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AGENDA  

• Introduction: What is it? 

• When to use a DBR 

• Business rules for DBRs 

• What information do you need for a 

DBR 

• Creation and Inquiry of DBRs in FAMIS 

• Creation and Search of DBRs in 

Canopy 

 



What is a DBR? 

• Automated budget and fund transfer initiated 
at the departmental level 

• Created/ modified within FAMIS (Screen 520) 
or Canopy 

• Embedded rules control the creation of most 
allowed transfers 

• Exceptions, approved by the VP’s Office,  
should still use a paper Fiscal Request 

 

 



What are the benefits of a DBR? 

• Departmental Data Entry 

• One source account to multiple destination accounts 

  (up to 10) 

• Departmental Electronic Approvals 

• Automatic posting upon Approval 

• FYI Notification to recipients (destination) 

• Security and account access controls 

• Web creation, routing, and approval through Canopy 



Year End Clean-up 

• Requests are only valid to create/view in the 

current fiscal year. 

• Year end is a critical time to complete, process, 

or cancel pending requests prior to auto-

cancelation during 13th Month. 

• Pending requests include: In Process (IP), 

Reopened (RE), and Closed (CL) documents. 

• Only DBR to clear deficits should be created in 

Month 13. All others will be rejected. 



When to use a DBR 

• To increase the overall budget of the 

University 

• To transfer funds between different 

accounts 

• To move funds between expense pools 



Transactions Not Allowed 

• Be aware that you may not be able to move funds 

from some accounts to others due to imbedded 

business rules. 

• Ex: You cannot move funds from an account that 

does not allow the purchase of alcohol, to one that 

allows the purchase of alcohol. 

• For a complete list of Acceptable Transfers, please 

visit: 

   

http://finance.tamu.edu/fmo/dbr/docs/transfers.pdf 

 



DBR Cycle 

Creation- Department Level 

 

Routing and Approval- Department Path 

 

       Completion- Auto Approval         Completion- Processing Office  

 

 

Notification- Creator and Specified FYI Recipients 

 



DBR Module in FAMIS and 

Canopy 

• FAMIS Screens: 

– Screen 520- DBR Create / Modify 

– Screen 521- DBR Inquiry 

• Canopy : 

– FRS Module/DBR Menu 

• Create New DBR tab 

• Document tab 

• Search tab 

 



Screen 520: DBR Create/ Modify 



DBR Field Relationships 

• Summary 
– Reason for the transfer, not the mechanics 

– Specific and meaningful 

• Justification Code 
– Transaction type 

– Mechanics of the transfer, not reason 

• Notes 
– Additional space for specific reasons, names, reference 

numbers, or circumstances which may not fit in the 
Summary field 



The Justification Codes 



Codes for Budget Increases 

• IB:  Initial or Increase Budget 

– To set up budget for a new fiscal year or for a 

special purpose such as a study abroad trip. 

– Source account is the GL with twice the $ amount. 

– Destination account is the SL 1000 (or other) 

expense pool and an additional destination SL 0001 

revenue pool. 

– Should have notes indicating how the funds will be 

recouped. (ex. 20 students @ $400 each) 

 



Example of IB Justification Code 



Budget Increases (cont.) 

• OI:  Over-Realized Income  
– Within the same account, to move revenue taken 

in excess of projected budget to gain budget 
authority. 

– Source account is the SL 0001 revenue pool. 

– Destination account is the SL 1000 (or other) 
expense pool. 

– The Summary or Notes should give a reason for 
the transfer. (i.e. to cover current year expenses) 

 

 



Example of OI Justification Code 



Budget Increases (cont.) 

• FB:  Transfer from Fund Balance 
– Moving funds from the GL account fund balance to 

its mapped SL account expense pool. 

– Source account is the GL account (0xxxxx) with no 
pool. 

– Destination account is the mapped SL account 
(xxxxxx-1000) with 1000 (or other) expense pool. 

– Must have a reason why the funds are being 
moved. (i.e. for current year expenses) 



Example of FB Justification Code 



Codes for Transfers Between 

Different Accounts 

• PS:  Paying for Scholarship 

– Funding a scholarship (function code 60) account. 

– The actual payment being funded may have 

already happened, causing the destination 

account to be in the deficit. 

– Scholarship recipient name preferred in the Notes. 

– Required for transfers from 13xxxx to 163xxx. 



Example of PS Justification Code 



Between Accounts (cont.) 

• CD:  Cover Deficit 
– Primary reason for transfer is to alleviate a deficit 

balance. 

– May be reversed at a later date, within DBR rules. 

– Destination account must be in the deficit. 

– Amount should be the full deficit amount. Provide 
Notes with additional document numbers and an 
explanation if multiple accounts are covering the 
deficit. 



Example of CD Justification Code 



Between Accounts (cont.) 

• PR:  Budget to Cover Payroll T-Action 

– Transfers moving payroll / salaries including 

payroll corrections within the DBR transfer rules. 

– Notes should include: 

• Reason for the transfer 

• PIN # and/or 

• Location of the documentation which supports the 

transfer request. 



Example of PR Justification Code 



Example of PR Justification Code 



Between Accounts (cont.) 

• SF:  Start Up Funds  
– Transferring start up funds 

– Recipient names in the Notes or Summary preferred. 

 

• OT:  Other 
– From one SL/GL to another unrelated SL/GL for which 

another code will not suffice. 

– Notes required as to the circumstances for the transfer. 

– Most transfers of “support” are OT. 



Example of SF Justification Code 



Code for Transfer Between 

Expense Pools 

• EP:  Transfer Between Expense Pools 

– Transfer of funds within the same account, from one Expense pool 
to another. (i.e. xxxxxx-1005 to xxxxxx-1000) 

– Source and Destination account are the same. The pools are 
different. 

– Expense pools include: 

• 1000 All expense pool 

• 1005 Lump Sum Salaries 

• 1100 Salaries – Pool 

• 1700 Wages, etc – Pool 

• 1900 Other Expenses – Pool 

• 8000 Capital Outlay – Pool 

• 9459-9499 Range: Reserve Pools 

– 0001 Revenue Pool is not an Expense pool. 



Example of EP Justification Code 



Correction Codes (cont.) 

• CN:  Correction of Prior DBR 

– To correct a completed (posted) DBR: 

– Create a new DBR with Justification Code CN. 

– The accounts, support accounts, budget pools, and amounts 

must be the same as the original DBR being reversed. 

– In the new DBR, add the original DBR document U# 

• FAMIS:  Ref #4 field (PF7 on Screen 520)  

• Canopy:  Dept Ref field  (Document tab) 

– Reference the prior U# in the notes or summary 

 



Example of CN Justification Code 



Screen 521: Inquiring on a DBR 





Let’s set one up… 

Follow along while I set up a DBR in 
FAMIS, then see if you can set one 

up… 

 

 

http://school.discovery.com/clipart/clip/comptable_color.html


Rejected DBRs 

• Anyone along the routing path may reject a 

DBR for revision. 

• DBRs return to the Creator 

• Steps for Revision: 

– Reopen (Screen 520 or Canopy 

FRS/DBR/Document), correct,  and close/reroute. 

– Add additional notes to Document Notes (Screen 

520, etc) instead of Routing notes. 



Enhancements Since Implementation 

• Auto-approval 

– DBR < $100K 

– Within the same Department, College, or Executive Level 

– Between like accounts within certain account ranges 

• New justification codes: PR, CN,ME (ME is no longer 

used since the DCR module has been implemented.)  

• Canopy  

– Web based creation 

– Allows PDF attachments 

• Month 13 Creation – allows DBR creation to cover 

deficits 

• Unit Financial Obligations (UFO)/ Budget Reserve 

Pools 

 



How To Access Canopy 

Training Site 

• Go to:    
http://www.tamus.edu/offices/famis/bcscanopy/ 

• Select  

 

 

 

• Enter FAMIS Training UserID and password 

http://www.tamus.edu/offices/famis/bcscanopy/




Canopy Menus 





Create New 

DBR Tab 



Document 

Tab 

To add a PDF file 

or revise the 

Header 

information  



“Creation” Differences in 

Canopy 

• Drop down Menus 

• Description (Summary) 

• Account and support 

account in one field 

• Create on New tab; edit 

on Document tab 

• Links to Routing (like 

Screen 914) from 

Document tab. 

 

• Add Notes, FYI, 

additional Accounts on 

Document tab 

• Attach PDF files 

• Add Ref 4 in Dept Ref:  

field on Document tab 

• “Help” steps on 

Document tab 

• Cancel is like PF4 

 



DBR: Search Tab 



Recommendations 

• Do not use the word “Transfer” as the sole 
Summary/Description. 

• Make the Summary explicit and specific. 

• Add revision notes to the DBR / Document 
notes instead of the Routing notes. 

• Don’t assume anything is obvious. 

• In Canopy, remember to “Submit” actions 
and Save edits. 



Summary 

• A DBR is an automated Fiscal Request 

• Be aware of Transactions Not Allowed 

• Don’t forget to Close and Route the 

document 

• You can inquire on a DBR on screen 521 or 

the Search tab within Canopy, FRS/DBR tab. 

• Screen 914 or Canopy routing Document ID 

will show the desk location of the DBR. 



Resource Information 

• Website Information:  

– http://finance.tamu.edu/fmo/dbr/default.asp 

• General Accounting: 

– Charles Hamblin-845-2044 or chamblin@vpfn.tamu.edu 

– Linda Kettler- 845-0978 or l-kettler@tamu.edu 

• FAMIS Training/ Security 

– Catherine Gibson – 847-8833 or cag@vpfn.tamu.edu 

– famis-aid@tamu.edu 

mailto:chamblin@vpfn.tamu.edu
mailto:l-kettler@tamu.edu
mailto:l-kettler@tamu.edu
mailto:l-kettler@tamu.edu
mailto:cag@vpfn.tamu.edu


Questions? 

 

 


