University of Puget Sound Training Guides
Create Transfer Request — Money Not Spent

Steps to create a Transfer Request when money has not yet been spent:

Click the Financials & Annual Budget Tile

Click the Transfer Request menu item

Click the Create New Request button

Enter the Reason for Transfer, Fiscal Year, and Effective Date

Select the No radio button

Enter the SpeedChart that you want to transfer From, the Transfer Amount, and the
SpeedChart that you want to transfer To

Click the Save for Later button

Optionally, add any Attachments

9. Click the Submit Request button to submit your transfer request for approval

ok wnNPE

o N

Read further for more detailed information about each step.
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Navigate to the Transfer Request Page
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1. Click the Financials & Annual Budget Tile

< Staff Homepage Financials & Annual Budget
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’ Department Search Account Search Project Search Chartfield1 Search SpeedChart Search
¥ Annual Budget
Department Lookup
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1. Click the Transfer Request menu item

Create a New Transfer Request
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1. Click the Create New Request Button

55J Journal Transfer Request X

Help
Request ID: MEW Request Status: Pending Submission Journal Header Status: View Training Guides
Reason for Transfer ransfer Date 2 Has the money

already been spent?
F'Ests Reguest *Fiscal

Year:

1. Enter the Reason for Transfer- use descriptive text see examples below (Feel free to add more
after text similar to below examples)
a. Transfer $100 to support Dept Speaker
b. Transfer $100 to for copy services
c. Transfer fr 107101.63030 to 107100.64520
2. Select the desired Fiscal Year
3. Enter the applicable Effective Date (when field is open/available)
4. Select the No Radio Button

CYes U No

240 characters remaining

Return
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Continue Entering the Transfer Request Details

55J Journal Transfer Request

Request ID: NEW Request Status: Pending Submission Journal Header Status: View Training Guides
Reason for Transfer Transfer Date Has the money
i — already been spent?
Create Reguest J *Fiscal [202¢ ~]
ﬂ Year: Yes Ho

240 characters remaining Effective Date:  08/20/2024

Transfer Line(s) Find First ‘4 10of1 ‘& Last

+[=
Transfer From 1 Transfer | | Transfer To 3
Amount
*SpeedChart: |107101 Cffice of Finance *SpeedChart: 107202 Systems & Databases
Approver: Justine M Levesgue S10.00

Any Additional Information?

Attachments {0}

Return I Save for Later e Submit Request Cancel/Delete Request

Helpf

Search and Select or Enter the SpeedChart for the Transfer From
Enter the Transfer Amount

Search and Select or Enter the SpeedChart for the Transfer To
Enter Any Additional Information (Optional)

Click the Save for Later Button
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Continue Entering the Transfer Request Details and Add Attachment(s)

S5J Journal Transfer Requa

S5R0000119

Helpf

Request ID: Request Status: Pending Submission Journal Header Status: View Training Guides

Reason for Transfer Transfer Date Has the money
i — = already been spent?
Create Request /J 'F\'(E"-a| [202¢ ~|
ear:
Zi Effective Date: 08/20/2024 Yes No

240 characters remaining

Transfer Line(s) Find First ‘4 1of1 ‘® Last
+|[=

Transfer From Transfer Transfer To

i Amount
*SpeedChart: | 107101 C, Office of Finance *SpeedChart: 107202 | Systems & Databases
Approver: Justine M Levesque s10.00
Any Additional Information?
]
i Attachments {0}
4
Save for Later Submit Request Cancel/Delete Request

Return

1. Confirm the assigned Request ID

Attachments can be added to the Request ID after the initial entry has been saved and the Request

ID has been assigned.

2. Click the Attachments Link to add an attachment

Transfe{:}Request Attachments

Help
Request 1D: SSRO000119
Atftachments Personalize | Find | View All | £ Q First ‘4" 10of1 '} Last
File Name *Description User ID Description DateiTime Stamp
View =

Return l Add Attachment |n Save Attachments

1. Click the Add Attachments Button

File Atig gnt

m tachment for Testing. pdf

9

1. Browse and Select an Attachment
2. Click the Upload Button

Continue Entering the Transfer Request Details and Add Attachment(s)
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Transfer Request Attachments %
Help
Request ID: SSRO000112
Attachments Personalize | Find | View Al | 2| B Fist ‘4 10f1 ‘* Last
File Name o'DEEDription User IO Description DateiTime Stamp
Attachment_for_Testing. pdf 'Ssmpl& Attachment I ?ggg‘:ﬂ;}‘] i=k
Return Add Attachment I S_s\:E Attachments B

1. Add a Description
2. Click the Save Attachments Button
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Continue Entering the Transfer Request Details and Submit Request

55J Journal Transfer Request
Helpf

Request 1D: S5RO000119 Request Status: Pending Submission Journal Header Status: View Training Guides
Has the money

Transfer Date
already been spent?

Reason for Transfer
sFiscal (2024 ~)

Create Request / v
é ‘ear. .
Effective Date:  06/20/2024 Yes He

240 characters remaining

Transfer Line(s) Find First ‘4 1of1 ‘* Last
+[=
Transfer From Transfer Transfer To
i Amount
*SpeedChart: | 107101 € Office of Finance *SpeedChart: 107202 |0 Systems & Databases
Approver: Justine M Levesgue s10.00

Any Additional Information?

Return Save for Later I_ Submit Request 9 Cancel/Delete Request

1. Confirm that the Attachments Link has been updated with the correct number of attachments
2. Click the Submit Request button to submit your transfer request for approval

Message

Request has been Submitted as Journal 0000068388 (21001,16)

“four transfer request has been submitted for approval. Onee approved, it will be reviewed by Office of Finance. You may be contacted for more information.

1. Click OK to acknowledge the confirmation message and return to the Transfer Request Landing

Page

— End of Job Aid —
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Tips and Tricks:

Request Statuses:
1. Pending Submission - can only be deleted by the Created By user
Submitted
Pending Approval
Approved
Denied
Completed
Canceled
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