University of Puget Sound Job Aid

Create Transfer Request — Money Spent

Steps to create a Transfer Request after money has already 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 Yes radio button

Select the Source Doc magnifying glass to search for the source document where the money
was spent

7. Enter the Transfer Amount, SpeedChart, and Account that you want to transfer To
8. Click the Save for Later button

9. Optionally, add any Attachments

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

ok wnNPE

Read further for more detailed information about each step.

Skip to Tips and Tricks on page 9 to find out how to initiate a Transfer from the Budget Inquiry pages!
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Create Transfer Request — Money Spent

Navigate to the Transfer Request Page
@

Staff Homepage ~

—
@© tovortime @ R Mamager
n HR Staft R , HR W

Campus News & Announcements

Faculty/Stalt Directory

m Upcornig Events @ Submita caRe

Financials & Annual Budget

®

Person Lookup

Facilites and Dining Campus Resources for Staff

T riT

1. Click the Financials & Annual Budget Tile

Staff Homepage

Financials & Annual Budget

<= Chartfield Value Lookup

Annual Budget
Department Lookup

¥ Carryover Projects
Department begins with: ||

T~ Grants and Projects eS|
Description contains:
5 Transfer Request

1
- Purchasing & Payables Inguiry ’

1

- My Workiist

My Requisitions

¥ Create Reqguisition

Department

T~ Requisition Inquiry count Search Project Search

T~ Purchase Order Inquiry

s | ‘ Department Search Account Search Project Search Chartfield1 Search SpeedChart Search

m e

hartiield! Searc SpeedChart Search

1. Click the Transfer Request menu item
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£ Staff Homepage Financials & Annual Budget

T Chartfleld Value Lookup

View Training Guides
Transfer Requests - Search Criteria

i Annual Budget Fiscal Year: 2025|Q Oinclude Reg H SpeedChart Q
Accounting Date: " Account: Q,
ChartField 1: Q

i Caryover Projects

Search Clear

i Grants and Projects
o

] Transfer Request

= Purchasing & Payables Inquiry

T My Worklist

1. Click the Create New Request button

Enter the Transfer Request Details

< Staff Homepage Financials & Annual Budget
i ottt Ve Lookup b
Transfer Requests - Search Criteria
= Annual Budget Fiscal Year: 2023Q [ include Completed Requests?  SpeedChart a
Accounting Date: ] Account: Q
Sl ChartField 1: (<Y
Seartn Glear
T Grants and Projects
Create New Request
[ Transfer Request
& Purchasing & Payables Inquiry
SSJ Journal Transfer Request x
£ My Workiist e
. RequestiD:  NEW Request Status:  Pend Journal Header Status View Training Guides
£ My Requisitions
Reason for Transfer Transfer Date Has the money
already been spent?
£ Create Requisition I /J Fiecal Year: - .
Z  -rrective Date D ves § N0

54 chararters remaming

4

T Requisition Inquiry

Retum

i Purchase Order Inquiry
i Temporary Requisition Approver

i Wels Fargo P-Card Portal

i Forms

1. Enter the Reason for Transfer - use descriptive text see examples below (Feel free to add more
after text similar to below examples)
a. Reclassify P-Card exp $ Alaska Air 03/13/24
b. Reclass Currency Conversion F 11/24/23
c. Reclassify 107101.63030 to 107100.64520
2. Enter the applicable Fiscal Year
Enter the applicable Effective Date
4. Select the Yes Radio button

w
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Continue Entering the Transfer Request Details

$8J Journal Transfer Request

Request ID: NEW Request Status:  Pending Submission Journal Header Status:

Reason for Transfer Transfer Date

Create request Fiscal Year:

A

*Effective Date:
240 characters remaining

Transfer Line(s)

Transfer From

*Source Doc:
*SpeedChart

5

Account
Chartfield 1:

Any Additional Information?

Hstum Save for Later Submit Hequest

1. Select the Source Doc Magnifying Glass

025

08/01/2024

Find

Wiew Training Guides

Has the money
already been spent?

Yes No
First ‘& 1001 ‘&' Last
] [=
Allachments {0}

Helg

Helpy

PwnNE

Select the Search button

554 Journal Transfer Request
Request ID: NEW Request Statiis: Pending Submission Journal Header Status: View Training Guides
Reason for Transfer Transfer Date Hasthemoney .
Lookup Criginal Source Document
Creale Req
Help
240 characlf = Search Criteria
“Eiscal Year 2024 Fund Code: 10 Educational & Genr Operating
Transfer Li “SpeedChart: 5] of Finance Department: 7101 Office of Finance
ranated  “account < 2 - Froject:
“Source O
“speedci] Clear
Account: 4
Chartfiel Tt
Any Addi
‘ Z|
Return Save for Later Submit Request CancelDelete Request

Search and Select or Enter the SpeedChart of the Original Source Document
Search and Select or Enter the Account of the Original Source Document Transaction Line
Optionally, Search and Select or Enter the Chartfield1 of the Original Source Document
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Lookup Original Source Document

Search Criteria

‘Fiscal year: 2024

“Speedchart | 107101
*Account: 61015
ChartField 1:

Search

Search Results

Source Doc

Salact Type

Select

Joumsal

Select | Joumal
Select | Joumnal
Select | Jounal
Select | Joumal
Select | Journal
Select | Joumnal
Salect | Joumnal
Select | Jounal
Return

1. Click the Select button for the desired Source Document ID

Status

Avallable

Available

Available

Availabie

Available

Avallable

Avallable

Available

Avallable

Avallable

Available

Qy, Ofice of Finance

QU omee supples

Q

Clear
Source 1oy
Document Invaice
n Humber

0000066442

0000066834

D00006E6E34

O0000EE0T7

0000069169

00D00EI169

0000069169

0B/28/2023

10/30/2022

MEB20Z3

Fund Code: 10
Department: 7101

Project:

Date

Personalize | Find | View All | L2

Reference

COMMEncia

Commercia

Commercia

COMmmercia

COMmmercia

COmmentia

COMMEntia

Commercia

COMmmergia

COMmmert

Commerciz

Educational & Gennl Operating

Office of Finance

First

Card Expense Report

Card Expense Report

Card Expense Repaort

Card Expense Report

Card Expense Report

Card Expense Repart

Gard Expense Report

Card Expense Report

Card Expense Report

Card Expense Report

Car nse Report

Note: Create one Transfer Request per Source Doc Type

4 1Mof11 b Last

Description  Amount

Cdp Bus Sol

Wep

1.901.020

4.790

67 950
1
National
Print +promo. 100.990
105¢24
WMkip .
=7
Usozrama ST
Amen Medp o
Usoznaps 18300
dp Bus Sol
Lic # 101 57 500
02/28/24

Help
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Create Transfer Request — Money Spent

Continue Entering the Transfer Request Details

58J Journal Transfer Request

Request ID: HEW

Reason for Transfer

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

Transfer Date Has the money

already been spent?

Create request / *Flscal Year: 2024
- Z Effective Date: DE/IZ024 es He
240 Characters remaning
Transfer Line{s) Find First ‘4 1011 "k Last
[+
Transfer From Transfer Transfer To ]
= Amount . 6
*Source Doc: 0000065158 | Odp Bus Sol Lic # 101 08/24/23 1 *SpeedChart: [O7T107_JCy e of Finance
*SpeedChart: | 107101 Office of Finance *Account: E1020 ) C nputer Supplies
Account: 51015 Office Suppiies Chartfield 1: | —
Chartfield 1: Approver: Justine M Levesque

Any Additional Information?

Attachments (0)

Refurn 1

Save for Later o Submit Request

1. Review and accept or update the Transfer Amount

(Maximum transfer amount allowed is the amount of the Source Document or Source Document

less any other related Transfer Request Amounts)
2. Search and Select or Enter the SpeedChart in the Transfer To section
3. Search and Select or Enter the Account in the Transfer To section

Note: if amount is less than original, Account field will no longer display
4. Optionally, Search and Select or Enter the Chartfield1 in the Transfer To section
Note: if amount is less than original, Chartfield1 field will no longer display

5. Enter Any Additional Information (Optional)
6. Optional, Click the Plus to add additional Transfer Lines
7. Click the Save for Later button
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Create Transfer Request — Money Spent

Continue Entering the Transfer Request Details and Add Attachment(s)

Request |D:

S5J Journal Transfer R

Creale request

Any Additional Information?

q

SSRO000118

Request Status; Pending 3ubmission Journal Header Status: View Training Guides

Reason for Transfer Transfer Date Has the money
already been spent?
*Fiscal Year: 2024 v
% Yes No

Effective Date: 06/30/2024

240 characters remaning

Transfer Line(s) Find First ‘& 1of1 ‘& Last
Transfer From Transfer Transfer To +l=
- Amount
“Source Dog: |OD00DES1SE |G Oop Bus Sol Lic # 101 08/24/23 -speedChart: 107101 |Q omce of Finance
“SpeedChart: A Office of Finance 57023 “Account: 61020 Q Computer Supplies
Account: E1015 Office Supplies Chartfield 1: a
Chartfield 1: Approver: Justine M Levesque

Attachments (0)

1.

Refum

Save for Later Submit Request CancelDelete Request

Confirm the assigned Request ID

Halp

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

Transfer Request Attachments

Help
Request ID: SSROG00115
Attachments Personalize | Find | view Al | & | B8 First ‘4 1011 ‘& Last
File Mame  "Description User 1D Description Data/Time Stamp
View L

Return [ Add Attachment o Save Altachments

1.

Click the Add Attachment button

File At

Upload |

Attachment for Testing.pdf

ancel

1.
2.

Browse and Select an Attachment
Click the Upload button
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File Name

University of Puget Sound Job Aid

Create Transfer Request — Money Spent

Transfer Request Attachments
Help

Request ID: SSRO000118
Personalize | Find | View al | & | & First ‘&' 1011 ‘&' Last

Attachments

*Description ] Description Date/Time Stamp
Attachment_for_Testing. pef l.-!.ltacnn'{-nd 0B/07/2024 2:21:16PM =]
Return Add Aftachment I Save Aftachments e

1. Enter the Description
2. Click the Save Attachments button

SSJ Journal Transfer Request
Hel|

Request ID: SSR0000118 Request Status: Pending Submission Journal Header Status: View Training Cuides
Has the money

Transfer Date
already been spent?

Reason for Transfer

Create request "Fiscal Year: (oA
— Y Effective Date:  06/30/2024 DYes, L
240 characters remaining
Transfer Line(s) Find First & 1of1 b Last
+| (=
Transfer From Transfer Transfer To
< an NRITIAD Amount ) ~
“Source Doc: | O0CDOES15S X Odp Bus Sol Lic # 101 08/24/23 speedChart: 107101 (@ offce of Finance
“SpeedChart: 107101 Office of Finance $7973 “Account: 81020 |Q computer Supplies
Account: 61045 Office Supplies Chartfield 1: Q
Chartfield 1: Approver: Justine M Levesque

Any Additional Information? 1
P Gars 3
4
Save for Later I Submit Request CancelDelete 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

Return

Message
Request has Deen Submitted as Journal 0000069397 (21001.16)

¥our transfier reaeest has been submitted for approval. Once 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

Updated 10/11/2024 Page 8 of 15



University of Puget Sound Job Aid

Create Transfer Request — Money Spent

Tips and Tricks:

Steps to create a Transfer Request directly from Budget Inquiry:

Click the Financials & Annual Budget Tile

Click the appropriate Annual Budget, Carryover Project, or Grants and Projects menu item
Search to find desired budget code

Click magnifying glass next to Operating and Capital Expense

Click Actuals link on the expense account containing the transaction you wish to transfer
Enter the Reason for Transfer

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

Click the Save for Later button

. Optionally, add any Attachments

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

LNV R WNPR

Read further for more detailed information about each step.
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Create Transfer Request — Money Spent

Navigate to Budget Administration

Staff Homepage *

~ - e
(O] @ & ®
5 ) !O Yo saring
Camgus News & Asocuncements Pursce Lockup
PNETS —r— s Revources for Staf
Q o
T ‘f uu
E Jpcommg fves o
Financials & Annual Budget
Chartfeld "aloe Lockup Annual Budgets
7 1D
" Annual Budget Busiget Lookup
Fusd Code 3 I'.-.-..----a-- 1 I Project 1 Budget Year 200
Cairyaradi Progss

S4arch T

Gramits mnd Projeces

1. Navigate to the appropriate Budget button on the left hand menu
a. Annual Budget, Carryover Projects, or Grants and Projects

2. Input Department number and click the Search button to open appropriate budget inquiry
a. Input Project number if Carryover Projects or Grants and Projects page
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Fund Desoription:

Diepartment: 700" Department Dencr Office of Fmsnce
Project: Frosect Descripbon:
Budget Year; 2008 Correrdt Date; DO0RGHIS
Aooeunl Dascnphan il ErimpreTan '"m|mm| [
| B Gonpeceson .50 6.0 (1]
al N Sang # n & s &
2 IR et Expanss g A A
| Total LI fuid G0

1. Click on the magnifying glass next to Operating and Capital Expense
2. Click on the Actuals link on the expense account containing the transaction you wish to transfer

Account Account Description Budget Actual Em
1 G011 Consukants 12,200.00 0.00
2 do4 Audit Services 178,000.00  -24575.00
3 80015 Recycing Serices T.800.00 1,302.00
4 80023 Cutsourced Sanvices B,000.00 22,303.39
5 60100 Other Sarvices & Fees 1,250.00
A A1 Incirurt & Resnnrrs Materials A0 nn i nn
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1. Onthe line of the item you’d like to transfer, click the Transfer button

Begin entering the Transfer Request Details

Request 10 NEY Request Status g S JOurnal Heaaer Statvs

Transfer Roguest

Reason for Tranafer Tranafer Date Has the money

already been spent?
Fiscal Year

vy »
Etfective Date " o

Transfer Line{s) nd # A Tet

Tranafer From
Source Doc
*$peedChart

Account

Amount
7 Y France COTY
arifield 1 r MLy
Any Auditional informaton? ?
AT DTS 10

I Shve o Littey a Suet Ruoguest

Start by inputting the Reason for Transfer in the blue box above

Review and accept or update the Transfer Amount
(Maximum transfer amount allowed is the amount of the Source Document or Source Document
less any other related Transfer Request Amounts)
Search and Select or Enter the SpeedChart in the Transfer To section
Search and Select or Enter the Account in the Transfer To section

a. Note: if amount is less than original, Account field will no longer display
Optionally, Search and Select or Enter the Chartfield1 in the Transfer To section

a. Note: if amount is less than original, Chartfield1 field will no longer display
Enter Any Additional Information (Optional)
Optional, Click the Plus to add additional Transfer Lines
Click the Save for Later button
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Continue Entering the Transfer Request Details and Add Attachment(s)

SSJ Journal Transfer Reg
eip)
Request ID SS e Request Status Pending Submssion Journal Header Status View Training Guices
Reason for Transfer Transfer Date Has the money
already been spent?
"Fiscal Year: 2024 ~
7| | emecuvepate: 083072024 . e
) CNAraciers remaning
Transfer Line(s) Find Fi 1of1 Lasl
3=
Transfer From Transfer Transfer To
i Amount

*Source Doc: 0000086152 X Odp Bus Sol Lic # 101 08/24/23 *SpeedChart: 107101 |Q  oOfrce of Fi

*SpeedChart: 10 *Account 61020  |Q  computer

Account Chartfield 1 Q

Charthieid 1 Approver:

Any Additional Information?

i3
W
Return Save for Later Submit Request CancelDelete Request

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

Transfer Request Attachments

Helg
Request ID: SSRO00011S
Attachments Personalize | Find | view an | & | B8 Fist ‘& 1011 ‘& Last
Filo Nama  “Description User 1D Description Date/Time Stamp

e
Return [ Add Altachmenl o Save Attachments

1. Click the Add Attachment button

File At 1 nt
Attachment for Testing.pdf

1. Browse and Select an Attachment
2. Click the Upload button
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Transfer Request Attachments

Request 1D SSRO000118

Attachments

Personalize | Find | View All | &7 | &8 First & t1or1 % Last

Return Acd Attachment | Save Altachments e

1. Enter the Description
2. Click the Save Attachments button

SSJ Journal Transfer Request

Request ID: SSR0000118 Request Status: Pending Submssion Journal Header Status: View Training Guices
Reason for Transfer Transfer Date Has the money
already been spent?
Create request y "Fiscal Year: M -v
Z Effective Date:  06/3072024 ® Yos No
240 characters remaning

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

3=
Transfer Transfer To
2 S igeses Amount = 2
*Source Doc: OU000ES1ES A, Odp Bus Sol Lic # 101 0824723 *SpeedChart: 107101 'Q  omce of Finance
*SpeedChart: 107101 $7923 *Account: 61020 Q  Computer Supplies
Account: 1 Charttield 1 Q
Chartfield 1 Approver: Justine M Levesque

Any Additional Information? 1
=

.
Save for Later l Submit Request CancelDeiete 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

Retumn

Message

Reques! has been Submilled as Journal 0000069397 (21001.16)

Your transfer 1 | has been submitted for approval. Once 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

Request Statuses:
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Pending Submission - can only be deleted by the Created By user
Submitted

Pending Approval

Approved

Denied

Completed

Canceled

NouswnNe
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