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What is an ABJ Form?

» The ABJ form is used to adjust the budget.

» The ABJ form is only used to adjust the budget within the
General Fund, 90000.

> Please round to the nearest whole dollar.
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How to Access the ABJ form?
The ABJ form is accessible through My Fresno State Home Page, FORMS Portfolio:
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*  Click Fresno Forms Portfolio
*  Then select “Adjusting Budget Journa

FRESNGSTATE.
Y,

Forms Portfolio

III

" Fresno Forms Portfolio Finance
% Adjusting Budget Journal (AB.)

Elecironic Form

The Adjusting Budget Journal is used to transfer budget funds from PeopleSoft
accounting chartfield location to another.

Dietails...

7 OnBase Forms and Review % Departmental Deposits

% Direct Pay & Hospitaliy Approval

% Financial Signature Approval (FS4)

*  liem Type

California State University, Fresno — Office of Budget & Resource Planning

Elecironic Form

Elecironic Form

Formns Apglication

Elecironic Form

Departmental Deposits are infended for departments with twenty deposits ar less
andlor less than 35000 in a fiscal year.

The Direct Pay & Hospitality Approval Form is used for Student and Employes
Reimbursements Only fo request a check payment.

Autharized Signature formn and approvals for Financial Sarvices. |dentifies
deparimental authorized signers for purchase requisitions, direct pays, mvoices
petty cash requests, journal enfries (TOES), payroll transfer forms (TCPS), and
travel applications and expense claims

The ltem Type Request Form is used by departments to request 3 new charge
payment, or financial aid item, or to update an existing iem fype.

Details...

Digtails...

Details...

Dietails...
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FRESNGSTATE.

Digital Transformation

EF - Adjusting Budget Journal - ABJ (UF)
The first section of the form contains

general information about the Enter the general information for the journal:
department processing the ABJ and a
brief description of the adjustment.

Phone/Ext: Mailstop:
Department/Office: =

Description: *

Comments:

California State University, Fresno — Office of Budget & Resource Planning
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The second part of the
form is the chartfield, also
called the chartstring. It
comprises two sections:

1. The top portion is the
chartfield where the
funding is coming
from.

2. The bottom portion is
the chartfield where
the funding is going
to.

If you need to add another

row for either of the

sections, click | + add another Row |

The “From” and “To”
sections should balance to
zero.

EF - Adjusted Budget Journal -AB)  Creatodat Feb 25,2005 J26PM [T

Enter the chartfield information to transfer from:

View chartfield value deseriptions and information.

DR e fng ogo’ Py
DIVISION
PESERVES o60R8 & 0D ¢ OO
‘ + Add nthar Row |

Enter the chartfield information to fransfer fo;

View chartfid value descriptiong and information.

Department ¢ Account* Fund * OrgD* Program
(ffce 0f Te
Provest f60B8 ¢ w0+ W
‘ + Add Another Row |
Balance:

California State University, Fresno — Office of Budget & Resource Planning

20000

(Class *

Project

Pujet

Anout* )

§8000

i $50000

Amount2* @

gain0]

au: $500.00

EmpPod

Emp/Pool

e -

Employee Name

Employee Name
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* Once you have the form filled out and balanced
out to zero, you are now ready to submit.

* After clicking the submit button, you will receive
an email from kualibuild-

api@mail.fresnostate.edu with your ABJ
form attached.

 Open the ABJ form. All the fields on the ABJ form
will be highlighted. It is necessary to remove the
highlights for the ABJ to be uploaded correctly to
Adobe Sign.

California State University, Fresno — Office of Budget & Resource Planning
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ABJ with highlighted fields

Adjusted Budget Journal — 1 of 1 pages

FRESNGSTATE

owveny. Diversitg st

Adjusting Budget Journal
Route to University Budget Office, via AdobeSign

ABIE

FOR OFFICIAL USE ONLY

Journal

Processed: HR

Fin

REQUESTOR: Department'Office:

_OFFICE OF BUDGET AND RESOURCE MANAGEMENT

nate 02/25/26

Contact: 'Ca@ssandra Aguayo

wsiExt ULS2

TRANSFER OF FUNDS FROM

Department Account Fund Dept. IO Program Class Project EMP 1D Employee Name Amount
Or Pool Acct
DIVISION RESERVES BEDERE S0 OO TOOA7 20000 £500.00
Total $500.00
TRANSFER OF FUNDS TO
Departrment Account Fund Dept. ID Program Class Project EMP 1D Employee Hame Amount
Or Pool Acct
Office Of The Provost 660898 80000 20120 DO00D £500.00
Total |$500.00

Description:

TRANSFER PY24-25 CARRY-FORWARD BBA TO ACAD AFFRS

Comments:

APPROVALS:

PY24-25 CF-BBA TO DIV 20000

Department:

Dean/Director

California State University, Fresno — Office of Budget & Resource Planning

Vice President
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* To remove the highlights, you need to flatten the form
e Click print, and it will take you to the print screen, see below
* Select “Microsoft Print to PDF”
e Click print again, and it will take you to a save mode

Adjusted Budget Joumal — 1 of 1 pages

Print 1 sheet of paper
Dot Dhversity Disirion
R OFFICIAL USE GRL Destination R Microsoft Print to PDF -
Adjusting Budget Journal ABH Journal
Route to University Budget Office, via AdobeSign
Process ed: HR Fin
Pages All v
REQUESTOR: . _OFFICE OF BUDGET AND RESOURCE MANAGEMENT pae 02/25/26
comact: Cassandra Aguayo ws 1ea ULS2 Caolor Color -
TRANSFER OF FUNDS FROM
Department Account Fund Dept ID Program Class Project | _EMPID Employee Name | Amount Paper size Letter -
DIVISION RESERVES 660898 20000 70041 20000 $500.00
Pages per sheet 1 -
Tot=1_|3500.00 Scale Fit to paper -
TRANSFER OF FUNDS TO
Department Account Fund Dept ID Program Class Project EMP 1D Employee Name Amount i .
Or Pool st Print using system dialog... (Ctrl+Shift+P) [£4]
Office Of The Provost 660808 |ooooo 20120 o000 $500.00
Total |$500.00

pescipion: 1 RANSFER PY24-25 CARRY-FORWARD BBA TO ACAD AFFRS

PY¥24-25 CF-BBA TO DIV 20000

APPROVALS: Department: Vice President

@ Cancel

California State University, Fresno — Office of Budget & Resource Planning
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* Now you can save your file

« v 4 L > ThisPC > Google Drive (G:) v 0 Search Google Drive (G:)

Organize + New folder

I Desktop A Name
|£:-‘] Documents
‘ Downloads

J‘! Music

Date modified Type Size
., Shared drives 2/26/2026 8:12 AM File folder

., My Drive 2/26/2026 812 AM File folder

= Pictures

B videos
s 05Disk (C)
L. Google Drive (G:) v

File name: | ABI

Save as type: | PDF Document (*.pdf)

. Hide Folders Save Cancel

California State University, Fresno — Office of Budget & Resource Planning
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* Open your saved file, and all the fields are clear.
* Now you can upload the ABJ form to Adobe Sign.

Adjusted Budget Joumal — 1 of 1 pages

FOR OFFICIAL USE ONLY

Adjusting Budget Jowrnal AR Jowrnal
Route to University Budget Office, via AdobeaSign
Processed: HR Fin
REQUESTOR: DepartmentOffice: . OFFICE OF BUDGET AND RESOURGCE MANAGEMENT pae 02/25/26
comact: Cassandra Aguayo ws  ext JLS2
TRANSFER OF FUNDS FROM
Department Account Fund Dept. ID FProgram Class Project EMP 1D Employes Name Armount
Or Pool Acct
DIVISION RESERVES GE0E98 20000 70041 20000 $500.00
Total [$500.00
TRANSFER OF FUNDS TO
Department Account Fund Dept 1D FProgram Class Project EMP ID Employee Name Armount
Or Pool Acct
Office Of The Provost BEOS9E Q0000 201 20 00000 $500.00
Total  [$500.00

Description:

TRANSFER PY24-25 CARRY-FORWARD BBA TO ACAD AFFRS

Comments:

PY24-25 CF-BBA TO DIV 20000

APPROVALS: Department:

Dean/Director

Wice Pr

California State University, Fresno — Office of Budget & Resource Planning
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Adobe Sign

» Please go to the Budget website for the Adobe Sign upload instructions @

https://adminfinance.fresnostate.edu/budget/training/adobesign-process.html

» If you have any questions, call our office at (559) 278-3902 or send us an email at:

JEFFREY BLANKS
Director of Budget & Resource Management
(559) 278-5295
jeffblanks@mail.fresnostate.edu

LISA CHAVEZ
Associate Manager of Budget & Resource Management
(559) 278-5293
lisachavez@mail.fresnostate.edu

JEAN AGUAYO
Senior Budget Analyst of Budget & Resource Management
(559) 278-7224
jaguayo@mail.fresnostate.edu

California State University, Fresno — Office of Budget & Resource Planning
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