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Guide for How to Complete a Cost Transfer:
There are three ways to complete cost transfers on sponsored projects.

1. Electronic Cost Transfer in EIS known as a CT
2. ePAR completed in the HR platform of EIS for payroll transactions
3. Manualjournal requests for cost transfers that cross a fiscal year.

This guide will show how to enter a cost transfer for each scenario and how the approval of
each request flows.

Electronic Cost Transfers in EIS-CT

Cost Transfers done in EIS also know as a CT are completed in the PeopleSoft Finance
module.

In EIS, a user may request a new Cost Transfer, review an already created Cost Transfer and
approve or deny the Cost Transfer depending on your role in the system. In this instruction
we will outline the functionalities available to campus users.

When to use a Cost Transfer.

1. A Cost Transferis used to correct an expense, in whole or in part, that was
erroneously charged to a Sponsored Project or Department Account. When using a
CT, a sponsored project must be used on at least one side of the transaction (“Move
To” or “Move From”). A sponsored project may be used on both side of the
transaction but not a department chartstring on both sides.

a. Example: A Pcard was used to purchase lab supplies, and the expense was
incorrectly charged to the department instead of the sponsored project. ACT
is used to move the expense from the department to the sponsored project.
Corrections to payroll transactions cannot be requested through this
process, and will be discussed later in this guide under ePAR or Manual
Journal.

2. To correct the GL expense account that was assigned to a transaction. For example,
an expense was classified as Lab Supplies (GL account 53071) but should have
been classified as a Participant Cost (GL account 51621).

Cost Transfer Rules
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In the EIS online Cost Transfer system there are rules that are built in to the system for what

is allowable in the cost transfer. This will ensure that cost transfers are not creating journals
in the system that are not valid.

1.

Transactions must be between departments within the same UNT system institution
(You cannot make a transfer of an expense between other system locations such as
UNT Health or UNT Dallas etc.) and it must involve a sponsored project. If no
sponsored projectis involved, then a CT should not be used.

Move From Move To
Sponsored Project (NGRCT) e Sponsored Project (NGRCT)
e Discretionary Project (NDISC)
e Department (DEPT)
Discretionary Project (NDISC) Sponsored Project (NGRCT)
Department (DEPT) Sponsored Project (NGRCT)

All cost transfers will involve either 5 or 8 expense accounts, excluding: B5010
(Salaries and Wages), B5050 (Payroll Related Costs), B5400 (Depreciation &
Amortization), B5440 (Interest Expense), B5811 (Asset Retirement Obligation
Expenses), B5800 (Adjustments), B5810 (Lapsed Appropriations), B5820 (Other
Nonoperating Expenses), B7000 (Transfers).
Cost transfers can interchange with the same 5 general ledger expense account, or
a different 5 general ledger expense account. When moving an expense from an “8”
general ledger expense account, the same “8” general ledger expense account must
be used on the “move To” side of the transaction. These are primarily services
provided within the institution and are considered interdepartmental charges.
a) btothesameb
b) 5totadifferent5
c) 8tothesame8only
Cost transfers for AP Journals involving state appropriated funds (fund cats 105 and
106) cannot be requested through this process. Please consult with your sponsored
projects office for guidance.
a. Forabetter understanding of the account types here are what the accounts
start with.
i. 1-Assets
ii. 2-Liabilities
iii. 3- Fund Balance
iv. 4-Revenue



v. 5-Expenses

vi. 6-InternalIncome
vii. 7-Transfers
viii. 8—Internal Expenses

How to add a new CT into the EIS system:

Go to the Navigation tab in EIS (Finance) — Campus Self -Service — Transfers (Budget, IDT &
CT) - ABA IDT CT Entry will be the final selection to open the page.

If the cost transfer button is grayed out, this means you do not have system access granted
for this role and it will needed to be requested by sending an email to
GCAPostaward@unt.edu

ABA/ID/CT Entry

ABA/IDT/CT ENTRY
What is ABA or IDT?

Why should you use an ABA, an Interdepartmental Transaction {IDT) or Cost Transfer(CT)? Each form allows for the correct recording of
the requested transaction and ensures that all of the proper approvals are recorded
THIS DOES NOT INCLUDE TRANSACTIONS ACROSS BUSINESS UNITS, LE. MOVING FUNDS FROM UNT TO SYS, ETC.

An ABA is used for:

1. A transfer of funds within the same chartstring but
between different D-level budget accounts.

2. A transfer of funds using the 700 series transfer codes.

3. Budget revenue from a 4x00¢ or Bxo00¢ series account to
an A or D-level expense budget account

4_ A transfer of funds using A or D-level budget accounts.

Click here to enter or edit an ABA

ABA Form

A Cost Transfer is used for:

1. A comection of an expense, in whole or in part,
erroneously charged to a Sponsored Project and or
Department Account to be appropriately allocated to
another Sponsored Project and or Department Account
with sufficient justification attached.

2. This cost transfer tool is specifically for use where at

least one of the accounts must be a Sponsored Project,
extramurally funded account.

Click here to enter oreditan CT

An IDTis used for:

1. A charge of all or part of a specific expense paid by one
department and allocated to another department(s) (i.e. an event,
copier charges, parking tokens, etc )

2_ A charge of a good/service provided by a department for another
(i.e. CPR, background checks, rentals, efc.)

Types of IDT:

IDT - INTERDEPARTMENTAL ORDER

This form is to be used for an exchange of goods and/or services
between Departments within the same Business Unit within the
current fiscal year.

BX3XX and 8XXXX must be a related pair of internal accounts.
The pair is dictated by the BXXXX revenue account.

IDT - ACTUALS TRANSACTION RECLASSIFICATION

This form is to request correction or reclassifications of ACTUAL
transactions between Dept. chartstrings within the same
Business Unit within the current fiscal year.

Payroll expense reclassifications must be processed on an ePar.
Transfers (7XXXX)} must be processed on an ABA through the
Budget Office.

Sponsored Grant reclassifications must be processed on a "Cost
Transfer" for through the Office of Grants & Contracts.

Click here to enter or edit an IDT

IDT Form

Make sure the business unit says NT752 and select the Add button
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Cost Transfer Entry

Add a New Value

*Business Unit |N

*Gost Transfer Id [ NEXT

A blank Cost Transfer Form will display

| Cost Transfer Entry H Errors |

Project Cost Transfer Form

Business Unit NT752 CTID NEXT Last Update User ID __ PrintForm \
Entered By 0 Status Open Last Updated On
*Phone Number ] Amount $0.00 De ipti |
Entered on 05/18/2020 *Select Dept/Proj
Cost Transfer Transaction Lines Find | View Al First ‘4" 10f1 ‘» Last
Line No Line Status Open *Amount I"&:I:d Jrnl Q ;:f::ence HE
ReflLn Jrnl Ref Ref Jrnl Posted Ref Descr
Amt Dt
CTJml CT Jrnl Dt g::cr:ll Ln
*Cost Transfer Line ‘ Central Office C
Move From Move To
SpeedType Key Q
Account *Account Q
DeptiD *DeptiD Q
Fund Cat *Fund Cat Q
Fund *Fund Q
Function *Function Q
Program Program Q
Purpose Purpose | Q
Site Site Q
PC BU PC BU Q
Project ID Project ID Q
Activity Activity Q
Attachments Personalize | Find |&7] B First & 10f1 ® Last
Number File IExishng Comments |Add Comments |Add Attachment
| \ | “add Atachment| | #]
[ Save and Validate | CFValid Status ot Checked
| save &Preview Approvals | | Submit for Approval | [ Recycle ] Delete | e —

| = Notify || &2 Refresh

Cost Transfer Entry | Errors




Enter all necessary information to complete the form:

Phone number - of the person entering the form

Description - This description is for all lines of the CT so it should be general but also
descriptive. Itis also limited to 30 characters. Example Conference Expenses or Lab

supplies

Select Dept/Proj - This selection should reflect where the expense was originally charged
or the “Moved From” side of the form.

o If“department” is selected a look up field will appear so that you can search for the
department number, or you may key-in the department number.

Cost Transfer Entry Errors

Project Cost Transfer Form

Business Unit NT752 CTID NEXT Last Update User ID Print Form
Entered By 0 Status Open Last Updated On

*Phone Humber Amount 30.00 *Description

Entered on 0511812020 I"EE’IECI Dept/Proj | Depariment .. | Department E

o If“Project” is selected there will be two look up fields that will appear. Select the PC
business Unit (for UNT itis NGRCT) and then the project number GXXXXXX.

Cost Transfer Entry Errors

Project Cost Transfer Form

Business Unit NTT752 CTID MEXT Last Update User ID Frint Form
Entarad By Status Open Last Updated On

“Phone Number 940/369-5454 Amount 50.00 *Dascription Lab supplies

Entered on /182020 [eeiectoeptora [Froeer 1] pc B NERCT E Project [2F20073 El

Select Jrnl Info - You will need to select the journal that you wish to transfer the expenses
from. This has a filter you can use —Journal ID and Posted Date

Fosied daie defaulis o 80 days prior. Seleci a dale wp io one year prior and click “Apply Filber" to
sox older rmnsactions. The Journal [0 Is ot required, but can be keyed f & s known.

v

T ] eTm SHE s
T Reors Filer
T . % Postd Dana aaes W Gl File

s Tpan

"Phane Hurer BRAALE Amaunt b0

Enieesd an [N “Eerlect MagriPrs) [Frama NE

Lme Ko Lme Satus Dzen  “Amount Setrctmi nio

Fowl Ln Jral Ret R Jert Postied MULL
ot

CTJmi CTdmio



Enter the Amount for the cost transfer — up to the amount of the selected journal line.

e Youdon’t have to transfer the enter cost if the intent is to split the cost between
more than one line.

Cost Transfer Entry . Errors |

Project Cost Transfer Form

Business Unit NT752 CTID NEXT Last Update User ID Print Form
Entered By 4] Status Open Last Updated On
*Phone Number Amount 20.00 *Description
Entered on 0SME2020 Select Dept/Proj PC BU[NGRCT |y Project|GFaonTa Q
Cost Transfer Transaction Lines Find | Wiew Al First ‘4’ 1of1 '} Last
Line No 1 Line Status Open | *Amount5.00 | Select Jrnl X Trans 2020- Jrnl: PG00132888 Ln: 621 (=]
Info Reference
RefLn 51405 Jrnl Ref 108858723 Ref Jrnl Postedn2/25/2020 Ref Descr  PAYPAL-Lab Suppliss
Amt T Dt
CT Jrnl CT Jrnl Dt CTJralLn
Descr

Enter the Cost Transfer Line Justification — This is a very important field as this is what

audit will look at to determine if the reason for moving onto or off a grant was justified along
with the attached documentation.

e The first 25 characters in this field will appear on the cost transfer journal and be
displayed in PowerBl and in the General Ledger.

Cost Transfer Transaction Lines

Find | View All First ‘4’ 1of1 "B Last
Line No 1 Line Status Open *Amount |5.00 SelectJrnl Info Q ngg?ance 2020~ Jmnl; PGO0132993 Ln: 621 ﬂ j
Refln $14.05 Jrnl Ref 108286724 Ref.drnl Posted 03/26/2020 Ref Descr  PAYPAL-Lab Supplies
Amt ) Dt _
CTJml CT Jrni Dt LrJmin
Descr
LCostTransfer Line Justiﬂcationl Central Office Comments

Examplz - Supplies charged in error to the wrong Projil. PCard holder was
awven incomedct funding source when placing the order.

At this point the “Moves From” section of the form should be filled in with the appropriate
values from the selected journal transaction and is not editable.

Enter the “Move To” values - This is the chartstring of where you would like to charge to
“move to” the required fields are denoted with an asterisk.

e If movingto a sponsored project the “SpeedType Key” will populate the needed
chartstring from the GXXXXXX project number. For department chartstrings itis
necessary to enter the chartstring manually.



Move From

Account

Deptin

Fund Cat £

Fund

Funcuon 2

Program
Purpose
Sita

PC BU
Project ID
Activity

NGRCT
GF30073
10

Lab Suppliss
IWechanical & Energy Enginser
Sponsored Restricted-Projects
Federal Direct

Fesearch-5ponsared

University of Morth Texas
EMN18-0041 Chaoi
GMN19-0041 Choi

Maove To
SpeadType Key | CF70034
“Account 53071
*DeptiD| 130330
*Fund Cat 400
“Fund | 190000
“Function 200
Program
Purpose
Site
PC BUNGRCT
Project ID|GF70039
Activity| 101

G O PP ODPPPH S

|
-

8 ppH

Materials Science & Engineer
Sponsored Resfriced-Projects
Federal Direct

Research-sponsored

Univarsity of Morth Texas
GMN428-D330 Choi

GN18-0390 Choi

Answer the pop-up questions asking you to explain changes made.

Question 1: Why was the transferring expense charged to the original Project/DeptID?

e Please select from the drop-down list and if selecting the option of “other” provide
the reason in the open-text field.

Question 2: How does this charge benefit the receiving project?

e This questionis presented only if there is a SpeedType in the “Move To” section —

This is a required field if presented and is presented in free open-text format. Please

be aware that this is used by audit to determine allocability of the cost transfer when

evaluating the CT requests.

Question 3: Why is the cost transfer being requested more than 90 days after the

journal/occurrence date of the original transaction?

e This questionis presented only if the transaction is 90 days old or more. When
presented itis arequired field and is in open-text format.

Question 4: What corrective action has been taken to eliminate the need for a late cost
transfer of this type in the future?

e This question is presented only if the transaction is 90 days old or more and when
presented is a required filed and is in open-text format.

Save the cost transfer- select the save and validate button at the bottom of the form to
complete this action.

If there are any errors detected a second tab will appear that shows Errors —if no errors are

detected the status of the CT will change to “open” and the CT ID number is now assigned.




After the “Save and Validate” button is selected and processed without errors, the “Save &
Preview Approvals” button becomes available. This allows users to see the approval
workflow - if an error indicates that the approver does not have the cost transfer approval
role, reach out to GCAPostaward@unt.edu to request assistance.

After the workflow is reviewed, the requester can click the Return to Entry Page link to
return to the Cost Transfer Entry main page. Now you can add any additional lines or
proceed with adding supporting attachments and submitting for approval.

*** adding additional lines:

Cost Transfer Entry Errors

Project Cost Transfer Form

Business Unit NT752 CTID 0000000020 Last Update User ID
Chester Eric Shea Status Open
Entered By (e220002) P Last Updated On 05/18/2020 3-04-53PM
*Phone Number 940/369-6454 Amount $5.00 *Description Proj to Proj under 90
Entered on 0518/2020 *Select Dept/Proj PC BU|NGRCT |@  Project |GF40123 Q
Cost Transfer Transaction Lines Find | View 1 First ‘&' 1-20f2 & Last
Line No 1 Line Status Open  *Amount 35 00 Select Jrnl Info 4 Trans 2020- Jrnl: AP00129973 Ln: 2238 + =]
Reference
RefLn g5 440 00 Jrnl Ref 00720737 Ref Jrnl Posted 02/19/2020 Ref Descr  Bus Rental for Retreat - Kicko
Amt Dt
CT Jrnl CT Jrnl Dt CTJrnlLn  20-justification goes here

Descr

If you need to add additional lines please click the plus sign on the right-hand side of the
cost transfer transaction lines as shown above. This will NOT add a new header but will add
additional cost transfer lines to allow for the transfer of multiple journal items.

Because the header does not change it should remain relevant to all lines of the cost
transfer. If a line is not related to the header please enter a new CT transfer.

Add supporting attachments (required documentation)

You should attach supporting documentation to all cost transfer requests. Documents can
be added after the CT is submitted but documentation cannot be deleted unless the CT is
recycled. Documentation could include the following items:

1. Originaljournals excel download - Always

2. Additionaljustification - if needed

3. Originalreceipts for charged items - if moving onto an award
4. Documentation of split funding reasoning — if splitting funds

Submit for Approval

Once submitted for approval the transaction will enter into workflow and the status
changes to “Pending Approval”
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At this time the preparer can “Recycle” the cost transfer while it is in “Pending Approval”
status, as long as any one line has not been fully approved. Recycling takes the cost
transfer out of the approval workflow and allows the preparer to edit and resubmit if
corrections are needed.

APPROVER INSTRUCTIONS:

As the CT goes through workflow the first approver will receive an email from
ElSfinsys@untsystem.edu this will have a link for approving the CT. The approver can also
log into FS (Peoplesoft Finance) to approve this directly from their Worklist.

Favorites v Main Menu > Worklist » > Worklist

Home

akl0103 on FSDV (ps-fsdv-app02.its.unt.edu) - Development

ENTERPRISE
‘EIS INFORMATION  05/26/2020 07:53:31 (d/b refreshed as of 02/10/2020 12:49pm) All | search 7 | Advanced Search
Worklist
Worklist for akl0103: Lund,Amie Kathleen
. workisteers] ] ) ress
Worklist Items Personalize | Find | viewall | 20| B First ¢ 13013 2 Last
From Date From Work Item Worked By Activity Priority Link
CST_ Authorzation, 596, NT752
Chester Eric Shea  05/22/2020 Approval Routing Approval Workflow o e,
GBGM CST TR ID0000000040
CST_ Authorzation, 603, NT752,
Chester Eric Shea  05/22/2020 Approval Routing Approval Workflow %msz
CST Authorization, 608, NT752,
ChesterEric Shea  05/26/2020 Approval Routing Approval Workflow A .,
GBGM CST_TRF 1D:0000000042

When either going through the link or going directly to the worklist — clicking on the selected
CT will open the item for review. Please remember to check the cost transfer line count
to review all lines and not just the first one in the CT.

Please review the CT justification as well as the answers to any of the questions that were
presented for the preparer to ensure that the CT is valid and should be approved.

Adding approvers to the workflow

If there is someone that is not in the approval workflow that you would like to add you can
do that by clicking the green “+” sign in the workflow and selecting the approver or reviewer,
you want to add.

NOEMATION  05/27/2020 10:03:15 (d/b refreshed as of 02/10/2020 12:49pm) Gl
Pending Not Routed | @ Morzilla Firefox — O hd
Kelly,Kimberly S El Campb
(D) Project Manager Approval @ M| © @ htips://eiswbfsdv.admin.untedu/psc *** w| =

Line 4:Pending

Insert additional approver or reviewer
Test include exclude muliti In

Project Approvals Choose an approver or reviewer to insert

Pending Not Routed User ID: irb0396 Q Buchanan,James Roland
Lund,Amie Kathleen L Shah,J| Insert as:
G) Project Manager Approval E @ Chair Aj O Approver
@ Reviewer

A Post Award Team Insert | Cancel
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Multi-line cost transfer approvals

When approving a multi-line cost transfer you can Include or Exclude lines for approval.
This allows the approver to approve only the lines they believe are correct without holding
up the entire CT.

Cost Transfer Lines Find | View 1 First ‘&' 1-20f2 &' Last

Line Ho 1 |Line Status Pending Amount $50.00 CTJrmnl CT Jrnl Dt CT Ln Descr 42-Project supplies expense sh

Trans Ref 2020- Jrnl: PLO0127638 Ln: 105 Ref Amt 5114.89 JrnlRef 11040949 Ref Jn Post 01/27/2020 RefDescr  PD. MORRISON E-Supplies-Ins
Dt

CT Line Justification CT Comments

Praoject supplies expense should be shared with GFO0004. Allocated Include Curr Line in Approval
incorrectly during PCard reconciliation

@ Include O Exclude

The default is always set to include and must be corrected on each line if you want to
exclude the line from approval.

When the review is completed the approver can scroll to the bottom of the CT and enter
any comments that are needed (if any) and then select Approve or Deny to send the CT
forward to the next approver or to alert the Preparer if the denial was selected.

Cost Transfer Completed

When the final approver completes the cost transfer approval process the preparer will
receive an email notice that the cost transfer has been fully approved.

EPAR COST TRANSFER

When moving payroll expenses in the system they CANNOT be moved with an electronic
cost transfer and must be moved using either a manual cost transfer, when dealing with
salary that has crossed a fiscal year or they can be done in the same fiscal year on an ePAR.

Please attach the payroll cost transfer form to the reallocation ePAR. The form asks the
same four questions as the electronic cost transfer form, to determine why the relocation
is needed and how it benefits the project.

*** Please indicate that this is a reallocation on the ePAR in the notes section. If past
90 days please also alert OGCAEffortreporting@unt.edu with the ePAR number to alert the
effort analyst that this may need to be reopened for recertification.

Once the ePAR has come to approval it will need to be tracked by the department to ensure
that the salary reallocates on the next reallocation payroll. You will not see the funds move
until payroll has completed the next reallocation payroll. This should be done monthly but
could be longer, especially during year end processes.
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If the salary has not been reallocated after the ePAR has been approved for 30 days please
reach out to the payroll department to alert them to the missing reallocation.

APPROVING AN EPAR:

Approvers will receive an email notification that there is an email alert from ePAR-
DoNotReply@untsystem.edu there is a link to the needed approval. This approval can also
be viewed by logging into Peoplesoft (EIS) HR and selecting department self-service

Click on the ePAR tile

ePAR

A
=
=

Select ePAR approvals:

ePAR Approvals

©

On the approve an ePAR page you don’t need to enter any information just click the bottom
search button and it will pull up all ePARs that are awaiting your approval.

Please make sure to review the attached Payroll Cost Transfer form to assess if the
requested transfer is valid along with reviewing any ePAR information such as effective date
and department budget information.

MANUAL COST TRANSFERS

Cost-Transfers that cross a fiscal year must be done with a manual cost transfer journal.
These journals are only done in the Grants and contracts Post-Award Financial area.

When requesting a prior-year cost-transfer the department must complete the Manual
cost-transfer request form.
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When requesting a prior fiscal year transfer NO transfer can be approved that affects state
funds or local central funds such as 830001. Only transfers from Grant to Grant, Grant to
IDC (F&A) account or IDC (F&A) account to Grant can be completed.

For Non-payroll related expenses the following items are required to process the request:

1. Completed cost-transfer form
2. System generated GL original transaction details of expenses (excel sheet)
3. Total amount of expenses to be transferred (please not if it is a split transaction)

For Payroll related expense the following items are required to process the request:

1. Completed Cost-transfer form (one for per employee salary being transferred)

2. System generated original HR payroll Journal ID number and supporting excel
download.

3. Salary and fringe amounts that are being corrected

4. Copying OGCAEffortReporting on the email request for the cost transfer.

In both Payroll and non-payroll related requests an adequate justification that clearly
indicates the cost being moved are directly related to the project scope and allowable
according to the sponsor approved budget must be given in the Explanation & Justification
portion of the form or the request will be denied.

Please make sure that all needed signatures are obtained prior to sending in the form for
approval.

Please submit forms to GCAPostaward@unt.edu

Once received the cost transfer analyst will enter the journal for approval and all
documentation will be attached to the journal for review.
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