
 
 

Job Aide: Financial to Budgetary Mapping – 
Department Level 
 
This job aide will guide you through the steps to map Financial View to Budgetary View data at 
the department level. 
 
In the steps below you will: 
 

• Navigate the Task List to choose the Map All Expense from Financial to Budgetary View 
• Map expenses from Financial to Budgetary View at the department level 
• Verify that expenditures have been mapped from Financial to Budgetary View correctly 
• View mapping results 

 
Step Action Notes 
1. On the left-hand navigation pane, select My Task List > Operating 

Preparation > Budgetary > Budget Activity Summary.  
 

 
 
 

 

  



 
 

Step Action Notes 
2. Click down-arrow to search Funds and select a Fund from the list. 

 
You may also type any or all of the Fund Name or Number in the 
Search field. 
 

 
 

 
 
 

 

3. Click GO. 
 

 
 

 

  



 
 

Step Action Notes 
4. Right-click the FY14-15 column header and select Map all expense 

from Financial to Budgetary view. 
 

 
 

 

5. 
On the Prompt screen, click the Member Selection Icon  to 
choose the Budgetary Department Activities member. 
 
 

 
 
 

 

  



 
 

Step Action Notes 
6. The Member Selection screen appears. Click the + to expand Total 

Budget Activity. Continue to expand the hierarchy until you see your 
2 digit Department Code. 
 

 
 
 

 

7. Select your Department Code and click the Right – Arrow to move 
the member to the Selection area. 
 

 
 

 

  



 
 

Step Action Notes 
8. Click OK. 

 

 
 

 

9. Make an Entity selection for Financial Department Activities. 
 

Note: You may use the Member Selection Icon   to locate your 
Entity. 
 
 

 

 

10.  Click the Right – Arrow to move the member to the Selection area. 
 

 
 
 

 

  



 
 

Step Action Notes 
11. Click OK. 

 

 

 

12. Click Launch. 
 

 
 
 

 

13. At the confirmation screen, click OK. 
 

 
 

 



 
 

 
Step Action Notes 
14. To view the mapping results, select My Task List > Operating 

Preparation > Budgetary > Map Financial to Budgetary 
View. 
 

 
 
 

 

15. In the Point of View select appropriate Fund, Activity and 
Project. 
 
Note:  Use the down-arrow to make selections. 
 

 
 
Click GO. 
 

 
 

 

  



 
 

Step Action Notes 
16. In the Financial View portion of the form, click down-arrow to search 

for an Entity. 
 
Note: You must select a member shaded in blue. 
 

 
Click GO. 
 

 
 

 

  



 
 

Step Action Notes 
17. In the Budgetary View portion of the form, click the Entity drop-down 

arrow.   
 
Select the same member that you chose in the Financial View 
Entity. 
 

 
 
Click GO. 
 

 
 

 

  



 
 

Step Action Notes 
18. Drill down to the lowest level on the Financial and Budgetary View. 

Expense member.  
 

 
 
 

 

19. Accounts illustrated below are the results after Map all expense from 
Financial to budgetary view has been run. 
 
Expense values in the Financial View should equal those in the 
Budgetary View. 
 

 
 
 
 
 

 



 
 

Step Action Notes 
20. You will follow the standard procedures to map all Revenue accounts 

manually as outlined in the BAT Training Manual. 
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