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•  Cost	  Transfer	  Applica1on	  at	  Caltech	  
•  Types	  of	  Cost	  Transfer	  Requests	  (CTR)	  
–  Transfers	  subject	  to	  Caltech’s	  Policy	  on	  Transfers	  to	  
Federally	  Funded	  Awards	  

– All	  Other	  Transfers	  
•  Jus1fica1on	  Form	  (Before	  and	  ALer)	  
•  Approval	  Rou1ng	  
•  FAQs	  
•  Ques1ons	  	  	  
	  

Agenda	  



	  Cost	  Transfer	  Applica4on	  
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•  Applica4on	  is	  
– an	  access.caltech,	  single	  sign-‐on	  app.	  
–  role	  based	  
•  Division-‐Preparer,	  	  Cognizant,	  PI	  and	  Chair	  
•  Central	  Finance-‐	  Reviewers,	  Cer4fiers	  
•  Divisional	  “Cognizant”	  or	  Central	  Organiza4on	  
Administrators	  to	  provide	  access	  to	  the	  applica4on	  
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•  Transfers	  subject	  to	  Caltech’s	  Policy	  on	  Cost	  
Transfers	  to	  Federally	  Funded	  Awards	  	  
–  “To”	  PTAs	  are	  federal,	  federal	  flow	  through	  or	  cost	  
sharing	  awards	  	  

–  “To”	  PTAs	  are	  JPL	  IAs	  
•  Transfers	  not	  subject	  to	  Caltech’s	  Policy	  on	  
Cost	  Transfers	  	  
–  Intra-‐Award	  Transfers	  (Funding	  Source	  Award	  
Number	  for	  TO	  and	  FROM	  Awards	  are	  same)	  

–  “To”	  is	  a	  non-‐federal	  award	  (private	  grants,	  giRs,	  
endowments,	  GB)	  	  
	  

Types	  of	  Cost	  Transfers	  
(Labor	  and	  Non-‐Labor)	  
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•  Cost	  transfers	  subject	  to	  Caltech’s	  cost	  transfer	  
policy	  
–  >	  90	  day	  transfers	  

•  Transferring	  costs	  from	  any	  award	  to	  a	  federal	  award	  
aRer	  90	  days	  from	  the	  original	  pos4ng	  

– OverdraR	  transfers	  
•  Transferring	  costs	  from	  an	  overdrawn	  federal	  award	  to	  a	  
federal	  award	  

•  High	  risk	  transfers	  require	  
–  addi4onal	  jus4fica4ons	  
–  PI	  and	  Division	  Chair’s	  approvals	  

High	  Risk	  Transfers	  
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Cost	  Transfer	  Form	  -‐	  Before	  
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Cost	  Transfer	  Form	  –On-‐Line	  
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Entering	  a	  CTR-‐	  Non	  Labor	  
•  Select	  “transferrable”	  transac4ons	  from	  Cognos	  report	  “PTA	  Cost	  Detail	  

for	  Cost	  Transfers”	  

–  Copy	  and	  paste	  transac4on	  ids	  in	  “Load	  Expenditure	  Item	  Ids”	  page	  
•  Open	  Jus4fica4on	  Form	  

–  Enter	  jus4fica4ons	  
–  From	  the	  Task	  Links:	  

•  Validate	  
•  Print	  “Final”	  Form**	  
•  Upload	  signed	  CT	  or	  other	  aiachments	  

•  Route	  for	  Approval	  	  
	  

**	  Once	  Final	  form	  is	  printed,	  no	  changes	  can	  be	  made	  to	  the	  jus>fica>on	  
form	  or	  expenditure	  list	  
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•  When	  a	  Labor	  Adjustment	  is	  entered	  in	  LD	  system	  that	  is	  transferring	  salaries	  to	  
a	  Federal	  Award	  either	  

–  90	  days	  aRer	  the	  original	  transac4on	  date,	  or	  
–  from	  an	  overdrawn	  federal	  award	  	  

•  LD	  Preparer	  
–  receives	  message	  that	  a	  CT	  jus4fica4on	  form	  is	  required	  

–  selects	  “Cognizant”	  from	  a	  drop	  down	  list	  and	  “saves”	  the	  LDA	  

•  Cognizant	  

–  is	  no4fied	  that	  a	  CT	  request	  is	  created	  in	  the	  CT	  Applica4on	  (Labor)	  
–  enters	  jus4fica4ons	  
–  from	  the	  Task	  Links:	  

•  Validates	  
•  Print	  s	  “Final”	  CT	  Form**	  

•  Uploads	  signed	  CT	  and	  routes	  for	  approvals	  
**	  Once	  Final	  form	  is	  printed,	  no	  changes	  can	  be	  made	  to	  the	  jus>fica>on	  form	  or	  

expenditure	  list	  

Entering	  a	  CTR	  –	  Labor	  	  
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Warning	  Message	  	  
“Print”	  Func4ons	  
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Approval	  Rou4ng	  -‐	  Non	  High	  Risk	  CTR	  
Non	  Labor	  

•  Submit	  	  
–  Email	  is	  sent	  to	  Finance	  for	  processing	  

•  Return	  
–  CTR	  is	  returned	  to	  Preparer	  for	  addi4onal	  informa4on	  
–  Expenditures	  are	  s4ll	  “linked”	  to	  the	  CTR	  

•  Reject	  
–  CTR	  is	  voided,	  expenditures	  are	  released	  and	  available	  for	  
transfer	  on	  new	  CTR	  

–  Email	  is	  sent	  to	  Preparer	  
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Approval	  Rou1ng	  for	  	  	  	  	  	  	  
High	  Risk	  Transfers	  
Labor	  and	  Non-‐Labor	  
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On-‐Line	  
	  Approval	  

PI	   No	  

DC	   No	  

Cognizant	  selects	  “Submit;	  PI/DC	  
approval	  aZached”	  

On-‐Line	  
	  Approval	  

PI	   Yes	  

DC	   No	  

Cognizant	  selects	  “Submit;	  DC	  
approval	  to	  be	  aZached”	  

On-‐Line	  
	  Approval	  

PI	   Yes	  

DC	   Yes	  

Cognizant	  selects	  “Submit;	  PI	  
Online”	  

On-‐Line	  
	  Approval	  

PI	   No	  

DC	   Yes	  

Cognizant	  selects	  “Submit;	  PI	  
approval	  aZached”	  

PI/DC	  Approval	  Op4ons	  



Principal	  Inves4gator	  and	  Division	  
Chair	  Approvals	  
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•  Cognizant	  or	  preparer	  is	  
responsible	  for	  selec4ng	  the	  
Principal	  Inves4gator	  (PI)	  and	  
Division	  Chair	  (DC)	  from	  the	  List	  of	  
Names	  in	  the	  Jus4fica4on	  Form	  
	  

	  



•  Approve	  	  
•  Return	  
–  CTR	  is	  returned	  to	  Preparer	  for	  addi4onal	  informa4on	  

–  Expenditures	  are	  s4ll	  ‘linked’	  to	  the	  CTR	  
–  Email	  is	  sent	  all	  who	  have	  taken	  ac4on	  on	  the	  CTR	  

•  Reject	  
–  CTR	  is	  voided,	  expenditures	  are	  released	  and	  available	  
for	  transfer	  on	  new	  CTR	  

–  Email	  is	  sent	  to	  all	  who	  have	  taken	  ac4on	  on	  the	  CTR	  
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PI	  or	  Div.	  Chair	  Selects	  	  



•  Cognizant	  selects	  PI	  and	  DC	  from	  the	  Dropdown	  LOV	  and	  “submits”	  
–  Email	  no4fica4on	  sent	  to	  PI	  
–  PI	  selects	  	  

 Approve	  –	  email	  no4fica4on	  sent	  to	  Div.	  Chair	  	  
 Return	  –	  CT	  returned	  to	  Cognizant/Preparer	  

o  Transac4ons	  are	  s4ll	  “locked”	  to	  the	  CT	  request	  
 Reject	  –	  CT	  returned	  to	  Cognizant/Preparer	  

o  Transac4ons	  are	  released	  from	  the	  CT	  request	  and	  can	  be	  selected	  
for	  another	  CTR	  

–  Div.	  Chair	  selects	  
 Approve	  –	  email	  no4fica4on	  sent	  to	  PA	  	  
 Return	  –	  CT	  returned	  to	  Cognizant/Preparer	  

o  Transac4ons	  are	  s4ll	  “locked”	  to	  the	  CT	  request	  
 Reject	  –	  CT	  returned	  to	  Cognizant/Preparer	  

o  Transac4ons	  are	  released	  from	  the	  CT	  request	  and	  can	  be	  
reselected	  for	  another	  CTR	  
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PI/DC	  Approval	  Rou4ng	  
PI	  and	  DC	  Both	  Approve	  On-‐Line	  



•  Cognizant:	  
–  	  Prints	  Final	  Jus4fica4on	  Form	  
– Obtains	  PI	  Signature	  
– Obtains	  DC	  Signature	  
– Aiaches	  Jus4fica4on	  Form	  
– Select	  s	  PI/DC	  approval	  aiached	  
•  email	  sent	  to	  Project	  Accoun4ng	  
•  CT	  status	  changed	  to	  Pending-‐PA	  Review	  	  
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PI/DC	  Approval	  Rou4ng	  
PI	  and	  DC	  Both	  Sign	  Hard	  Copy	  



•  Cognizant:	  
–  Selects	  “DC	  approval	  to	  be	  aiached”	  

•  PI	  no4fied	  via	  email	  	  
•  PI	  Approves	  online	  

–  Cognizant	  and	  PA	  no4fied	  via	  email	  of	  PI	  approval	  
–  CT	  status	  changes	  to	  “Pending	  PA	  Reviewer”	  

–  Prints	  Final	  Jus4fica4on	  Form	  (aRer	  PI’s	  on-‐line	  
approval)	  

– Obtains	  DC	  Signature	  
– Aiaches	  Jus4fica4on	  Form	  
–  PA	  processes	  CT	  
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PI/DC	  Approval	  Rou4ng	  
PI	  Approves	  On-‐Line/DC	  Approves	  Hard	  Copy	  
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PI/DC	  Approval	  Rou4ng	  
PI	  Approves	  Hard	  Copy/DC	  Approves	  On-‐Line	  
•  Cognizant:	  
–  Prints	  Final	  Jus4fica4on	  Form	  

–  Obtains	  PI	  signature	  
–  Aiaches	  Jus4fica4on	  Form	  

–  Selects	  “Submit;	  PI	  approval	  aiached”	  

–  Div.	  Chair	  is	  no4fied	  via	  email	  
–  DC	  approves,	  returns	  or	  rejects	  

–  email	  to	  Cognizant	  when	  returned	  or	  rejected	  
–  email	  to	  PA	  when	  approved,	  status	  changed	  to	  
“Pending	  PA	  Reviewer”	  



Frequently	  Asked	  Ques4ons	  
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•  How	  do	  I………	  
•  Why	  can’t	  I……	  



Frequently	  Asked	  Ques4ons	  
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•  How	  many	  expenditure	  transac4on	  
ids	  can	  I	  transfer	  on	  a	  single	  CT?	  
– The	  maximum	  number	  of	  lines	  or	  
transac4on	  ids	  you	  can	  transfer	  in	  a	  
single	  cost	  transfer	  form	  is	  limited	  to	  
499	  lines.	  



Frequently	  Asked	  Ques4ons	  
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•  Why	  can	  I	  not	  find	  the	  “save”	  buion	  to	  
make	  changes	  in	  the	  jus4fica4on	  form?	  
–  If	  you	  have	  printed	  out	  the	  “Final”	  form	  or	  
routed	  the	  CT	  to	  the	  next	  approver,	  you	  
cannot	  make	  any	  changes	  in	  the	  CT	  request	  
(form	  or	  expenditure	  list).	  That	  is	  why	  the	  
“save”	  buion	  is	  not	  available.	  

–  If	  you	  need	  to	  make	  changes,	  please	  contact	  
PA,	  the	  status	  will	  be	  reversed	  to	  “return”	  
and	  the	  CT	  will	  be	  available	  for	  edi4ng.	  



Frequently	  Asked	  Ques4ons	  
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•  My	  Chair	  will	  approve	  hard	  copy	  aRer	  PI	  
approves	  on-‐line.	  How	  do	  I	  get	  a	  PDF	  
version	  of	  the	  CTR	  form	  with	  PI’s	  online	  
approval?	  
–  Click	  on	  the	  CT	  (opens	  the	  Jus4fica4on	  
Form)	  	  

–  On	  the	  Jus4fica4on	  Form	  Task	  List,	  click	  on	  
“View/Print	  Form”	  

–  Print	  “Final”	  form	  aAer	  PI	  approves	  online	  



Frequently	  Asked	  Ques4ons	  
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•  I	  have	  routed	  my	  CTR	  to	  the	  wrong	  
PI	  or	  DC,	  how	  do	  I	  get	  it	  back?	  
– Contact	  PA	  so	  that	  PA	  can	  return	  the	  
CT	  to	  the	  Cognizant	  or	  Preparer	  

**Please	  be	  cauDous	  when	  you	  are	  selecDng	  the	  PI	  or	  
DC.	  Someone	  routed	  a	  CT	  to	  the	  Provost	  by	  mistake!!	  

	  



Frequently	  Asked	  Ques4ons	  
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•  I	  want	  to	  split	  one	  transac4on	  into	  
mul4ple	  lines	  and	  distribute	  the	  costs	  to	  
different	  PTAs.	  How	  do	  I	  split	  and	  enter	  
cost	  transfers	  in	  the	  CT	  Applica4on?	  
–  Since	  one	  transac4on	  is	  being	  split	  to	  lines	  
to	  be	  posted	  to	  mul4ple	  PTAs,	  the	  
“splitng”	  needs	  to	  be	  done	  before	  the	  CTs	  
are	  entered.	  Contact	  PA/Finance	  to	  perform	  
the	  “split.”	  Once	  mul4ple	  transac4on	  lines	  
are	  created,	  you	  can	  enter	  the	  CTs	  by	  
selec4ng	  the	  new	  transac4on	  lines.	  



Frequently	  Asked	  Ques4ons	  
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•  I	  filled	  out	  some	  sec4ons	  and	  saved	  the	  CT	  
Jus4fica4on	  Form.	  When	  I	  returned	  to	  complete	  
the	  other	  sec4ons	  of	  the	  form,	  whatever	  I	  had	  
entered	  before	  had	  disappeared.	  I	  had	  to	  re-‐type	  
the	  jus4fica4ons.	  Why	  is	  the	  system	  not	  saving	  the	  
jus4fica4ons	  I	  had	  entered	  previously?	  
–  The	  CT	  Jus4fica4on	  Form	  requires	  to	  have	  all	  

required	  fields	  (To	  PTA,	  sec4ons	  1,2,3,4,5,6)	  filled	  in	  
before	  hitng	  the	  “Save”	  buion.	  The	  “Save”	  feature	  
is	  not	  designed	  to	  be	  used	  as	  “Save	  WIP”	  op4on.	  	  

–  If	  all	  required	  fields	  are	  not	  entered	  and	  you	  are	  
trying	  to	  click	  on	  the	  “Save”	  buion,	  a	  message	  
appears	  at	  the	  top	  of	  the	  form	  indica4ng,	  “To	  PTA	  
and	  jusDficaDons	  1,2,3	  are	  required	  for	  this	  request.”	  



Frequently	  Asked	  Ques4ons	  
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•  When	  is	  a	  “dark	  period?”	  	  
–  The	  financial	  system	  goes	  “dark”	  for	  month-‐
end	  closing	  during	  the	  last	  two	  business	  
days	  of	  the	  month.	  

•  Can	  I	  post	  a	  cost	  transfer	  for	  processing	  
during	  “dark”	  days?	  
–  Yes,	  you	  can	  use	  the	  CT	  Applica4on	  to	  
create	  and	  route	  a	  CT	  for	  approval,	  but	  they	  
will	  not	  get	  processed	  by	  Finance	  in	  Oracle	  
during	  the	  “dark”	  days.	  
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Ques4ons?	  


