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Automated Budget Authorization (ABA)
1. A request to transfer funds or to move budget from one chartstring to another chartstring or from 

one D-Level account to another D-Level account.
2. Processed by the University Budget Office.

Interdepartmental Transaction (IDT)
1. A request to move a specific expense or revenue, or to purchase services from an internal cost 

center on campus. 
2. Processed by the Controller’s Office.

ABAs and IDTs



IDTs are used for two purposes:

1) Exchange of goods/services: Department A is purchasing a good/service to Department B (i.e
invoice to another department). Department A will use a 8-Account (internal expense) and Department 
B will use an 6-Account (internal income) Some examples include; printing, copier usage, event 
management, rentals, parking, mail, etc.

2) Request a correction/reclassification of Actuals: (movement of expenses) between 
chartstrings already posted on the General Ledger (GL). This is the most common IDT. Actuals are 
transactions posted in the “Actuals” column on the Cognos reports. 

IDTs move Actuals, anything in the Actuals column in Cognos.

Interdepartmental Transaction (IDT):



IDT Rules
1. Transactions involve departments within the same institution within the current fiscal year.
2. All IDTs will involve either 4, 5, 6 or 8 Accounts (see Accounts below)
3. Account transfers can only interchange within same or similar accounts. For example, 4 accounts 
(Revenue) can transfer within itself or to a 5 account (Expenses) and vice versa because they are external 
accounts. 6 and 8 accounts follow the same rule because they are internal  accounts. Thus, the rule is 4 to 4, 5 
to 5, 6 to 6, 6 to 8, 8 to 6, and 8 to 8.
2. Exchange: always “Pay to” a 6 Account.
3. Correction/Reclassification: making changes to where expenses landed, such as the wrong chartstring or 
part of chartstring. These must fall under your own umbrella – either department or college. You need to wait 
for the expense to appear on your ledger before creating the IDT.
4. Transfers (anything in the 7 Account) go through ABAs.
5. Sponsored Grant reclassifications are processed through the Office of Grants & Contracts. 

*IDTs generally appear in Cognos within 3-5 business days

Account Types
1 – Assets 5 – Expenses
2 – Liabilities 6 – Internal Income
3 – Fund Balance           7 – Transfers
4 – Revenue 8 – Internal Expenses*Note on A to D level accounts

A to D accounts refer to the levels of accounting within a department. All accounts begin with an A account and flow to a D account as funds are partitioned
within the department. For example, a department’s Operating Expenses would be an “A” account. A “B” Account would be the next level of operating
expense such as Salaries & Wages. A “C” account would then be Faculty Salaries. Finally a “D” account would be Faculty Salaries, Full Time, 9mth.



Completing IDT
1. Go to myfs.unt.edu and follow the menu bar below:



2. Click on the IDT Form button.

Completing IDT

3. Click on the Add button.



Completing IDT

4. Enter the contact No. and IDT Description (Be detail as much as 
possible). Choose either Reclass Actuals or Exchange of Good/Service.



Completing IDT: Reclass Actuals
5. On Reclass Actuals, we have to input the Journal ID. (Journal ID is 
found in the Cognos transaction detail report.)



Completing IDT: Reclass Actuals

5. On Reclass Actuals, we have to 
input the Journal Line. 



Completing IDT: Reclass Actuals

5. Enter the correct 
chartstring or 
expense account. 
Enter the description 
and amt. Explain the 
reason of the IDT on 
the justification.  

The pay to is 
automatically populated 
once the Journal ID and 

line is entered



Completing IDT: Exchange Services and Goods
Scenario: Dept. A is having a XYZ event but do not have name badges for the guest. Dept B will 
provide the name badges to Dept A but would like for them to pay the expense. 

6. Enter the description of the IDT and the transaction type. 



Completing IDT: Exchange Services and Goods

7. Enter the justification on the reason of the IDT, and enter the 
description and the expense amt. 



Completing IDT: Exchange Services and Goods

Dept A chartstring will be 
enter in the CHARGE TO-

purchase of name badges

Dept B chartstring will 
be enter in the PAY TO-
selling the name badges

8. Enter the Dept A and Dept B chartstrings and Save/Validate, then 
Submit.



Completing IDT: Exchange Services and Goods
9. How to find the account? Go to the magnifying glass on the 
account and look up the account. 

Dept A is purchasing the name badges 
so the account for Dept A will be an 
Internal Expense (80053). Dept B is 

selling the name badges so the 
account for Dept B will be an Internal 

Revenue (60053).



Completing IDT: Finding a IDT
10. Go to Main Menu        Campus Self Service Transfer (Budget & 
IDT) ABA/ IDT Entry IDT Form     Find an Existing Value



Completing IDT: Finding a IDT
11. An IDT can be found by entering the User ID or the enter date.



Completing IDT: Finding a IDT
12. Once you find the IDT, click on the view approvals to see the 
status of the IDT. 



Completing IDT: IDT Approval workflow

12. You can view 
the approval 
workflow. FYI: IDTs 
generally appear 
in Cognos within 
3-5 business days



Thank you!!!
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