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Cost Transfer Workflow Tool Introduction

What is it?
e A webbased cost transfer tool that will process Nedalaryand Salary Cost Transfers. For Salary Cost
Transfers, ths tool will process both Legacy and HRS Payroll Transactions

Summary of Features

e No paper routing. No printing out of forms. No manual signatures.

¢ Significant reduction in time, completely electronic process.

¢ Unique Transfer number is assigned to at thime of entry for tracking the progress of the transfer
and this number will be in WISDM

e Ability to search for a transfer at any time

e Requires a source transaction directly from WISNdrevents initiators from entering norexistent
2 NJ Ay O2 NldsdDiitingd BedsBEninuat work.

¢ Validation of account coding at the time of entry

e The system automatically determines workflow for PI, Division and RSP accountant approval

¢ All notifications are via email ¢ easy to monitor, along
gAUK | @adza ShNdariNA Sy Rf 8¢ RI &

e t LA Fdzi2YFGAOFEft&@ Ay FLILINRGIE LINRPOSaa oKSy (K
Pls can also delegate approval responsibility.

e RSP accountant automatically has final approval for sponsored projects

e Dashboard for users with iformation they need to know, such as,

U Transfers | Need to Sign (Applies to Division/RSP Approvers and PIs)

Transfers Routed to Me (Owner has edit rights)

Transfers am TrackindPreparers)

Recently Completedransfers (Preparers)

et ent i et et
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e Rejection processtoSy R (NI yaFSNI ol 012 6AGK O2YYSyilasz G2
e Excellent Audit Trait Each user can create comments and attach documentation
e Capability for Pls and other approvers to designate a delegate for the approval process

Purpose of Thigraining Document

¢ To clarify the key similarities and differences between the workflow of the existingalany cost
transfer process and that of the new electronic workflow tool

e To provide users with guidance to navigate through the features of the nelv too

e Toprovide new users with sufficient information to successfully use the Cost Transfer Workflow Tool

This document has been creatsgecifically to be useds a referenceThe assumption ithat our intended
audience is already familiar with theportant conceptsand policiesassociated with cost transfenscluding
but not limited toterms and definitions, allowable and allocalslests and fiduciary responsibilitiesThis
document is not intendedo replaceanyexisting cost transfer policieg-or nore information regarding
currentuniversitycost transfempolicies, please cliakn the following:

Accounting Services Cost Transfer Policy (revised Nov 2009):
http://www.bussvc.wisc.edu/acct/policy/processing/703polacnsptnongrant.html

Cost Transfer Policy for Sponsored Projects (revised Jan 2006):
http://www.rsp.wisc.edu/policies/costtransferfidex.htm|

Resources

There are several resources availablédédp you progress through the Cost TransWorkflow Toolthat you
can use when you encounter problems, have specific questiondesire to providesedback:

1. Help Icon:for immediate assistince, click on the help icon found on most screens within the Cost
Transfer Workflow Tool itself. Many of your questions may be answered right here.

& Help

2.4SyYR | 02 YYSgcdlick @ndzi icovRittdid thditéol to communicate a problem or
comment directly to the Cost Transfer Workflow Tool administrators. Accounting Services, Research
and Sponsored Programs and DOIT Technical Staff working as a team to support usd?lesses.
include the transfer number and a brief description of the issue.

3. Errormessage for Account codingrAQs for error messages or common problems will be on the
Accounting Services Coitansfer Web Site or use thied S yednment/bug reporé and mention the
cost transfer id (the N or S number).


http://www.bussvc.wisc.edu/acct/policy/processing/703polacnsptnongrant.html
http://www.rsp.wisc.edu/policies/costtransfer/index.html

Cost TransfeWorkflow Tool

UserlInstructions

Roles

The UW Madison NetID is thauthentication mechanism for using the Cost Transfer

Workflow Tool.

All usershave the Preparer role

Role Processing allowed Comments
Preparer Create transfers All campuemployeeusers
(excepthourly students

employee3with UW Madison
NetID login authentication can
use the tool to create a transfer

Principal Investigator

Approve transfers
Create Transfers
Delegate Approval Authority

Pls are identified through Projeq
Setup and will only have
approvalrights for their projects.
Must have NetID.

Division Submitter/Approver

Manage Division Users
Approve Transfers to Submit to
SFS

Create Transfers

Delegate Approval authority to
another user with the same role
only to cover absences

These Approvers museb
designated by the Division
Business Representatives (fornj
is available)and be well versed
in the Accounting Services/RSP
training on Cost Transfer Policy
or JET training

Approvers have the ability to
send journals directly into SFS
General Ledgeior non-
sponsored cost transfers

Note: Studenthourly employeeswith NetIDswill not have acces$o the

Cost Transfer Workflow Tool.



Instructions for Preparers of Noialary Cost Transfers
(Financial Mgrs, Grant Administrators, Dept Adminigrat® >) S G O X

afbe MY UW  SEARCH PEQOPLE
O,
|

1T WISCONSIN

N

|EW
\s P o v
"&:‘uf’ UMIVERSITY OF WISCONSIN—MADISON

Activate my NetlD Modify my MetlD
NetlD Login

The application or resource you requested requires you to login.

Once your login is successful, you'll be returned to the application you've requested.

LOGIN

NetiD | |
What is my NetlD? (ie. bbadger)

Password | |

Forgot your password?

Logging In and Getting Started:

e Go tohttps://ct.wisc.edu/and save as a favorite.
¢ If you have authenticatethroughanother UW Servicésuch as the MYUW page linkyou will be taken directly to the Co$tansfer Tool



https://ct.wisc.edu/

Dashboard ViewPreparers of NorSalary CosTransfers

L HRIEuty \Work list headers. Expand lists by clicking on t Impersonate | Logged in as LYNN S THIELE | Home Sign Out

. 4 Icons Quick Search:
Cd Main Menu x & Help
Create anew Mon-Salary Cost Transfer... 28 Transfers Routed to Me (1)
Transfer expenses related to supplies, trvel,
g Transfer ) ; 3 ils
= consultants, equiprment, and ather non-payroll Hbr Lreated on Owmer Details Status

expenditures.

-~ LvrIM S memhership expenses posted to fed grant. unallowahle costs )
8 Create anew Salary Cost Transfer. J HOOODO0116  03/16/2011 THIELE heing move to discretionary. 1-Working
Transfer expenses related to payroll.
Find a Transfer... 5% Open Transfers | am Tracking (1)
Eﬂ Search for an existing transfer record 1o find its cument
status, content, and view full auditable histony. 58 RECE““Y CO'“'}IE‘E{I Transfers {3}

Change my account preferences...

) ) rot finding the transfer vou're looking for? Search for it
& Change your user account settings such 3 email -

aptions.

About...
@ Wiew programn copyright, version, and change log
informnation.

'51] Sighn Cut
Guit the application.

Send a3 cornmnenty/bug repart

O
=z
&

This is the main screen or landing page from which the preparer begitisnk of this as the mainmen2 NJ &1 2 YS ¢ &

Work List Headers:

1. Transfers Routed to Me You are he owner of this transfer record (edit rights)
2. Open Transfers | am Tracking Unapproved transfers in process that you prepared
3. Recently Completed Transfers Posted transfers that you prepared

Tips:

e Clicking on work list head&zonexpands and collaps#&sansfer record list
e Click on the Find a Transfer link to view tri@ns based on specific criteria

6
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Creating a New Notbalary Cost Transfer

i { Cost Transfer Tool Impersonate | Logged in as LYdM = THIELE | Home Sic

s A Quick Search:

. ) Hel
=8 Create New Non-Salary Cost Transfer % Help

Flease enter the fallowing information regarding vour cast transfer and then click the Create buttan. You will then proceed ta search the general ledaer for the transactions vaou
wish 1o transfer,

Basic Attributes

Preparer: L¥MM S THIELE
Email: LETHIELE@wISC EDI [rou will receive important notifications about this cost transfer at this address)
Department: 4809700 - MEM/LEES Z00LOCY Z00L0CY

Details of Transfer®:
Chars left: 1908

fedex invoices paid on default funding. these charges belong on departmental 101-4 funds,

Urgent Flag; only for emergency
transfers that require immediate
attention

URGENT

+ Create

# denotes required field. @

Under the main menu in youraghboard clicki / NB I G S {blStgl NeB2 y7 230G ¢ NI ya FSNE

ALWAY & Enter Details 6the NSCT, Details should be clear and concise so reviewers/approvers can understand the reason for the transfer. Th
can be edited during later stages of preparation. Urgent flag is used to indicate an important deadline (e.g. award @ldsedutearend) and
gAft Y20S GKS (NI YyaAaFTSNI (2 (GKS 0S3aAYyYAYy3a 2F GKS 1jdzSdzS F2NJ dKS I LI

After enteringDetails of TransfetOf A O 20yeat€ Xy | G2 &
7



Add a Transfer Set

#“4% Cost Transfer Tool Impersonate | Logged in as LYMM S THIELE | Home Zig

b4 Quick Search:
& Heln
2% Non-Salary Cost Transfer
Transfer Hbr: MOOoao0o011 7 Date of Request:  03/16/2011
Preparer: L¥MM 5 THIELE Status: 1 - warking
Routed to: LvMM & THIELE

Details of Transfer: [Change] fedex invoices paid on default funding. these charges belong on departmental 1071-4 funds.

Details | [ Documentation @ Route for Assistance & Approvals () History [ Posting

€ Cancel Transfer + Check for Errors A Save

a A O\ AGfedte Rkés yau to the NorSalay Cost Transfer screen in which new transfer sets are created.

e LY 2NRSNJ G2 adl NI § KABdalTidbsiérsS@E NI @ 2 dzl R&A o 30t A O NI PeatificGranbaftibnifront & 2
WISDM

e Transfers cannot be created withoutacotd8 Y RA Yy 3 (NI yal QiAz2y Ay 2L{5ad® ¢KAa 3IJdz NI yi



{ SI NOK { ONX Sayisaciichd\] ¢ CNR Y ¢ ¢

Details Documentation [ Route for Assistance & Approwals (&) History  E Posting
., Search

. - 3 2 transactions tatalin 105.63 in your work
Project ID:  [prj15xk Date: - backer 9% ¥
Dept ID: Amount: to 8 FEDEw $20.00
Fund: Wata: Efbher Project I0 or Dept ID is required. Orher Fields arve aptional.

2 FEDEX $85.63
Account: 3710
Empty BaSKet
Empty Basket |'> -
* Exit Search Mew searclf  Select all transaction you wish to transfer by clicking th
6. 185K AO02y® /tAO0] a52ySé
- Search Results: iKS GCNRYE¢ GNIyalOirz2ya
51 records found, Wiewing records 1 - 10,
Select Date « Fund Dept Project Program Account Class Amount Description PO MNbr Voucher ID

In Basket 10/03/2010 144 489700 PRI1SXE 4 3710 20.00 FEDEX

In Basket 10/03/2010 144 489700 PRI1SXE 4 3710 85.63 FEDEX

i+ sket  09717/2010 144 4289700 PRI1SXE 4 3710 16.44 FEDEX

%4 + Eladd to your work basket, | 144 489700 PRIISKK 4 3710 26.38 FEDEX

T+ Basket  08/20/2010 144 429700  PRI1SXE 4 3710 25.96 FEDEX

UsetheSearcr2 LG A2y a G2 1jdza O1f & Akt datekoBamau@tsiicbe éntéded/iriithe Godtiagdysazond is left blank.
Entering more specific da{@roject ID or Dept ID and Funwi)l return a smaller list of possible transactions to select for transfer

This icon will display additional WISDM fields:

WISDM Transaction Detail x
Journal ID: JREOOZ1344 Fund: 144
Journal Date: 09/17,/2010 Dept ID: 429700
Posted Date: 09/17/2010 Project ID: PRI1SXK
Journal Line: a2z Program: 4
Source: INT Account: 3710
System Source: ExT Class Fld:
Ledger Group: ACTUALS Monetary Amount: £16.44
Fiscal Year: 2011 Line Description: FEDEX
Accounting Period: 3= Journal Line Ref:
PO ID: PO Vendor Name:
Voucher ID: VYoucher ¥Yendor Name:
Invoice Nbr: 7-209-26219
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g2 4 Cost Transfer Tool Impersonate | Logged in as Ly S THIELE | Home Sign ©

b 4 Quick Search:
& Help
22 Non-Salary Cost Transfer
Transfer Hbr: MOOoooo117 Date of Request: 03/16/2011
Preparer: L¥MM S THIELE Status: 1-Working
Routed to: LvrM S THIELE
Details of Transfer: [Change] fedexinvoices paid on default funding. these charges belong on departmental 101-4 funds.
Details | [ Documentation [ Route for Assistance & Approvals &) History L Posting
- Dept ID Fund Project Prog Account Class Amount Description PO ID ¥chr ID X
From 439700 144 PRILSRE 4 3710 -20.00 FEDEX
To (422700 101 4 2710 20,00 FECE¥ L_|_| J
_ Dept ID Fund Project Prog Account Class Amount Description PO ID ¥chr ID X
From 4359700 144 PRILSRE 4 3710 -853.63 FEDEX
To (422700 101 4 2710 85.63 FECEX L_|_| J
e Al
; @ Add a transfer set 5
f e e L B

£ Cancel Transfer + Check for Errors A Save

Screendon key:

_ View more detait, additional fields from WISDM are displayed
‘Ooopytoallcs SLJG L5% CdzyRE t NR2SOG O2LIASR G2 ff adG2é tAyS
@ litch RR | ad2¢é tAYyS G2 aLIXAd GKS GFNRBYE OUNIyalOlAzy

Qx

© Submit for Approval

Important: 5 SONB | aFkoy 88 G K8dmfi Aa O2YyaARSNBR | GLINIAIFEfE (GNIyaTtSN®
an amount that is more than the original expense.

a

@2dz Sy G SN (KS nibrindtibnyc Ta&/Nad @t @séful to (O tmlzy2il BA | f f do ufddry alitiexi 2 2 €
10
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Checking for Errors

Details | [ Documentation [ Route for Assistance & Approvals (2 History B2 Posting

A Please correct the following errors:

« Transfer must be balanced,
» Transfer requires 90-day justification. Check Documentation tab to complete,

- Dept ID Fund Project Prog Account Class Amount Description PO ID ¥chr ID b 4
From 989700 144 PRI1SHEE 4 3710 -20.00 FEDE
To (433700 101 4 3710 20,00 FECEX L_|_|J
- Dept ID Fund Project Prog Account Class Amount Description PO ID ¥che ID b4
From 989700 144 PRI1SHEE 4 3710 -853.63 FEDE
To (4839700 101 4 3710 85.62 FEDEX L_|_|‘ﬂ_‘:I
Unbalanced -.01
U

€ Cancel Transfer + Check for Errors B Save © submit for Approval

Checking for Errorsalidates the funding string and enforces balanced accounting. This will also calculappticability of the>90 day rule
(i.e., 90 dayshave passedrom the end of the month that the original expense posted), and require that a justification be completed.

FAQs for error messages or common problems will be on the Accounting Services Cost Transfer Web Site.
11



Documentation tab- Justification for Transfers® DaysAfter the Original Transaction

Details Documentation | [ Route for Assistance  « Approvals (& History [ Posting

) 90-day Transfer Justification

Please answer the following questions about the transfer (all fields required):

1. Why was this expense originally charged to the coding from which it is now being transferred?

These expenses were originally charged to 144 in error due to a gap in administrative support at the center level.

2. Why should the charge(s) be transferred to the proposed receiving project (i.e. how does project benefit)?

The charges are in direct support of the scope of work and are allocable to the continuation project PRJ

3. Why are the charges allowable and allocable based on the terms and conditions of the receiving award?

These charges are allowable and allocable to PRIZ ; they were incurred within 90 days of the start date of the project and are
included in the approved budget and in direct support of the scope of work.

4. Why is this cost being transferred more than 90 days after the transaction eccurred?

Due to a gap in administrative support at the center level the need for these transfers was not identified withing the 90 day period
after the transactions occurred.

5. What corrective action has taken place to eliminate the need for cost transfers of this type in the future?

New procedures are being implemented at both the center and division level to more closely monitor actual spending to ensure the
proper funding is being used.

B Save Justification

Tlame Coems

If the transfer is over 90 daysom the end of the month that the transaction posted, additional justification is required.

After entering the reasons for the justification, you ma@st A O1 & { 20/5¢ Wdza G A FA OF G A

Attaching supporting documentation (email) or making a comment is also available in this tab. Comments that are indiudedingt
and rejections are stored here. Note, WISDM documentation is not required, as the tool valisatauthenticity ofi K BNRGY ® &

12



NSCT Routing, Edit Rights and Ownership

Details Diocurnentation | [ Route for Assistance # Approvals <) Histary o] Posting

Z Route Ownership
Route to either a previous user that was attached to this record or select a person to route to, Routing to another person gives that person the ability to change the information

about a cost transfer, Only one person may change a transfer record at any given time, vou may include an optional comment to send to the person you are routing to. The

comment is also recorded on the Documentation tab for this transfer,

Name

Route to: MARGARET § NOWICKI
Begin typing last name: |MARGARET S NOWICKI “ Route to this Person

Cormrment {optional):
please check my wark and subrit for approval

IMPORTANTRouting isSNOTdza SR (2 O2f t WwWDded AW Y I Al @zNBVa (DS v K
G2 I O02YY2RI(GS | RSLINIYSYy(dQa AyidSNY!I dditde?2 N.
cog transfer record. The person you route to will be notified by email of this action and the
transfer record will appear in their worklist.

13



[Cost Transfer Tool - Testing please ignore] Transfer NOQQO0O00O117 has been
routed to you. Inbos |x

no-replyiddot.wisc.edu to me 10:22 AR (T minutes aga) Reply

#: Zriginal intended recipient(s): MARGARET S MOWIACK] *4*

Tranzter has been routed to you. . - .
Commerit: Example of notification-enails

automatically sent out when a
transfer is routed to another user.
NOTE: a direct link to the transfer

_ recordwithin the Cost Transfer
g:l;tﬂésrﬂﬁﬁﬁs THELE Workflow Tool is embedded in the
Created on 3M 62011 email.

"pleaze check my work and submit for approval”

Yol may edit transfer MODDO2011 7 by folloswing this link: kttps: Sottest wisc edumOoQo0011y .

Details of transfer:
fedex invoices paid on default funding. the=se charges belong on departmental 101 -4 funds.

14



"% cost Transfer Tool

Submitting NSCT Requests for Approval

Impersonate | Logged in as MARGARET S MOWICK! | Home Sign Qut

B Cancel Transfer « Check for Errors

CtKS 26ySNI 27

G§KS NBEO2NR

A Save

The tool determines the required signatures and automatically notifies the approvers.

NOTERouting a transfer to another user transfers ownership. The preparer no longedhasights when a transfer is routed to another user

or submitted for approval.

15

o A Quick Search:
& Help
58 Non-Salary Cost Transfer
Transfer Hbr: MOo0o0011 7 Date of Request: 0371672011
Preparer: LMK 5 THIELE Status: 1 -irarking
Routed to: MARCGARET 5 MOWICEK]
Details of Transfer: [Change] fedex invoices paid on default funding. these charges belong on departmental 101-4 funds.
Details | [ Documentation [ Route for Assistance & Approvals (2 History B Posting
- DeptID Fund Project Prog Account Class Amount Description PO ID ¥chr ID &i’
From 489700 144 PRI1SEE 4 2710 -20,00 FEDEX ¥
To (429700 101 4 2710 20,00 FECEX E_| J
- Dept ID Fund Project Prog Account Class Amount Descripton PO ID ¥chr ID X
From 429700 144 PRI1SHE 4 3710 -B5.63 FEDEX ¥
Te (425700 101 4 I710 25,63 FEDEX E_| F]
e !
; @ Add a transfer set 5
b o e L B

© sSubmit for appraval

& NP dzdLINR @il 2t €4 dK | ah YUGKSS &l d2oA YE ANIaBegRGTAL JhaRe®s yardiia



o Details

) History
Event

Posted
Status Changed
Approved
Status Changed
Status Changed
Routed
Status Changed
Status Changed

Created

[ Documentation

¥ Route for Assistance  «" Approvals

Additional Details
Transfer posted to Journal JRT0016502.

Status changed to 4 - Completed.

History of the Transfer

&) History | Cd Posting

signed for Division Representative.

Status changed to 3 - Waiting to Post.
Status changed to 2 - Waiting for Approvals.
Record routed to

Status changed to 1 - Working.

Status changed to 2 - Waiting for Approvals.

Record was created.

Major events are capturednd retainedn the history tab.

16

Date

4/26/2011 10:51:28 AM ( Od 21h 16m ago.)
4/26/2011 10:51:28 AM ( 0d 21h 16m ago.)
4/21/2011 1:10:24 PM ( 5d 18h 57m ago.)
4/21/2011 1:10:24 PM ( 5d 18h 57m ago.)
4/21/2011 1:01:11 PM ( 5d 19h &m ago.)
4/21/2011 12:54:05 PM { 5d 1%h 13m ago.)
4/21/2011 12:54:05 PM ( 5d 19h 13m ago.)
4/21/2011 11:03:08 AM ( 5d 21h 4m ago.)
4/21/2011 10:56:32 AM ( 5d 21h 11m ago.)

User



ManagingAccount Peferences

Cost Transfer Tool Impersonate | Logged in as LyMM S THIELE | Home Sign Cu
& Help
£ Preferences for LYNN S THIELE

Adjust options perftaining to your uger account,

[ Notifications

E-mail Address on record: LETHIELESISC.EDL

send email notifications

thedking this option ensures that you will receive ermails regarding specific events related to cost trnsfers. 1t is strongly recornmended to keep this option on.

Send periodic email reminders

This aption will send you x rerninder by ernzl periodically (after » long period of inactivity ) when you hawe been requested to sign 2 oost trnster

B Save Settings
2 Delegation

wou may delegate sign-off authority 1o any number of other users. These users will receive notifications and have the ability 1o sign on vour behalf.

Add a HNew Delegate

[N | (BN |
Begin typing last name: Effective*:l:l_.thruugh |:|_. + Add

oy may leave effective dates blank 1o specify no begin ar end date.

Managing Email Nitifications: Users an turn off the email notification if they are frequently logged into the Cost Transfer Tool. Preparers can alsc
delegate sigroff authority for anticipated absences.

To Delegate begin typing in the last name of the delegate. For common names useca apd then first letters of first name

17



Searching for Transfers

Cost Transfer Tool Impersonate | Logged in as LYk S THIELE | Home Sign Out

g Find a Transfer

Enter search criteria to find a transfer.

Transfer Hbr I:I

Preparer | |

Preparing Dept I:l

Gwner (routed to) | |

status | [Choose status) v
D Urgent
Created Date | |j to | |j
Froject IDD |PRJZEDT
£ Search Mew Search
Transfer Hbr Created on Preparer owner Preparing Dept Details Status
WODODDOD110 03510752011 LMK S THIELE ERISTIME b REIME 489700 - MM L&S/ Z000L0SY Z00L0SY thiz is a pedectly legal justification 4 - Completed

MOODOO00107F 0370952011 MATHAM C RUSCH  LYMM S THIELE 40270 - MENSGRADSADMINISTRATIONSR&ESP  this is the perfect cost transfer justification 2 - Waiting for Approvals

hy GKS GCAYR | ¢NIYyaFSNI { ONBSy¢ dzaSNRY
Can search for completed transfers

Can search for transfers in process

Can use multiple filtering options (e.g. Project ID)

1
Need Additional Help "'E" H—E|E

18

** Eliminates the need to print a copy for your file **

Have the abilitytose@ K F2NJ I y& GNI yaFSNE y20 2dzad GNI yaFSNB LINBELI NBR

This icon is located on every page.

(@]}



Instructionsfort L Qa

Pl Webcast

Subjects:

e Pl Approval
e Pl Rejection

e PI Delegation

This is an easy way to familiarize Pls with the tool without needing to read the maealvebcast has a
step-by-step instruction to help PIS use the Cost Transfer Workflovecty.

19


http://www.rsp.wisc.edu/training/ctdemo/pi_approval/pi_approval.htm
http://www.rsp.wisc.edu/training/ctdemo/pi_reject/pi_reject.htm
http://www.rsp.wisc.edu/training/ctdemo/pi_delegation/pi_delegation.htm

Electronically Signin@ost Transfers

MY UW SEARCH PEOPLE
*ﬂﬁ

WISCONSIN

UNIVERSITY OF WISCONSIN—MADISON

Activate my NetlD Modify my NetlD

NetID Login

The application or resource you requested requires you to login.

Once your login is successful, you'll be returned to the application you've requested,

LOGIN

NetiD | |
‘What is my NetlD? {ie. bbadger)

Password | |

Forgot your password?

Logging In and Getting Started:

e Go tohttps:// ct.wisc.edu
¢ If you have authenticated to another UW Service you will be taken directly to the Cost Transfer Tool

20



¢ Otherwise, enter your NetID login & passd

Dashboard View; Pks

"% cost Transfer Tool Impersonate | Logged in as JEFFREY D HARDIN | Home Sign Out
b 4 1) Del . S uick Search:
. In ighatur i i
(1 Main Menu ) Delegating Signature 2.) Work list of transfers | need to sian © help

Transfers | need to Sign (1) 4 ’

Transfer
Hbr

Create a new Mon-Salary Cost Transfer.

F:B Transfer expenses related to supplies, travel, consultants,
equiprnent, and other non-payroll expenditures. Lreated on Qwner Details Status
Create anew Zalary Cost Transfer... MARGARET & fedex invoices paid on default funding. these charges

MWK helong on departmental 1071-4 funds.

MOOOOOO117 O3/ 16,/2011 2-Waiting for Approvals

Transfer expenses related to payroll.

Find a Transfer...

58 Transfers Routed to Me (0)

Ma transfars ware foung.

ﬁﬂ Search for an existing transfer recond to find its cume

status, content, and view full auditable histony.

Change my account preferences...
Change your user account settings such a5 ernadl options.

58 Open Transfers | am Tracking (0)

(1) fbout., 22 Recently Completed Transfers {0}

Wiew program copyright, version, and change log informnation.
Sigh Ot Mot finding the transfer vou're looking for? Search forit...

fauit the application.

Send a omment/bug report

This is the main screen or landing page from which Pls beghmnk of this as the main menu

Work List Headers

G¢ NI yaFSNE -L vy S 8drsfeis2equing yyf éeview and approval

G N yaFSNRER w2 dzi Stansfér2neeifs your review and comments and would normadly routed back to the preparer
h LISY G NI ya¥FSNI Ltramsiérs i tNd aPpyokay pioEess

GwSOSyidf e [/ 2NRJE 8nly8isplays Mdnsfess That you have prepared

Delegating Signature éthority ¢ This allows you to designate another user to approve transfers on your behalf. This can-werk&owho will
cover for you during an absence or a permanent delegation to a staff member handling financial transactions. ClicklototdeHigate and to
set up other preferences, such as tewff e-mail notifications.

Tip: Clicking on work list header expands and collapses transfer record list
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Delegating SigiOff Authority

i) i\ Cost Transfer Tool Impersonate | Logged in as |JEFFREY D HARDIN | Home Sign O

o A Quick Search:
£ Preferences for JEFFREY D HARDIN

Adjust options pertaining to Your User accaunt.

[ Notifications

E-mail Address an record: ]IDHARDIM@FACSTAFF WISC.EDU

Send email notifications

hedking this option ensures that you will receive emails regarding specfic events related to oost transfers. It is strongly recornmended to keep this option on.

Send periodic email reminders

This option will send you a rerminder by emal peiodically (after a long period of inactivity ) when you have been requested to sign 2 cost trnsfer

B Save Settings

£ Delegation

Lmay delegate shrf-off authority to any numhber of other users. These users will receive notifications and have the ability to sign on vour behalf,

Add a New Delegate

(* %] [* ¥
Begin typing last name: Effectives: U thraugh UL 4 Add

#rou may leave effective dates blank to specify no begin or end date.

** Delegation allows PlIs to assign delegates with the authority ¢lectronically sign cost transfers on their behalf **
PlDelegationshould only be given to staff with first-hand knowledge of i KS t L Q& LINRP 2SO0 Qa |z thé AWOFsS
Transfer Policy.
Notifications:
e Emails notify a Pl when @&w cost transfer in the workflow tool requires their electronic signature
e Ifdesired,opeYl Afa o0& dzySPRSOVAYA EoXKEAGBAOF A2y as
e Additional option toreceive reminders when a transfer routed R list has not been worked on
Delegation
o Allows storage of multiple delegates to accommodate various business processes (e.g. one delegatsdtarp@nd one for salary)

z 7

TippNon{ F € FNB /2a8d0 GNIyaFSNB oAttt Fftglea adLNL SAGK abéd { €I NB
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Email Notifiation That aCostTransfer Requires pgproval

[Cost Transfer Tool - Testing please ignore] Transfer NOOOQ00117 requires your
review for approval. Inbex [=

noe-rephyiddoit.wise.edu to me 10:32 AM (4 hourz ago) Reply
=% Original intended recipient(s); JEFFREY D HARDIN ***

Tranzfer requires approval from you for Principal Investigator .
Please review transtfer MODOODO011 Y by followwing this link: hitpe tcttest wisc eduMO0000011 7.

Tranzfer synopsis:

Created by LYMM S THIELE

Created on; 31652011

Detailz of transfer:

fedex invoices paid on default funding. these charges belong or departmental 101-4 funds.

Feply Forward

Aboveis a sample€ost Transfer Tool notificatiorraail.
e The Ink within the body of the notification emaliringsthe Plto the Cost Transfer Tool site.
¢ If someone routedhe transfer tothe P| theircomments will be contained in themail.

A

NOTETKA & GNF yATFSNI &0 NIia gshlankCositabsfe: YR A& GKSNBTF2NB | b2y
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Viewingthe Details of a Cost Transfer

"% Cost Transfer Tool Impersonate | Logged in as JEFFREY D HARDIM | Home Sic
i 4 Quick search:
& Heln
22 Non-Salary Cost Transfer
Transfer Hbr: MOo00001 17 Drate of Request: 03/16/2011
Preparer: L¥MM 5 THIELE Status: 2 - Wiaiting for Approvals
Routed to: MARGARET 5 MOWICE]
Details of Transfer: fedex invoices paid on default funding. these charges belong on departmental 1071-4 funds. <+— Reason for Transfer
Details | [ Documentation @ Route for Assistance & approvals (&) History [ Posting
_ Dept ID Fund Project ID Prog Account Class Amount Description PO ID Youcher ID
From ¢59700 144 PRI1SEK 4 2710 -20,00 FEDEX
Te 439700 101 4 2710 20,00 FEDEX
_ Dept ID Fund Project ID Prog Account Class Amount Description PO ID Youcher ID
From <S9700 144 FRILSHE 4 3710 -25.63 FEDEX
Te 489700 101 4 2710 25,62 FEDEX

e Clicking on the link frorthe work listbrings the useto the Details tab showigthedCNR Y¢ | YR G ¢2¢ O2RAy 3

e This is where Pls are able to review fetails of Transfer and theeccuracy of the account coding associated with the cost transfer
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Documentation/Comments/Justificatiorfor Transfers 90 BysAfter the Original Transactio

Details Documentation | [ Route for Assistance  « Approvals (& History [ Posting

& 90-day Transfer Justification

Please answer the following questions about the transfer (all fields required):

1. Why was this expense criginally charged to the coding from which it is now being transferred?

These expenses were originally charged to 144 in error due to a gap in administrative support at the center level.

2. Why should the charge(s) be transferred to the proposed receiving project (i.e. how does project benefit)?

The charges are in direct support of the scope of work and are allocable to the continuation project PRJ

3. Why are the charges allowable and allocable * | on the terms and conditions of the receiving award?

These charges are allowable and allocable to PRIZBGA as they were incurred within 90 days of the start date of the project and are
included in the approved budget and in direct support of the scope of work.

4. Why is this cost being transferred more than 90 days after the transaction occurred?

Due to a gap in administrative support at the center level the need for these transfers was not identified withing the 90 day period
after the transactions occurred.

5. What corrective action has taken place to eliminate the need for cost transfers of this type in the future?

New procedures are being implemented at both the center and division level to more closely monitor actual spending to ensure the
proper funding is being used.

B Save Justification

~la=ar Carm

If the transfer is over 90 days, the preparer will be automatically required to fill out the justification, which can thiewed in the
documentation tab. Attachments can also be seen here, if any are attached to the trabsfements aralso stored in this tab.

Definition - 90 Day period istechnically 90 days from the end of the month a transaction is posted.
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Approving & Rejecting Noibalary Cost Transfers

Details Documentation [ Route for Assistance |« Approvals | &) History 3 Posting

+ Required Approvals

3 total signatures required. 3 signatures remaining. You can sign for at least one item on this transfer.,

Signature Role For Signed hy Signed on
= Principal Investigator Froject PRI1SXKK =
7 whao can sign?
7 whao can sign?

Approve/Reject for Principal Investigator

Comment: Auto-responses...

W Spprove | | & Send back to Preparer & Correct

SEnd@tificatiDn to:
[ LyMM S THIELE [ MARGARET § NOWICKI

Feature:required approvals are automatically determined by tlorkflow tool, whiclrecognizes who you are and
highlights (shading and green arrothig projects you are electmically signing

e Addition of comments is optional
e Sending notification of approval action is not required BIBO I y O8I KR AGF A O lorlayéng in thelist. T
o / f A OALILINE &6 ¢ PRipnafirelzMIha transfer record and no further et is requiredrom the Pl.
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e If the acounting or justification needmore work,PIsO I y S A (i %rf8l HAclkOPNMIEOLYIE MBS NE  ctidh rBoddib$ dlidkioe NNIS
62 NNXBIGhe thansfer is sent baght is a good practice to include a comment tejlithe preparer the revisiorttat need to be
performed The other option is for you to make the correction yourself.

e I TGSNI GKS O2 NNRDminf@ ALILINE OF H{ RSAILGERAGBIK Sy ¢ G KS | LILINR @I f G 6 @

Need Additional assistance?

& Help

This icon is located on every page.

Send a comment/bug report

You can also send a comment to the CTA@IRinistrators
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Instructions for Division Approvers

MY UW SEARCH PEOPLE

WISCONSIN

' UNIVERSITY OF WISCONSIN—MADISON

Activate my NetlD Modify my MNetlD
NetlD Login

The application or resource you requested requires you to login.

Once your login is successful, you'll be returned to the application you've requested.

LOGIN

NetID | |
What is my NetlD? (ie. bbadger)

Password | |

Forgot your password?

Logging In and Getting Started:

e Go tohttps://ct.wisc.edu/
e If you have autenticated to another UW Service you will be taken directly to the Cost Transfer Tool
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https://ct.wisc.edu/

Dashboard View Approvers

"% cost Transfer Tool Impersonate | Logged in as KRISTINE M REINE | Home Sign ©
b, 4 Quick Search:
L Main Menu © Helo
Create anew hon-Salary Cost Transfer... 28 Transfers | need to Sign (1)
= Transf lated li | | .
9§ Trnsfer expenses related to supplies, travel, consultants, Transfer Hbr Created on Owner Details Status
equiprnent, and other non-payroll expenditunes.
RODOD00115 03/16/2011 LWhk £ THIELE Fedex charges posted to default funding. 2 - Waiting for Approvals
Create anew Salary Cost Transfer...

Transfer expenses related to payroll.

58 Transfers Routed to Me (0)

Find a Transfer...
Mo transfars were found,

ﬁﬁ Search for an existing transfer record o find its cument

status, content, and view full auditable history.

28 Open Transfers | am Tracking (0)

& Change my account preferences...

Change your user mocount settings such a5 emal options. 53 RECEI]ﬂ}!’ Complete d Transfers {l]}

About...

View progrm copyright, wersion, and change log information. Mot finding the transfer vou're looking for? Search forit..
@_] Sign Cut

(it the application.

Send a cornrnent/bug report

This is the main screen or landing page from which Approvers beghink of this as the main menu

Work List Headers

G ¢ NI y aSFSSRNEG 2L {yA 3rdrisfers requiring your review and approval

G¢NFyaFSNE w2 dzi Bdrsfetsdeeding your review and comments and would normally be routed back to the preparer
GhLISYy ¢ NI yaTSNaA transfers ¥ the ahapraval prgcass

GwS S y/uX Y LI S SR onlyNdisplayshranstrs that you have prepared
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Email Notification to Approvers

noe-rephyddeit.wisc.edu to me 2:40 PM (1 minute aga) Reply
**% original intended recipient(z); KEISTIME M REIME ***
Tranzfer reguires approval from you for Divizion Reprezentative.

Pleaze reviewy transfer NODODODO0T 1Y by following thiz link: hitps: fottest wizcoeduM000000117Y .

Tranzsfer synopsis:

Created by LMW = THIELE

Created on: 3ME2011

Details of transter:

fedex invoices paid on default funding. theze charges belong on departmental 101 -4 fundsz.

Notification emails include a direct link to the Dashboard view within the Cost Transfer Workflow Tool
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Manage Division Access to the §tolrarsfer Tool

Cost Transfer Tool

LJd Main Menu

Create anew Mon-Salary Cost Transfer..

53 Transfer expenses related to supplies, trwel, consultants,

equiprnent, and other non-payroll expenditunes.

Create anew Salary Cost Transfer...

Transfer expenses related to payroll.

Find a Transfer...

E‘E Search for an existing transfer record to find its cument

status, content, and view full auditable histony.

Marnage Divisions...
=y Miew and assign ;\I}_n; rernbeers that are division

representatines.

& Change my account preferences...

Change your user aeoount settings such as emal options.

Abaut...

Wiew prograrn copyright, wersion, and change log informnation.

@

@_] Zign Out
% Quit the application.

Each Divisiowill authorize a group oéxpertusers that will have Division Approval Authoritlick onManage Divisions
e This authority will also include security to assign the entire diviaoange of departmerg or a single depément for a Preparer
e Auto-routing of approvals means that the Preparer does not need to know who the Division Approver is; this is built into the tool

IMPORTANTWhenthe transfer setis contained within one Divisiom only one approver is required byhe system. Please
consh RSNJ @82dzNJ 5A0AaA2yQa o0dzAAYyS&aa LINFOGAOSAE |yR dzaS awz?dz
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Manage Division Access to the Cost Transfer Tool

#-4 Cost Transfer Tool Impersonate | Loggedin as MATHAN C RUSCH | Home Sigh Qut

B 4 Juick Search:

Manage Division 53 MEDICAL SCHOOL

Add, remove, or change personnel that are assigned to this division.

Ferson Department Range
00454344 KARLS R THOMPSON 530300 - 530399 # Change ® Delete
00045363 MARY L MACHA] 530600 - 533499 # Change ® Delete
00197215 MARK R MCCLIMTOCK 533700- 535099 # Change ® Delete
00454344 KARLS R THOMPSON 535100- 5372499 # Change ® Delete
00465943 CAMILLE L HOGAN 537700- 53958499 # Change ® Delete
00455040 DARLEME R WOOD 530200 - 530299 # Change ® Delete

+ Add Mew Person

The Cost Transfer Workflow Tool enables Divisions to estabkshimternal work flow buy @ding Divisional resentatives and / or by
setting DepartmentD Ranges.

The CTWF Administrators set up new individuals as Submitters through the Request for Approver Authorization procesgésat requ
completion of Costransfer Policy Training.
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Accounting / Coding of Notbalary Cost Transfers

Cost Transfer Tool

o Quick search:
& Help
28 Non-Salary Cost Transfer
Transfer Hbr: MODoO00117 Date of Request: 03/16/2011 / Transfer
Preparer: L¥MM 5 THIELE Status: 2 - Wiaiting for Approwvals
Routed to: JEFFREY D HARDIM
Details of Transfer: fedex invoices paid on default funding. these charges belong on departmental 101-4 funds. ¢ Reason for Transfer
Details | ) Documentation [ Route for Assistance & Approvals (&) History B Posting
_ Dept ID Fund Project ID Prog Account Class Amount Description PO ID Youcher ID
From 453700 144 PRI1SEE B 3710 -20.,00 FECDEX
To 439700 101 B 3710 20,00 FEDEX
_ Dept ID Fund Project ID Prog Account Class Amount Description PO ID Youcher ID
From 453700 144 PRI1SEE B 3710 -353.63 FELDEX
To 439700 101 B 3710 85.63 FEDEX

e FAStRa INB t201SR 2yW8 (S NBON2 NRILBDP DS NE ¢0 &S I diwza

e 5SGFAf Glo sAff KIQ GKS GCNRYE¢ IYyR a¢2¢é¢ UGNryalOGAZ2Yya
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Justification for Transfers @ DaysAfter Date ofOriginal Transaction

Details Documentation | [ Route for Assistance  « Approvals (& History [ Posting

) 90-day Transfer Justification

Please answer the following questions about the transfer (all fields required):

1. Why was this expense originally charged to the coding from which it is now being transferred?

These expenses were originally charged to 144 in error due to a gap in administrative support at the center level.

2. Why should the charge(s) be transferred to the proposed receiving project (i.e. how does project benefit)?

The charges are in direct support of the scope of work and are allocable to the continuation project PRJ

3. Why are the charges allowable and allocable based on the terms and conditions of the receiving award?

These charges are allowable and allocable to PRIZ ; they were incurred within 90 days of the start date of the project and are
included in the approved budget and in direct support of the scope of work.

4. Why is this cost being transferred more than 90 days after the transaction eccurred?

Due to a gap in administrative support at the center level the need for these transfers was not identified withing the 90 day period
after the transactions occurred.

5. What corrective action has taken place to eliminate the need for cost transfers of this type in the future?

New procedures are being implemented at both the center and division level to more closely monitor actual spending to ensure the
proper funding is being used.

B Save Justification

Tlame Coems

If the transfer is over 90 daysom the end of the month that the transaction postetthe preparer will be automatically required to fill out the
justification, which can then be viewed in the docurtegion tab. Attachments can also be seen here, if any are attached to the transfer.

Definition - 90 Day period istechnically 90 days from the end of the month a transaction is posted.
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Collecting Signatures

Details Documentation 7 Route for Assistance

+ Redquired Approvals

W Approvals

=) Histary B Posting

3 total signatures required. 2 signatures remaining. You can sign for at least one item on this transfer,

Signature Role For Signed by Signed on
= Division Representative Division 48 =
= YWho can sign?
Approve/Reject for Division Representative
Comment: Auto-responses...
W Approy | % Sendback to Preparer = Send back to Principal Investigatar # Coarrect
Send MNotificafion to:
[ LymmM 5 THIELE [ MaRGARET S MOWICKI [ JEFFREY D HarDIM [ CAROL & COOLEY

The Cost Transfer Workflow to@utomatically determines required approvals:

¢ Identifies the useand highlights (shading and green arrow) whicbj@ctsNJS |j dzA NB

0KS dzaSNIRa | LILINROI f

e Approvals are in the following tiers and are captured sequentially: PI, Division, RSP. Within those tiers, signatureslleatedean
parallel (Multiple Division Reps can sign simultaneously for cross divisionsfieirsn

e /[ fAOTAY3 Gl LILINROSE

Ol LJG dzNB a

82dzNJ aA3dylF Gdz2NE 2y GKS

e The form cdlects signatures using autormet system generated notifications.

If the accounting or justification needs more wpekf ASéhdlback toPNB LJ- di&hiteEcorrectiony 2 RS 0 @ D NNIBDnake e «
correction(s) yourself If you send back the transfer, it is a good practice to include a comment telliftyeparerthe revisions you are asig

them to perform. Alternativeé &@ ¥ OG22 NMNIBESYEHES NI a

Of A ORubniitFOBALIINE DI f & LALILINR DS KSY Yy a G KS |

0 KS 2NN 2ANAE €0 28 Gl KiSdzadom 6 KA OK | £t 264

LILINR @1 £ G 0 @
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Email Notification: RSP Ses8hck to Division

[Cost Transfer Tool - Testing please ignore] Transfer NOOO000117 rejected.
Inbon |
no-rephyddot.wisc.edu to me 259 PM [0 minutes aga) Fegply
** Original intended recipiert(z); KRISTIME M EEIME ***

PALL A CAMERON rejected transfer NOOOOOD 17 for RSP Accountant.
The following reason was provided:

"The reazon far the transfer ("detailz of transfer"] iz not complete. Please explain: &) why this expense originally charged to the
project from wwhich it iz now being transferred, bl why the charge(=) should be transferred to the propozed receiving project
(i.e. howe does the project benefit™™), and 1 why are the charges allowable and allocable bazed on the terms and conditions of
the receiving award "

Yiewy this transfer's details at; https: fcttest wisc eduMO000001 1Y

Transfer synopsis:

Created by L¥RNM = THIELE

Created on; 362011

Detailz of transfer:

fedex invoices paid on default funding. these charges belong on departmerntal 101-4 funds.

7

e Thel 62 @S NBLINBaSyda |y SYFAt OGKIFIG | S5ABAEAAZ2Y | LILINPOSNI g2dzf R N
ownership of the cost transfer to the Division Approver.

e TheCost Transfer Workflow Tomutes the record back to the Divisiém grant edit rights for corrections. Divisions can perform the
requested fix or canoute the record to preparer; see next screen shot for more details.
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RSP Sen8ack to Division

I

.'_r

% Cost Transfer Tool Impersonate | Logged in as KRISTINE M REINE | Hotme Sigh Qut

CQuick Search:
&) Heln

58 Non-Salary Cost Transfer

Transfer Hbr: MOOOOD0115 Date of Request: 03716/2011

Preparer: L¥MR 5 THIELE Status: 1 -'Warking
Routed to: ERISTIME M REINE

Details of Transfer: [Change] thisis a good justification

Details 7 Documentation | 7 Route for Assistance | & Approvals (&) History [ Posting

£ Route Ownership

Route to either a previous user that was attached to this record or select a person to route to, Routing to another person gives that person the ability to change
the information about a cost transfer. Only one person may change a transfer record at any given time, You may include an optional comment to send to the
person you are routing to, The comment is also recorded on the Documentation tab for this transfer,

Mame

L¥MM S THIELE
483700 - MSN/L&S/ 20 OLOGY 20 OLoGEY

JEFFREY D HARDIM {"} .
459700 - MEN/L&S/Z00L0GEY 20 0L0GEY RS aEoasmakiicaleisnn

% Route to this Person

Foute to: 7

Begin typing last narme:

Comment (optionall:

Please revamp the details of transfer justification to meet cost transfer policy standards, See comrments in the docurmmentation tab for more
details. After changes are in place, submit the record for approval.

If you route the transfer, it is a good practice to include a cantielling the recipient what you are asking them to do. Once the record is
resubmitted for approvals, theool computes needed signatures and presersgmatures already captured.

Routing is not to be used for approvatsRouting transfer ownershi@nd edit rights forthe transfer.
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Salary Cost Transfefer Preparers

Salary Cost Transfers uses the same functionality asSdtary Transfensith some differences due to the difference in procekkse the link to
G/ NBFEGS + ySg {FEtFNEB /2a80 ¢NIyaFSNE

W Cost Transfer Tool Impersonate | Logged in as JANET M LARSON | Home Sign Out
. vicksearcn [ |
1 Main Menu Q
& Help

Create a new Non-Salary Cost Transfer...

3 Transfer expenses related to supplies, travel, consultants,
B ) 58 Transfers Routed to Me (4)

equipment, and octher non-payrell expenditures.

- Create a new Salary Cost Transfer... \ .
£ - 52 Open Transfers | am Tracking (1)

Transfer expenses related to salary payments.

Find a Transfer...
Recently Completed Transfers (1
ER  Search for an existing transfer record to find its current % y P I ]
status, content, and view full auditable history.
Mot finding the transfer you're looking for? Search for it...
Manage Divisions...

= View and assign staff members that are division

representatives.

Change my account preferences...

Change your user account settings such as email options.
About...

@ iew pregram copyright, version, and change log
informaticn.

;J Sign Out

Cuit the application.
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Please enter the following information regarding your cost transfer. You must select one employee and one job of that employee. When you have completed entry, press the Create buttan.

Basic Attributes

Preparer: JANET M LARSON
Email: JLARSON@BUSSVC WISC.EDU (You will receive important notifications about this cost transfer at this address.)
Department: 030500 - MSN/BUS SV/ACCOUNTING SVCS/ACCTG SVCS

Details of Transfer™  |Test Salary Cost Transfer for Beta testing
Chars left: 1358

0 URGENT
Employee™ [00123456 WASHINGTON, GEORGE
Begin typing last name.
Job?*: | FINANCIAL SPEC 3 v |

Select one.

* denotes required field.

Helpful Tips

# When completing the Details of Transfer, please describe what your cost transfer is doing and the justification for doing it. Your cost transfer may be rejected by a reviewer if the
details of transfer is not accurate with respect to the accounting you have entered.

e Use the URGENT flag with discretion. Examples of urgent would include cost transfers that need to occur quickly due to award closeout or some other important deadline in the near
future.

ALWAY & Enter Details of theSCT¢, Details should be clear and concise so reviewers/approvers can understand the reason for the transfer. Thi
can be edited during later stages of preparation. Urgent flag is used to indicate an important déadiiraward closeout or fiscal yeard) and
gAff Y20S (GKS (NI yaF¥FSNI G2 G(GKS o0S3IAYyYAYy3I 2F (GKS 1jdzSdzS F2N GKS L

For Salary Cost Transfers, there must be an employee selected at the transfer detail&ptredmployeedst name to get a drop down list of
employees For common last names, leave a space and continue typing the first name to narrow tiAdtbstselecting the correct employee and
2202 OfA0] GKS &/ NBIF(GS¢ odzilizy o
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Cost Transfer Tool

Impersonate | Logged in as JANET M LARSON | Home Sign Qut

Quick Search:

& Help
=8 Salary Cost Transfer
Transfer Nbr: 5000000157 Date of Request: 04/12/2011
Preparer: JANET M LARSON Status: 1 - Working
Routed to: JANET M LARSON
Details of Transfer: [Change] Test Salary Cost Transfer for Beta testing
Employee: [00123456] WASHINGTON, GEORGE Job: FINANCIAL SPEC 3
5 Details | [[)Documentation [ Route for Assistance « Approvals (&) History [ Posting

_______________________________________________________________________________________________________________________________________________________________________________________________________

@ Cancel Transfer + Check for Errors B Save

Send a comment/bug report

/| £ AO| Ergalig 2y [0S & SdlandCost Pransfdetdilsscreen.
e A unique transfer number is assignadd other basic information is displayed in the heading.

e LY 2NRSNJ G2 adl NI ( KABd apay.peyiciET SING  252Spe oMidptiGH alftradsadtiadd in \&IEDNbhis guarantees
GKFG O0KS GCNRBYE aARS 2F GKS GNXyafFSNI Aa O2NNBOG®
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Cost Transfer Tool Impersonate | Logged in as JANET M LARSON | Home Sign Qut

Quicksearch: [ |

& Help

=8 Salary Cost Transfer

Transfer Nbr: 5000000157 Date of Request: 04/12/2011

Preparer: JAMET M LARSON Status: 1 - Working

Routed to: JAMNET M LARSON

Details of Transfer: [Change] Test Salary Cost Transfer for Beta testing

Employee: [00123456] WASHINGTON, GEORGE Job: FINANCIAL SPEC 3
> Details | [ Documentation [ Route for Assistance & Approvals (& History [ Posting

Salary Payment Search

Select the salary payments you wish to transfer. When completed, click the Done button below to move the payments into your salary cost transfer.

1) h
payment End Date: |07/01/2010 ™ 1o [08/30/2011 [ | £ 5B3rC

Select all salary payments

The default for the search criteria is the current fiscal year. Change the date parameters to get older payment results.
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Cost Transfer Tool Impersonate | Logged in as JANET M LARSON | Home Sign Qut

Quick Search:

@ Help
=8 Salary Cost Transfer
Transfer Nbr: S000000159 Date of Request: 04/12/2011
Preparer: JANET M LARSON Status: 1 - Working
Routed to: JANET M LARSON
Details of Transfer: [Change] Test transfer for Salary Cost Transfer
Employee: [00123456] WASHINGTON, GEORGE Job: FINAMCIAL SPEC 3
> Details | [ Documentation [ Route for Assistance « Approvals (& History L Posting
Salary Payment Search
Select the salary payments you wish to transfer. When completed, click the Done button below to move the payments into your salary cost transfer.
5 h
payment End Date: |07/01/2010 [ 5 [06/30/2011 [ # =89E
[ select all salary payments
Pay Period 06/20/2010 to 07/03/2010 $1,873.41 [Legacy Payroll]
Select Employee ID Employee Name Fund Dept Project Program Account Calc ID Amount
[l 00123456 WASHINGTON, GEORGE 101 340270 4 1531 201007600 1,87341
Pay Period 07/04/2010 to 07/17/2010 $1,873.41 [Legacy Payroll]
Select Employee ID Employee Name Fund Dept Project Progran Account Calc ID Amount
[ 00123456 WASHINGTON, GEORGE 101 340270 4 1531 201007500 1,67341

Search result.

42



Cost Transfer Tool

Impersonate

| Logged in as JANET M LARSON |

Home Sign Out

Quick Search:

& Help
=8 Salary Cost Transfer
Transfer Nbr: S000000159 Date of Request: 04/12/2011
Preparer: JANET M LARSOM Status: 1 - Working
Routed to: JANET M LARSON
Details of Transfer: [Change] Test transfer for Salary Cost Transfer )
Employee: [00123456] WASHINGTON, GEORGE Job: FINANCIAL SPEC 3
5 Details | [ Documentation [ Route for Assistance « Approvals (&) History [ Posting
Salary Payment Search
Select the salary payments you wish to transfer. When completed, click the Done button below to move the payments into your salary cost transfer,
oy ma 0 Search
Payment End Date: |07/01/2010 | g |06/30/2011 [0
[0 Select all salary payments
Pay Period 06/20/2010 to 07/03/12010 $1,873.41 [Legacy Payroll]
Select Employee ID Employee Mame Fund Dept Project Program Account Calc ID Amount
00123456 WASHINGTON, GEORGE 101 340270 4 1531 201007600 1,67341
Pay Period 07/04/2010 to 07I17/2010 $1,873.41 [Legacy Payroll]
Select Employee ID Employee MName Fund Dept Project Program Account Calc ID Amount
00123456 WASHINGTON, GEORGE i1 340270 4 1531 201007800 1,57341
Select the pay periods thatrejuNBE U0 NJ ya FSNJ 0 & |dZaS yiaK 1 Késa f{ SA S O-ufef oRIEfD NB LI e YSY U
result.
® Exit Search = Done
{ONRtt R2gy u2 o02002Y 2F tAalu 02 e Ot AO1A
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Thiscreates a set of transfers.

Cost Transfer Tool Impersonate | Logged in as JANET M LARSON | Home Sign O«
Quick Search:
& Help
=8 Salary Cost Transfer
Transfer Nbr: 5000000159 Date of Request: 04/12/2011
Preparer: JANET M LARSON Status: 1 - Working
Routed to: JANET M LARSON
Details of Transfer: [Change] Test transfer for Salary Cost Transfer
Employee: [00123456] WASHINGTON, GEORGE Job: FINANCIAL SPEC 3
5 Details | [ Documentation [ Route for Assistance  « Approvals (& History [ Posting
Pay Period 06/20/2010 - 07/03/2010
1 Dept ID Fund Project Prog Account Class Amount Description b 4
From 340270 101 4 1531 WASHINGTON, GEORGE L]
Uz 101 | | WASHINGTON, GEORGE e
Pay Period 07/04/2010 - 07/17/2010
Dept ID Fund Project Prog Account Class Amount Description b 4
From 340270 101 4 1531 WASHINGTON, GEORGE ]
To 101 | WASHINGTON, GEORGE ho

.......................................................................................................................................................................................................

@ Cancel Transfer + Check for Errors B Save

© Submit for Approval

A

¢CNIYyaFSNI aSdia NBFRe (G2 SYyGSNIySg O2RAYy3A Ay GKS dac2é fAySo

Screen Icon key:
© View more detait, additionaltransactionfields from WISDM are displayed
D opytoallc5 $LJI L5% CdzyRs t NB28OG O2LMASR G2 lff aiG2é tAySa
Dlitct RR | alG2¢ FNESEGENANWBADIARY &
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5 Details | [ Documentation [ Route for Assistance «” Approvals (& History L] Posting

Pay Period 06/20/2010 - 07/03/2010

1 Dept ID Fund

From 340270 101

To
Pay Period 07/04/2010 - 07/17/2010

Dept ID Fund

From 340270 101

To (340270 |

Project Prog Account

4 1551

)

Project Prog Account

4 1531

[ ] NN N T

Example of firstt ¢ #ingenteredr YR G KSy &/ 2 LJ
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Class

Class

0 2

Amount

Amount
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3¢ Salary Cost Transfer

Transfer Nbr: 5000000159 Date of Request: D4/12/2011

Preparer: JANET M LARSON Status: 1 - Working

Routed to: JANET M LARSON

Details of Transfer: [Chanage] Test transfer for Salary Cost Transfer

Employee: [00123456] WASHINGTON, GEORGE Job: FINANCIAL SPEC 3
5 Details | [ Documentation [ Route for Assistance « Approvals (& History [ Posting

Pay Period 06/20/2010 - 07/03/2010

1 Dept ID Fund Project Prog Account Class Amount Description b4

From 340270 101 4 1531 WASHINGTON, GEORGE &

To [101 | | WASHINGTON, GEORGE He
Pay Period 07/04/2010 - 07/17/2010

2 Dept ID Fund Project Prog Account Class Amount Description b 4

From 340270 101 4 1531 WASHINGTON, GEORGE L)

To |]_D]_ | WASHINGTON, GEORGE E‘:l@

B Cancel Transfer + Check for Errors B Save

@ Submit for Approval

When coding has been entered, save, check for errors and $lakamit for Approval.
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Submit for approval will automatically validate the accounty string. In this case there are errors.

Details | [ Documentation ¥ Route for Assistance

Pay Period 06/20/2010 - 07/03/2010

1 Dept ID Fund Project
From 340270 101
Te |030500 101

Y ORGEDIT: Fund-Frogram invalid for Dept

Pay Period 07/04/2010 - 07/17/2010

Dept ID Fund Project
From 340270 101
To 030500 101

% ORGEDIT: Fund-Program invalid for Dept

o Approvals (& History [ Posting

Prog Account Class
1531

1551

Prog Account Class
1531

1531

Oops!Error message when coding does not pass e@iiskingStbmit automatically validates funding.

a7

Amount

1873.41

Amount

1873.41



5 Details | ) Documentation = [ Route for Assistance  « Approvals = (&) History B Posting

Pay Period 06/20/2010 - 07/03/2010

Dept ID Fund Project Prog Account Class Amount

From 340270 101 4 1551

To [ca0500 | —

% ORGEDIT: Fund-FProgram invalid for Dept
Pay Period 07/04/2010 - 07/17/2010

Dept ID Fund Project Prog Account Class Amount

From 340270 101 4 1551

To (o300 | —

4 ORGEDIT: Fund-Program invalid for Dept

: @ Add a pay period

€ Cancel Transfer + Check for Errors B Save

Update Funding anthend / KSO1 T2 NJ 9NNRNE ¢ P
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> Details | [ Documentation [ Route for Assistance « Approvals (& History L[ Posting

Transfer is valid.

Pay Period 06/20/2010 - 07/03/2010

1 Dept ID Fund Project Prog Account Class Amount
From 340270 101 4 1531
To 030500 101 1 1531 15873.41
Pay Period 07/04/2010 - 07/17/2010
Dept ID Fund Project Prog Account Class Amount
From 340270 101 4 1531
To 030500 101 1 1531 15873.41

@ Cancel Transfer + Check for Errors B Save

New funding is validated. You could also Save this feariyou need to do followp for the correct funding.

B Cancel Transfer + Check for Errors B Save

© Submit for Approval

Submit for approval again:

Message is displayed that Transfer has been Successfully Submitted for Approval.
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s Details [ Documentation [ Route for Assistance |« Approvals | (& History [ Posting

+ Required Approvals

2 total signatures required. 2 signatures remaining.

Signature Role For Signed by Signed on
=  Division Representative Division 34
=  Division Representative Division 03

Clicking on approvals tab will display approvals required for the transfer tbrgagh.

stance |+ Approvals | (& History L[ Posting

Who can sign? x

Current person(s) eligible to sign:

+ GEORGE WASHINGTON
w/  * THOMAS JEFFERSON i
« MARTHA WASHINGTON

OK

/I ftAO1TAY3 2y ( KknRretarAsk Bst oDdppfoversifa ik Transfer.
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Who can sign?

Who can sign?

Who can sign?
Who can sign?



5 Details [ Documentation [ Route for Assistance  «" Approvals | (@ History

) History
Event Additional Details
Status Changed Status changed to 2 - Waiting for Approvals.
Created Record was created.

History Tab displays actions for this transfer.

[d Posting

51

Date
4/12/2011 1:26:19 PM ( 0d Oh 3m ago.)
4/12/2011 12:51:33 PM ( 0d Oh 37m ago.)

User

JANET M LARSON
JANET M LARSON
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Impersonate | Logged in as JANET M LARSOMN | Home lign Out

Quil:k.Searl:h:| \/ |

& Help
2% Transfers Routed to Me (4)
Transfer Nbr Created on Owner Details Status
£] NO00D0D150 0471142011 JANET M LARSOM Test Project Transfer 1 - Working
NOQO0001449 0471172011 JANET M LARSOM Test Transfer for FMM 1 - Working
MNOO0000154 04/11/2011 JAMNET M LARSOM Transfer for error 1 - Working
NOQO000155 0471272011 JANET M LARSOMN TEST Transfer 1 - Working
2% Open Transfers | am Tracking (2)
Transter Mhr Created on wner Details Status
H00000015 2 047112011 JAMET M LARSON TEST Salary Cost Tansfer 2 = Waiting for Approvals
SO00000155 04)1272011 JAMET M LAESOM Test transfer for Salary Cost Transfer 2 - Waiting for Approvals

5% Recently Completed Transfers (1)

Mot finding the transfer you're looking for? Search for it

Send a comment/bug report

Open transfes| am tracking are transféhat have been submitted for Approval or routed to another user.
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General Information

1. Transfer number will be available in WISDM in Journal Description. You can search for the transfer by using this number.
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