Cost Transfer
Application
Refreshers Training

November 5, 2013

Institute Business Systems | IMSS %



Agenda

Cost Transfer Application at Caltech

Types of Cost Transfer Requests (CTR)

— Transfers subject to Caltech’s Policy on Transfers to
Federally Funded Awards

— All Other Transfers
Justification Form (Before and After)

Approval Routing
FAQs
Questions
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Cost Transfer Application

* Application is
— an access.caltech, single sign-on app.
— role based

* Division-Preparer, Cognizant, Pl and Chair
* Central Finance- Reviewers, Certifiers

 Divisional “Cognizant” or Central Organization
Administrators to provide access to the application
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Types of Cost Transfers

(Labor and Non-Labor)

* 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, gifts,
endowments, GB)
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High Risk Transfers

* Cost transfers subject to Caltech’s cost transfer
policy

— > 90 day transfers

* Transferring costs from any award to a federal award
after 90 days from the original posting

— QOverdraft transfers

* Transferring costs from an overdrawn federal award to a
federal award
e High risk transfers require
— additional justifications
— Pl and Division Chair’s approvals
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Cost Transfer Form - Before

Please Print Instructions Before Completing this Form.

COST TRANSFER & JUSTIFICATION FORM

Division 1D Mumber:

Section B - Labor Di il
Account distribution change for:

Empiopes s Mame Processor s Mame
Fayroll Type:

O si-weekty [ Oe

P [ student Fellowship ] Monthly

Current Old Distribution/L abor Scheduling Request
Begin datd End date Project Task Award
of change | of change|

Expenditure % PTA PTA

Tupe or Amount | start date| end date

NMew Distribution/L abor Distribution Reguest
Begin datd End date Project Tazk Expenditure E3 PTA
of change| of change|

Tupe or Amount | start date

PTA
<nd date

[(required for cost

Mame:

Blior cognicant adminictrator if within 90 daps/Pl after 30 days or From Gverspent award
| certify, to the best of my knowledge and belicf, that the i i incd in this d. iz and ble.
1 F - Additi 1 Si. (required for cost F over 90 dags and overspent award)

Divizion Chair'z Signature: Date:
OF S OFfi Date:

Associate Director or higher OF S official

d form to the

Form Revized on 05/06/2007
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ost Transfer Form —On-Line

Y Non-Labor Requests

Request List > Justification Form
~ Justification

Request Number: CTR- Request Status: Completew vy, -
Request Totak $820.63 Intra Award Transfer: No
Overspent: Yes > 90 Days: Yes

FROM: Project: _ _ _____ TO:  * Project:|
Task: 1 * Task:

Award: & © * Award

L

N'Bbm o .m"."bm

—

Jusuﬁau«u.

Cosu for materials and stppbes intended for expennenu in spectroscopy research were charged tn
The correction of this unintentional clerical error was requested, reviewed, and approved by the .

*2 - Why should the charge(s) be transferred to the proposed receiving account

(how does the account benefit and why are the charges allowable & allocable)?

These costs were incurred for the direct benefit of research supported by project - .., and are necessary to carry
out the scope and objective of the award. Thesewppieswereusedhsuppoﬂofwdumadvmwboncyde

3 - Any additional information to support transfer from overspent award?
During a recent review of costs charged tt ~"~ " ~~~7% Dr. Okumura ¢
charged to other awards. These charges contributeu w w._ _ .. _ _.....

*4 - Why is this cost transfer being transferred more than 90 days after the original date
the transaction was recorded?

During Dr. ¢ inal review of costs, before the doseout of _, it was discovered that there were costs
charged to this project that should have been charged to other accounts. The time of this review, and the Grant Managers » |
*5 - What corrective action has been taken to eliminate future need for cost transfers of this type?

On a monthly basis, ORACLE expenditure detad will be used as a tool to be proactive in the prevention of projects going
into deficit prior to their end dates.

ﬁ California Institute of Technology 1200 E, California Bivd Pasadena, CA 91125 (626) 395-3500  Terms of Use. @
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Entering a CTR- Non Labor

Select “transferrable” transactions from Cognos report “PTA Cost Detail
for Cost Transfers”

— Copy and paste transaction ids in “Load Expenditure Item Ids” page
e QOpen Justification Form

— Enter justifications
— From the Task Links:
* \alidate
* Print “Final” Form**

* Upload signed CT or other attachments
* Route for Approval

** Once Final form is printed, no changes can be made to the justification
orm or expenditure list
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Entering a CTR — Labor

* When a Labor Adjustment is entered in LD system that is transferring salaries to
a Federal Award either

— 90 days after the original transaction date, or
— from an overdrawn federal award
* LD Preparer
— receives message that a CT justification form is required
— selects “Cognizant” from a drop down list and “saves” the LDA
* Cognizant
— is notified that a CT request is created in the CT Application (Labor)
— enters justifications
— from the Task Links:
e Validates
* Prints “Final” CT Form**

* Uploads signed CT and routes for approvals

(L33
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Warning Message
“Print” Functions

Request List > Justification Form > Print Hardcopy

Cick on ‘Draft Version® button to carefuly review and make al necessary changes to the Justfication Form.

Cick on ‘Fnal Verson' button to prnt the FINAL version of the Justfication Form to obtain PI or Division Char’s wet-nk approval
sgnatures.

IMPORTANT: After the Final PDF version & generated, no further changes can be made to the Justfication Form,
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Approval Routing - Non High Risk CTF
Non Labor

e Submit

— Email is sent to Finance for processing

* Return

— CTRis returned to Preparer for additional information
— Expenditures are still “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 Routing for
High Risk Transfers
Labor and Non-Labor
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PI/DC Approval Options

-

Pl
DC

Cognizant selects “Submit; PI

On-Line \
Approval
Yes

Yes

-

Pl
DC

>Sn|ine"

Pl

DC

Cognizant selects “Submit; DC /

On-Line
Approval
Yes

No

Cognizant selects “Submit; P1/DC

~

On-Line
Approval

No
No

>2pproval attached” ;<

Pl
DC

approval to be attached”

Cognizant selects “Submit; PI /

On-Line
Approval
No

Yes

approval attached”
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Principal Investigator and Division
Chair Approvals

Cognizant or preparer is
responsible for selecting the
Principal Investigator (Pl) and
Division Chair (DC) from the List of
Names in the Justification Form
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Pl or Div. Chair Selects
* Approve

* Return
— CTRis returned to Preparer for additional information

— Expenditures are still ‘linked’ to the CTR
— Email is sent all who have taken action 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 action on the CTR

\e"‘“ L 0;)(
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Pl/DC Approval Routing
Pl and DC Both Approve On-Line

e Cognizant selects Pl and DC from the Dropdown LOV and “submits”
— Email notification sent to PI
— Pl selects
U Approve — email notification sent to Div. Chair
L Return — CT returned to Cognizant/Preparer
o Transactions are still “locked” to the CT request
L Reject — CT returned to Cognizant/Preparer

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

— Div. Chair selects
U Approve — email notification sent to PA
U Return — CT returned to Cognizant/Preparer
o Transactions are still “locked” to the CT request
U Reject — CT returned to Cognizant/Preparer

o Transactions are released from the CT request and can be
reselected for another CTR
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Pl/DC Approval Routing
Pl and DC Both Sign Hard Copy

* Cognizant:
— Prints Final Justification Form
— Obtains PI Signature

— Obtains DC Signature
— Attaches Justification Form

— Select s PI/DC approval attached

* email sent to Project Accounting
e CT status changed to Pending-PA Review

\‘\"“‘ AL ();)(
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Pl/DC Approval Routing
Pl Approves On-Line/DC Approves Hard Copy

* Cognizant:

— Selects “DC approval to be attached”
* Pl notified via email

* Pl Approves online
— Cognizant and PA notified via email of Pl approval
— CT status changes to “Pending PA Reviewer”

— Prints Final Justification Form (after PI’s on-line
approval)

— Obtains DC Signature
— Attaches Justification Form

— PA processes CT
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PI/DC Approval Routing
Pl Approves Hard Copy/DC Approves On-Line

* Cognizant:
— Prints Final Justification Form

— Obtains Pl signature

— Attaches Justification Form
— Selects “Submit; Pl approval attached”
— Div. Chair is notified 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”
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Frequently Asked Questions
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Frequently Asked Questions

* How many expenditure transaction
ids can | transfer on a single CT?

— The maximum number of lines or

transaction ids you can transfer in a
single cost transfer form is limited to
499 lines.
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Frequently Asked Questions

 Why can | not find the “save” button to
make changes in the justification 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” button 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 editing.
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Frequently Asked Questions

* My Chair will approve hard copy after Pl
approves on-line. How do | get a PDF
version of the CTR form with Pl’s online

approval?
— Click on the CT (opens the Justification

Form)
— On the Justification Form Task List, click on
“View/Print Form”

— Print “Final” form after Pl approves online

\e"‘“ L O/)(
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Frequently Asked Questions

* | have routed my CTR to the wrong
Pl or DC, how do | get it back?

— Contact PA so that PA can return the
CT to the Cognizant or Preparer

**Please be cautious when you are selecting the Pl or
DC. Someone routed a CT to the Provost by mistake!!
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Frequently Asked Questions

* | want to split one transaction into
multiple lines and distribute the costs to
different PTAs. How do | split and enter
cost transfers in the CT Application?

— Since one transaction is being split to lines
to be posted to multiple PTAs, the
“splitting” needs to be done before the CTs
are entered. Contact PA/Finance to perform
the “split.” Once multiple transaction lines
are created, you can enter the CTs by
selecting the new transaction lines.
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Frequently Asked Questions

* |filled out some sections and saved the CT
Justification Form. When | returned to complete
the other sections of the form, whatever | had
entered before had disappeared. | had to re-type
the justifications. Why is the system not saving the
justifications | had entered previously?

— The CT Justification Form requires to have all
required fields (To PTA, sections 1,2,3,4,5,6) filled in
_\\ ! before hitting the “Save” button. The “Save” feature
is not designed to be used as “Save WIP” option.
gﬁ — If all required fields are not entered and you are
trying to click on the “Save” button, a message
appears at the top of the form indicating, “To PTA
and justifications 1,2,3 are required for this request.”
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Frequently Asked Questions

* Whenis a “dark period?”

— The financial system goes “dark” for month-
end closing during the last two business
days of the month.

* Can | post a cost transfer for processing
during “dark” days?
— Yes, you can use the CT Application 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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Questions?
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