validation > Data Tools > Circle Invalid Data

2. Revise data in Circled Cells — Save & Close File

Data Review View Automate Developer Help Acrobat Power Pivot

:BE.] Pé Queries & Connections @ @ Djj 21 E% Y Z (fa iﬁ : E)'( Eé

isting Refresh [ — c . G . z l Sort Filter = Textto Flash  Remove Data
L actions Allv [ oc urrencies cogepy B A \& Advanced Columns  Fill Duplicates Validation ¥
Queries & Connections Data Types Sort & Filter Data Tools
r ﬂ Q
Eé Data Validation... ’
_ B C D E F G H ) = Circle Invalid Data M
1 [% Clear Validation Circles
Al Account * Fund-Department * Program Class Document Line Descript Budget Scenario * Ledger G
3 607002 POCMP - EDE17 - 96000 0706 C2204 DMO078 transfer to DM050 ADJUSTMENT STD_BUDGET -50000.00
4 '607022 POCMP - EDE17 - 96202204 DMO050  transfer from DM078  ADJUSTMENT STD BUDGET 50000.00

29
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M Data below this row will not be imported.
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IV. Enter Transfer in Questica - Operating

im] ‘ ~+ Home - Cal Poly Pomona Enterpr. X | & Questica - Change Requests X &) QSTO000806 - Recycle (2025)-C1 X =+

& G (A | O hitps//csucpp.questica.com/changerequest_budgetaspx?Load=true&ID=837

= "} HalauHula a Kawik... ‘ eHelp Index - eHelp %) Questica - Dashboard f Questica TEST- Das... $ Budget Services - D...

STEPS
Return to Change Request Tab in Questica to Import File
Select Import Icon to Import File (Upper Right Corner of Screen)

1.
1-PROPOSED TRANSFER 2.
G Kk O ® 2025-2026 || 3. Select File & Press OK
«en || 4. Review Import Spreadsheet Screen & Press OK
Operating Budget
Main (Active) -
Import Spreadsheet X
Im port p-d Import data from a Microsoft Excel spreadsheet.

.00 v 4+ T Y 0 Qpﬁ. o
mport

recision Add Value Bar  Filter Layout éﬂ

Select a file to import
Importing the selected file will result in the following changes to Change Request Budget]

[ Lines:
Select File Change Request Budget Lines 2025-09-09_09_21_35_PDT.xlsx New ltems: 4

Updated ltems: 0
Deleted Iltems: 0
Are you sure you want to continue?
Cancel oK G N

Project Document Line Description

30 Cal Poly Pomona | Presentation Title




I11.111. Enter Transfer in Questica - Operating

1-PROPOSED TRANSFER

& Y% L 2 O 2025-2026 | QST0001000 - test 1288 1292 | Main (Active) v 1"'@@'

General v * Operating Capital v Reports v
Operating Budget
- Annual v TYR v 2025V 0.00 v 4+ T Y All v 0 & R
Refresh Personnel Grid View Display  ForecastYear Precision Add Value Bar  Filter  Amount Filter Layout Connectto Reporting  Import Export

A 8 2 O |l Account Fund-Department Program Class Proj... Document Line Description Budget Scenario Ledger Group 2025
s Budget Scenario: ADJUSTMENT - ADJUSTMENT

601804 - Part Time Fac.. POCMP - POMO1 - 36000 - OPERATING FUND -.. 0101 - General Acad.. 00000 - NO CLA... ADJUSTMENT -AD.. STD_BUDGET -ST.. 725.69

601804 - Part Time Fac.. POCMP - POMO1 - 36000 - OPERATING FUND -.. 0101 - General Acad.. 00000 - NO CLA... test ADJUSTMENT -AD.. STD_BUDGET -ST.. 27431 ‘

660003 - Supplies and ... POCMP - POMO1 - 36000 - OPERATING FUND -.. 0101 - General Acad.. 00000 - NO CLA... test oe entry ADJUSTMENT - AD.. STD_BUDGET-ST.. (1,000.00)
s Budget Scenario: ORIGINAL - ORIGINAL

601804 - Part Time Fac.. POCMP - POMO1 - 36000 - OPERATING FUND -.. 0101 - General Acad.. 00000 - NO CLA... ORIGINAL - ORIGIN... STD_BUDGET -ST... (725.69)

601804 - Part Time Fac.. POCMP - POMO1 - 36000 - OPERATING FUND -.. 0101 - General Acad.. 00000 - NO CLA... test ORIGINAL - ORIGIN... STD_BUDGET -ST... 725.69

STEPS

1. Ensure the Budget Scenarios are in balance & there is not a balance indicated in the highlighted red box
2. If balanced, select the Promote button for processing

S 5 records
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V. Promote Transfer for Review in Questica

STEPS
1. Select the Promote Button
2. Select Option 2 & Next
3. Select Save

g

nual ¥/ 1YR~ | 2025 000 v + T Y 0

id View Display  Forecast Year Precision Add Value Bar
Project

NO CLASS VALUE Transfer to 12345

NO CLASS VALUE

n O 2BPEAReview B
\cas

) - Transfer to 12345 | Main (Active) - ‘

Filter Layout  Import

Document Line Description

Transfer from 75000

b

33 Cal Poly Pomona | Presentation Title

T \
Workflow Change Request Stages ... X

Select a change request stage to promote to

1-Proposed Transfer (current stage)

m L

Notes

Flagged notes and notes that were added in the current stage

No Notes

Enter promote comment here

Cancel

< Previous

X
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V-1. Demotion Process

STEPS
Email Notification from CPPQuesticaBudget issued when Transfer is Demoted
Select Blue ‘Open Questica Budget’ button to log into Questica
Select the Star Icon to retrieve the Demoted Change Request
Select the Note Icon to view Reason for Demotion (Upper Left Corner of Screen)

>

CPPQuesticaBudget@questica.com

- = - - r_}
. Outlook prevented automatic download of some pig udgetlng S Repurts L Adm Inl Etrat[Dn L ? Q‘t ‘}

@ Click here to download pictures, To help protect yo

| CAUTION: External Email, see notice bel

Bookmarks

Change Requests

= Notifications o ,
Change Request | 2023 | QST0000008 - PBA Perm BP&A Redistribution (Published)

Hi Debra,

Here's some activity you may have missed in Questica Budget: Change Request | 2024 | QST0000196 - BT - 04 - PRES - 73700 to Various 1576 (Publ...
Nm,.aCa,dwe,,modiﬂedchangeRequestBT_m_ACAD_QmO_T,anSfe, Change Request | 2024 | QST0000200 - BT - 04 - ACAF - 20120 - Transfer to 50400 (P...

to 54900 - 2137.

Change Request | 200088 QST0000775 - Testing Budget Transfer 2

2 n 1 1-PROPOSED TRANSFER
Open Questica Budget
- L& kA 0H| Lt

35




V-1. Demotion Process

STEPS - If Request is NOT Bookmarked s
1. Select Position Budget Adjustment/Not Published option L8 A A D @
2. If Change Request Stage has ‘1-Proposed Transfer’, it has been Demoted ) Q
3. Select the link in the Journal Line (Title) to open the Transfer
4. Select Notes Bubble to view Demote Comments Notes X
| QST0000818 - PBA 04 ADMN TRANSFER FROM OE TO P402..
csucpptest . #® Change Request 1 Scenario: Main
Dashboard My Tasks Budgeting
‘\.’ 2024.1.010 y 9eting Al Flagged Resolved MyNotes  Admin
2025 - 2026 . Me Just now :
Change REQUEStS ‘ ) ¥ B g Rentest Sebastian Velasquez Demoted for incorrect
’ program code entered for position 1234
Fosition Budget Adjustment Mot Published
& Budget.. Change ... Journal Line Ref (ex: ... Journal Line (Title) Brief Description Change Request Stage
2025-20.. Position Bu.. QST0000814 test 820 1-Proposed Transfer [Position Budget Adjust..
2025-20.. Position Bu.. QST0000818 PEA 04 ADMN TRANSFER FROM OE TO P4022 GRANSFER OF QOE .. 1-Proposed Transfer [Position Budget Adjust..

36
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V-1. Demotion Process

SIERS
Select Operating > Select the Screen to Revise

Revise Transfer in Questica or Export / Import File

Select Promote
Select Option 2
Select Save

‘ * Operating

* Change Request Budget Lines

ChangeRequestStatForecasts
¥ Pasition Allocation changes

* Wage Adjustments

Capital

@ 2 O || Account

v Budget Scenario: ADJUSTMENT - ADJUSTMENT

a v Fund-Department: POCMP - POMO1 - 20120 - (g -

v Fund-Department: POCMP - POMO1 - 50400 - (i view

Fund-Department

) - Transfer to 12345 | Main (Active) ~

nual ¥ 1YR v 2025 v 0.00 v

Display  Forecast Year Precision

Project

37
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NO CLASS VALUE

NO CLASS VALUE

b 4 O

Layout  Import  Export

Document Line Description

Transfer to 12345

Transfer from 75000

1 v

Workflow Change Request Stages ... X

Select a change request stage to promote to

1-Proposed Transfer (current stage)

x O 2:BP&A Review £
Cas]

Cancel

rp

Notes

Flagged notes and notes that were added in the current stage

No Notes

Enter promote comment here

Cancel < Previous Save

D

X
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N VI. Tableau Posting

STEPS |
1. Log into Questica & Select the Star Icon @ A W v
2. Check for (Published)

ﬂ Cal Poly Pomona -... f Cascade CM5 >

a0 @

1
-

—
t

Administration y

Bookmarks

Change Requests

Change Request | 2023 | QSTO000008 - PBA Perm BPE&A Redistribution (Published)
Change Request | 2024 | QST0000196 - BT - 04 - PRES - 73700 to Various 1576 (Publ...

Change Request | 2024 | QSTO000200 - BT - 04 - ACAF - 20120 - Transfer to 50400 (P... _
it Dashboard y

Personnel
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VI. Tableau Posting

2025 -2026 -

Any Status v

Any Status
Published
Not Published

/N
‘) csucpp
2023.1.0.18
«
Change Requests
All Change Request Types
fi  Budge.. Change ..
2025-20.. BudgetTra..
2025-20.. Budget Tra...
2025-20.. Budget Tra..
2025-20.. Budget Tra..
2025-20.. BudgetTra...
2025-20.. Budget Tra..
2025-20.. Budget Tra..
2025-20.. BudgetTra...
2025-20.. BudgetTra...
2025-20.. Budget Tra..
2025-20.. Budget Tra..
2025-20.. BudgetTra...

Q510000773

QST0000774

QST0000775

QST0000776

QST0000777

QST0000778

QST0000779

QST0000780

QST0000781

QST0000782

QST0000783

QST0000784

Dashboard My Tasks

Budgeting

Reports v

Search Change Requests

Journal Line (Title)

BT - 01 - UNIV - AQ 25-002 2025-26 Initial GF Ba...

BT - 01 - ADMN - 71900 - CAP PROJ AP#25-02

BT - 01 - ADMN - 71900 - CAP PROJ XFER FR AP...

BT - 02 - UNIV - AD 25-009 2025-26 Final GF Bas...

BT - 01 - ACAD - IFT #1055 (Research Scholarly ...

BT - 01 - STAF - IFT #1016 (June MPP Special A...

BT - 02 - ADMN - IFT #1080 (US Bank One Card ...

BT - 02 ADMN - IFT #1081 (US Bank Travel Card ...

BT - 02 - ACAD - IFT #1096 (Asian American Nat...

BT - 02 - ADMN - 71900 - CAP PROJ AP24-02 CI...

BT - 02 - ACAD - IFT #1040 (CTEPP Equity Leade...

BT -02-ACAD-20500-RSCA

Q Tl =

Brief Description

AQ 25-002 2025-26 Initial GF Base Budget Allocation
CAP PROJ AP#25-02

XFER FR AP24-09 TO AP24-15

AQ 25-009 2025-26 Final GF Allocation Budget Alloc...
IFT #1055 Research Scholarly and Creative Activity f...
IFT #1016 June MPP Special Advisor Stipend Paym...
IFT #1080 US Bank One Card Rebate February 2025 ...
IFT #1081 US Bank Travel Card Rebate Feb-Apr 2025
IFT #1096 .Asian American Native Hawaiian and Pa...
AP24-02 REVERSE QST753

IFT #1040 CTEPP Equity Leaders Fellowship 2025

testing

Administration

Q PR SR =5

ke L? .‘] Debra Chavez

+ T© Y @O 4L 4

Add  ValueBar  Filter Layout  Import  Export

Change Request Stage Export Batch Numb... Publish Date L Adc

3-Final Approval [Budget Tra...
3-Final Approval [Budget Tra...
3-Final Approval [Budget Tra...
3-Final Approval [Budget Tra...
3-Final Approval [Budget Tra...
3-Final Approval [Budget Tra...
3-Final Approval [Budget Tra...
3-Final Approval [Budget Tra... N
3-Final Approval [Budget Tra... N
3-Final Approval [Budget Tra... C
3-Final Approval [Budget Tra... N

2-BP&A Review [Budget Tran...

40
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N
STEPS

or Transfer From
***Verify transfer posted correctly
***Notify Budget Analyst if transfer did not post correctly

VI. Tableau Posting

1. Log into Tableau Questica Position Budget & Filter by Position #s to check for posting in Detail section of Report
2. If Operating was part of the request, check Tableau Custom View & Filter by Fund(s) & Dept ID(s) for Transfer To

_

ore / FINANCE / Questica Position Budget / Questica Position Budget *

[u] View: Original

Questica Position Budget = Glossary

Questica Position Budget

Fiscal Year

é Data Sources | Q EI* ®

Home Division HR DeptiD Charge Division Charge CollegelArea P5N Mo. Position Status Bargaining Unit Job Code - Grade Employee | Bronco ID
|2024- 2025 | [cam | [eam +| can | [eam v | e | [eam | [eam | [eam | [eam -
Budget Scenario Designation Sub- Designation Account Code Fund Code CFS DeptID Pgm Code Class Code
Ay v | Jen D) v | e v | len * | Lo D) D) d
e Custom View
Fiscal Year Guarter Period Month Fund Division AVP/Dean Dept ID Account Type Account Program Class
2024 v | [cam v | |cam v | |POMO1-OPERAT... v | |(aI) v | |cam v | [cam v | |cam v | |cam v | [cam v | [cam -
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Budget Analysts :

« Amy Cher

Student Affairs

IT&IP

President's Office & PCIA

Academic Affairs
Academic Programs
Student Success
Academic Innovation
AVP Research
Enrollment Services

Colleges

CoB, AG, CEIS, ENV, ENGR & CLASS

Divisions & Colleges

 Naysia Caldwell

Administrative Affairs
University Advancement
Academic Affairs
Provost's Office
Academic Resources
Academic Planning
Faculty Affairs

Colleges

SCI, CPGE, Collins & Library
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