University of Puget Sound Training Guides
Search for a Transfer Request

Navigate to the Transfer Request Page
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1. Click the Transfer Request menu item
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Search for newly-created or existing Transfer Requests
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1. Enter desired Fiscal Year and Chartfield (optional) criteria. Optionally, you may also search by
Accounting Date, or just look for Completed Requests.
2. Click the Search Button

£ General Homepage Review Transfer Requests

View Training Guides
Transfer Requests - Search Criteria

Fiscal Year: 20243, [ Include Completed Requests? SpeedChart: 107101 -, Office of Finance
Accounting Date: W) Account: =)
ChartField 1: 2
Created By: -
Clesr Approver: -4
Create Mew Reguest
Search Results Personalize | Find | View All | £2/| L.: First ‘4 1-20f2 '* Last
w - Accounting - - . Transfer = Transfer Transfer N
@m,t D e Request Status Created By  Date Submitted Journal ID 70 | Approver

- 00000592 B0/2024 Fending Approval 07/07/2024 10:09:38AM 0000069383 107101 $3.00 107202 jlevesgue
@ |5SR0000118 J06/20/2024 Pending Approval 2 7 107101 $79.23 107101 jlevesgue

1. Click the Magnifying Glass to open the Transfer Request if you are the requester or the
approver
2. Or Click the Request ID link to read the Transfer Request Description
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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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