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BUDGET TRANSFER REQUISITION 
 

OVERVIEW 
 
The Smartetools on-line Budget Transfer Requistion is a web based form that will replace the 
existing form currently used by the district. The new web based form will allow you to 
electronically create, route and approve all requisitons, as well as, perform additional functions 
such as adding notes, attaching files and tracking the requistion movement, etc. 
 
 

HOME PAGE 
 
Once you have sucessfully logged into the web application, the Home Page shown below, will 
display by default. 
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The top portion of the home page displays information for your current login session, which 
includes the current ‘Fiscal Year’. Since requisitions are created and maintained by fiscal year, it 
is important to ensure that you are logged into the fiscal year that you want to work in. You can 
switch to a different fiscal year by using the Change Fiscal Year function or by clicking on the 
calendar icon under main menu tool bar and choosing the Fiscal Year you would like to work in.   
 

 
 
The menu bar, at the top, shows the functional areas for which the account has been authorized 
to use. In the Menu bar shown below, the user account has access to File, General Ledger, 
Purchasing/AP, Warehouse, Work Order, Personnel, Reports/Query, and Admin. 
 
To access a function within an area simply hover over the appropriate Menu group and choose 
one of the available menu options in the list that is displayed.  
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The Main Menu displays the functional areas for which you are authorized to access. The menu 
bar below shows File, General Ledger, Purchasing/AP, Warehouse, Work Order, Personnel, 
Reports/Query, and Admin. To access the items within each of these areas, click on the desired 
area. 

 
 
The File menu allows you  to change your password, change the fiscal year and access to the help 
documents in Smartetools. 
 

 
 
The GL menu will display the following information.  When you click the Budget Requisition menu 
item, the Budget Requisition screen opens. 
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CREATE A BUDGET TRANSFER REQUISITION 
 
To create a Budget Requisition, use the General Ledger option from the main menu. Select the 
Budget Req option and the Budget Requisition screen will open. 
 

 
 

 
 
Begin by entering the Requested For information. The Date Needed field will default to the 
current date. Enter a new date in this field if it is different than the default date.  
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ACCOUNT SEARCH 
 
The Account Search page allows you to search for and select an account number. Depending on 
your user profile, you may be limited to the account numbers you are allowed to access. Open 
the Account Number Search screen by clicking on the search icon (shown above).  
 
Enter the account search criteria and click the Search button. If you do not know all of the digits 
of an account number for a group of accounts, leave those digits blank, or use an underscore “_” 
as a place holder. The account search will treat spaces or underscores as wild card characters and 
return all accounts that match the digits entered.  
 
A list of accounts to which you have access via your user profile will be displayed. The Budget, 
Balance and Pre-Balance are also displayed for reference. Click on the Select button next to the 
desired account and it will be copied to the requisition. 
 
The example below shows some of the account components were left blank as well as some with 
only partial components entered. 
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The budget requisition page allows for twelve (12) account lines (not shown here). To assign more 
than twelve account lines, save the requisition and then click the Edit button. The requisition will 
show the twelve original account lines and twelve more blank account lines that may be used for 
additional account transfers. 
 
Now you may enter the amounts you want to transfer from this beginning account, plus any 
additional accounts, into another account(s). Within the Description area you may enter a reason 
for the transfer.  Click the icon next to the Description area on the appropriate line item and a 
Line Item Description screen will pop up. Enter your information, then click Save.  The description 
will be loaded into the budget requisition page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  SmarteFinance Budget Transfer Requisition 
 

8 
 

At the bottom of the Budget Requisition screen is a Comments area where you can enter 
information pertaining to the budget transfer request. When the requisition is saved, the 
comments will display with the budget requisition.  
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When you have finished entering all necessary account numbers and transfer amounts, click the 
ReCalculate button to validate the account transfer requests. The current account balances will 
display under the Balance heading. 
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Errors can occur due to an invalid debits/credits and/or district predefined budget transfer rules. 
The screenshot below shows an error due to a budget transfer rule; this district does not allow 
budget transfers between Major Objects. 
 

 
 
The screen below shows an error due to unequal debits and credits. 
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When you save the requisition, a message will display saying the requisition has been 
successfully created and a requisition number will be applied. The menu at the top of the 
requisition will now have many more options. 
 

 
 
 

COPY A BUDGET TRANSFER REQUISITION 
 
You can create a new budget transfer requisition by copying a previously created budget transfer 
request into the New Budget Requisition screen. Click New to open a blank Budget Requisition 
screen then click the Copy Req button.   
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From the Budget Transfer Requisition Search screen, enter the criteria you wish to use to search 
for an existing requisition. To see a list of all requisitions to which you have access, click the 
Search button without entering any search criteria. If you need to change your filter criteria, click 
the Reset button and enter new search criteria. 
 

 
 

 
 
 

ROUTE A BUDGET TRANSFER REQUISITION 
 
Once a purchase requisition has been saved and is complete, it is ready to be routed to the 
appropriate departments/personnel for approval, eventually arriving at its final destination, 
usually the Purchasing Department. 
 
To route a requisition, click the dropdown arrow at the Action field and a list of possible 
locations/steps to which the requisition can be routed will display. This list is dependent on the 
current location/step of the document and is a user defined field. Select a route and click the Go 
button.  
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VIEW ROUTING HISTORY 
 
To view the routing history and approvals for a requisition, click the History button. This will 
display a page that shows the complete routing history of the requisition.  
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VIEW ACCOUNT TRANSACTION DETAIL 
 
To view financial transaction history for a requisition, click the Xactions button. This will display a page 
that shows the financial transaction history of the requisition. You may see transactions for accounts 
that are no longer on the requisition due to an account that was pre-encumbered on the requisition and 
then subsequently removed. 
 

 
 
 

CREATE AND VIEW NOTES 
 
It is possible to create and view Notes for a purchase requisition by clicking the Notes button 
located on the menu bar.  You can also see the number of Notes created pertaining to this 
requisition within the Notes button (in parentheses). Click on the Notes button to display the 
Requisition Notes page.  Click the New Note button to display the Note entry area. Enter your 
note and click the Save button. The saved notes will always be displayed when the notes page is 
accessed from the requisition. 
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ATTACHMENTS 
 
You may need to attach a document that refers to a budget transfer request. To begin, click the 
Attachments button on the menu bar to open the Attachments screen.  Within the Attachments 
screen, you can browse your computer for PDF files, pictures, or office documents. To attach 
these to a requisition, select the appropriate file or photo and click Attach File.  A list of 
attachments and their file description will be compiled within this screen and the number of 
attachments pertaining to the requisition will appear next to the Attachments button on the 
purchase requisition screen menu. 
 

 
 
 

PRINT A BUDGET TRANSFER REQUISITION 
 
The purpose of an electronic requisition system is to reduce the amount of paper that flows 
through the district. However, many times it is desirable to print a copy of a requisition for your 
records. To print a copy of a requisition, first select the requisition using the Requisition Search 
function. Once selected, click the Print button on the Menu bar. 
 
The print function will display the requisition page formatted for printing. You can use your 
browser's print function to print this page on your printer. 
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