
Scenario for Transfer 
Transfer a position and associated costs from one budget to 
another budget account within your agency  

 
This example -  
 Business Process Analyst 3 – PCN 0202 - from the Dept. of 

Admin – Director’s Office (BA1337) is transferred to the We 
Care budget account – BA2020  
 

 Two E900 will be created.  The originating  budget will create 
the complete E900 including the position and associated costs 
and transfer it to the receiving account. 
 From BA1337 – Dept. of Administration Director’s Office   
 To BA2020 - We Care 

Creating a Decision Unit – Position Transfer 
Synopsis and Justification 



Creating a Decision Unit – Position Transfer 
Screen Process Flow 

Select 
Budget 
Account 
and Version 

From Acct 
Maint Tab 
Select + 
icon to add 
a decision 
unit 

Select  the 
appropriate     
Transfer 
Decision Unit 



Creating a Decision Unit – Position Transfer 
Create Decision Unit – Transfer Out Budget Account 

This is the resulting 
transfer decision unit 
created from the Acct 
Maint Tab.  Refer to the 
Budget Building  Manual 
for appropriate naming 
conventions for transfer 
decision units. Initially 
the decision unit will 
have no costs.  You must 
input the costs you want 
to transfer In/Out.  In 
this example, this budget 
account will be receiving 
costs for another budget 
account: BA 1337 as 
indicated in the title of 
the decision unit. 

Repeat this procedure, 
and the procedure in the 
next slide, for the 
Transfer Out budget 
account (BA 1337).  



Creating a Decision Unit – Position Transfer 
Synopsis and Justification 

Once you create your E900 decision unit, 
return to the Acct Maint tab and provide your 
Dec Unit Synopsis and Justification 
information.  Attach all necessary supporting 
documentation including a description of the 
function the position will perform, program(s) 
supported, revised org chart and calculations 
for all associated non-salary costs included in 
the decision unit.   



Creating a Decision Unit – Position Transfer 
Copy Position – Transfer Out Budget Account 

After creating and defining your decision unit, 
go to the Positions Tab and create an opposite 
copy of the position you want to transfer out to 
BA 2020. 

Ensure you 
check the 
Opposite Copy 
box for the 
transferred 
position 



Creating a Decision Unit – Position Transfer 
Other Non-Salary Transfer Cost 

Add non-salary costs 
associated with the 
position transfer by 
clicking on the “+” icon 
and indicating how many 
cost lines to add.  
Manually input your cost 
information.  Remember 
to attach all relevant cost 
calculations and backup 
documentation in line 
item’s Note utility. 

For associated non-
salary schedule driven 
cost make the 
appropriate cost 
updates to your 
transfer unit – In this 
example, we are 
identifying associated 
EITS costs (Email, Voice 
Mail and state phone 
line) to transfer out in 
E900. 



Creating a Decision Unit – Position Transfer 
E900 Transfer Cost – Position Costs 

Position cost from the position tab 
is reflected in the line item cost 
screen minus AG Bond and Tort, 
EITS Infrastructure and Security 
assessments.  



Creating a Decision Unit – Position Transfer 
E900 Transfer Cost – Total Costs 

Non-
Payroll 
Schedule 
costs 



Creating a Decision Unit – Position Transfer 
E900 Transfer Cost – Revenue  

Out of Balance error 
message will display until 
you identify the appropriate 
Revenue source for the 
identified expenditures 



Creating a Decision Unit – Position Transfer 
E900 Transfer Cost – Process All Schedules 

There are two places in NEBS where you can “Process all 
Schedules”: from the Schedules Tab within the budget 
account and at the Budget Account Level through the Note 
Icon.  Processing all schedules from the Schedules Tab within 
the budget will not process the payroll schedule.  To ensure 
you process all schedules including the payroll schedule, 
“Process All Schedules” from the Note Icon at the Budget 
Account level. 

Before you do your final copy to the 
Transfer-In budget account, make sure you 
process all schedules to ensure all your costs 
are accurately reflected in the transfer unit. 

Does not 
include 
payroll 
schedule 



Creating a Decision Unit – Position Transfer 
E900 Transfer Cost – Copy Transfer Out 



Creating a Decision Unit – Position Transfer 
E900 Transfer Cost – Transfer Out  / Transfer In 

Transfer Out BA 1337 + Transfer In BA 
2020 must be balanced and net to Zero 
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