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TOE Training Manual Chapter 1: SYSTEM INFORMATION

A.Overview

The Transfer of Expenditures (TOE) application allows for the transfer of non-payroll
expenditures recorded in the general ledger. It is a secure web based application using SSL
protocol to encrypt data.

Authorization to the application is based on the user’s level of responsibility. The level of
responsibility for one or more departments is assigned to a user when a password is issued for
access to TOE. There are Preparers and various levels of Reviewers. The application also
contains an edit process based on Risk Levels. Risk Levels are determined by the funds
included in the transfer, age of the original transaction, transfers crossing fiscal years,
equipment purchases 60 days prior to a contract or grant end date, and balance sheet transfers
to or from federal contracts and grants. Review level required for a transaction depends on the
Risk Level given to the transfer. See Risk Levels on page 5.

e The TOE User manual is located on the accounting website: http://accounting.ucsb.edu

e Forms and Information
e Extramural Funds Management
e User Manuals
e Transfer of Expanse User Manual

The manual can also be launched from the TOE system located on the top menu bar next to
system parameters.

@‘ , w8 ] hitps:/ftoe.isc.ucsh. edufoe,/ TOEServiet

Woa |B5 |~ | @ Transfer of Expense - U... | € Transfer of Expense ...

| )i espresso | Transfer of Expense 1.50

Expenditures User Parameters

Email Acknowledgement Settings

e |tis required to be registered in the UCSB directory to setup a NetlD/password to access the
TOE System. The directory is located at the following web address:

http://directory.ucsb.edu/webapp.html
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TOE Training Manual Chapter 1: SYSTEM INFORMATION

B. Workstation Software/Hardware Requirements

e The employee must be registered in the UCSB Directory Service (LDAP) to access the

Transfer of Expense (TOE) System. The LDAP User ID and passwords are used to

launch into the TOE system.

e Supported Browsers:

Microsoft Internet Explorer 6.0+
Mozilla Firefox 1.0+
Apple Safari 1.2+

Netscape 7.0+

e Adobe Reader 5-8 Non-Professional and newer is supported.

3 4/09



TOE Training Manual Chapter 1: SYSTEM INFORMATION

C. DSA/Level of Responsibility

DEPARTMENT SECURITY ADMINISTRATOR (DSA)

e The Department Security Administrator will set up the employee as a Preparer Level | and/or
a Reviewer | using the appropriate security codes listed below:

e PREPARER LEVEL | (TOE-PREL1)

e The role of the Preparer is to create the transfer of expense. The Preparer can
only select non-payroll source transactions from a department assigned to them or
any department within their control point. The source transactions are line item
expenditures that are in the general ledger. Only a Preparer can modify a transfer.

e REVIEWER | (TOE-REV1)

e The role of the Reviewer | is to review and approve or reject department transfers.
The Reviewer | can also review and approve, or reject inter-department transfers.

e REVIEWER Il (TOE-REV2)

e This level is assigned only to personnel within the Accounting Service & Controls
department. The role of Reviewer Il is an Accounting Service & Controls function.

e REVIEWER Il (TOE-REV3)

e This level is assigned only to personnel within the Accounting Service & Controls
department. The role of Reviewer 11l is to review and approve or reject all high risk
transfers.

e AUDITOR (TOE-AUD)

e This level is assigned only to personnel within the Accounting Services & Controls
department. The role of the Auditor is to review all transfers in the system.

e ADMINISTRATOR (TOE-ADM)
e This level is assigned only to personnel within the Accounting Service & Controls

department. The role of the Administrator is to monitor and update system
parameters.
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TOE Training Manual Chapter 1: SYSTEM INFORMATION

D. Risk Levels

¢ No/Low Risk Transfer

e All no/low risk transfers require department level Reviewer | approval.
e No/low risk transfers are subject to Post Audit Review by the Accounting Office.

e No/low risk transfers include any transfers that are not listed below as high risk.

e High Risk Transfer
¢ All high risk transfers require department level Reviewer I.

e The risk level of the transfer will be determined by the highest risk level of all
transfers on the form.

e All high risk transfers must be reviewed by a level 111 Reviewer in addition to the
regular department level | Reviewer.

e The preparer is notified when the transfer is high risk.
e High risk transfers include the following transfers:
e Any transfers to Federal or Federal Flow Through funds

¢ Any transfer made 120 days after the original ledger date of the expense
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TOE Training Manual Chapter 1: SYSTEM INFORMATION

E. Emails

General Information
¢ Email acknowledgements can be turned off by the user.

e Click on “User Parameters” located on the top menu bar.

(“Transfer of Expense - User parameters window - Windows Internet Explorer

@ ) £/ https:/ftoe lsc Lcsh.edy/ioe TORSerlet v ﬁ "X i
WA B Trarefer of igerse - Lser parameters wid.. BB & ppr (s ’
’E;Tressov ‘ Transfer of Expense 1.52 Lynsey Knutson ‘ ’mgnT
pendfures User Parameters ser anu \
Email Acknowledgement Setings K ‘

e Next, click on Email Acknowledgement Settings.
e The “User Parameters Settings” box is where you turn your email on/off.

e Click the save button after any corrections are made.

User Parameter Settings

User . LIKMNUT

User Name: Lynsey Knutson
Activate prepare acknowledgment: Off »
Activate review acknowledgment: Off | »
Activate send email for high risk transfers only (Preparer}): On w

EETHN
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TOE Training Manual Chapter 1: SYSTEM INFORMATION

E. Emails (continued)

e Turn off Emails:
e The employee can turn off receipts of email via user preferences.

e When a transaction is rejected or partially approved, an email will be sent to all the
preparers in the preparer group of the transfer even if they have email review
acknowledgement turned off.

e Email preferences such as turning on or off email acknowledgements are not for
rejections.

e Preparer

Save and Submit:

e After preparing a successful transfer, an email will be sent to all required Level | and
I11 Reviewers of the source and target transactions (see Chapter Il Functional
Terms & Process; for details on source & target transactions) who have email
prepare acknowledgements turned on.

Pressing the ‘cancel’ button on the email stops the transfer from being ‘saved and
submitted’. The transfer can be modified and submitted or deleted.

Unregistered Departments:

e When an attempt is made to send an email to a department with no assigned TOE
users, an error message will display that warns the Preparer of this fact:

The page at https://toe.isc.ucsb.edu says:

!

The following recipients do not have a valid complete ID in LDAF or they do not have an email
' address.

If any of the users listed below is 3 new emploves, it would take until te next business day o be
acknowledge by the system as a valid user.,

Preparer:

e Approved Transfers:
e An email is sent to the preparer if the transfer is approved.
e Returned Transfers
¢ |If the explanation is not sufficient, the Reviewer | will return the transfer to the

Preparer requesting additional explanation by changing the status of the transfer to
In-Process. An email will be sent to all the preparers in the preparer group.
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TOE Training Manual Chapter 1: SYSTEM INFORMATION

E. Emails (continued)

Preparer (continued)
¢ Rejected Transfers by reviewer | or 1lI:

e Whenever a transaction is rejected, the Preparer must acknowledge that some or all
of their transaction was rejected.

e Upon rejecting a transaction, all preparers in the preparer group will receive an
email message indicating this fact; however the approved target transactions will be
updated to the FTD (Financial Transaction Database) immediately.

e The Preparer will then need to acknowledge each transaction that was rejected on
the creation screen by pressing the Acknowledge Rejected Transaction button.

o (Refer to page 53 for the rest of the Acknowledgement of a Rejected
Transaction process)

Reviewer |

e Save and Submit:

o After preparing a successful transfer, an email will be sent to all required Level |
and Il Reviewers of the source and target transactions (see Chapter Il Functional
Terms & Process; for details on source & target transactions).

e Approved Transfers:

e The last person who reviews a transfer will trigger the update to the Financial
Transaction Database as well as an email acknowledgement that the transaction
has taken place. An email will be sent to the Preparer of the transaction if email
review acknowledgement is turned on and the expenditure is not high risk.

¢ Returned Transfers

¢ |If the explanation is not sufficient, the Reviewer | will return the transfer to the
Preparer requesting additional explanation by changing the status of the transfer
to In-Process located in the view screen. An email will be sent to all the preparers
in the preparer group.

e Rejected Transfers:

e If any target transaction(s) are rejected, the Level | Reviewer will be prompted to
add additional text to the body of the email explaining why some or all of the
transfer was rejected.
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TOE Training Manual Chapter 1: SYSTEM INFORMATION

E. Emails (continued)

Reviewer | (continued)

e No/Low Risk Becomes High-Risk:

e If a transaction is saved and classified by the system as a no or low risk and then
becomes high-risk due to lag-time, then an email will be sent back to the creator at
the time the transaction is converted to high-risk.

Reviewer 111

e Save and Submit;

e After preparing a successful transfer, an email will be sent to all required Level |
and |1l Reviewers of the source and target transactions (see Chapter Il Functional
Terms & Process; for details on source & target transactions).

e Approved Transfers:
e An email will be sent to the preparer if the transfer is approved.

e Returned Transfers

e |f the explanation is not sufficient, the Reviewer I11 will return the transfer to the
Preparer requesting additional explanation by changing the status of the transfer
to In-Process. An email will be sent to all the preparers in the preparer group.

e Rejected Transfers:

e |If any target transaction(s) are rejected, the Level 11l Reviewer will be prompted to
add additional text to the body of the email explaining why some or all of the
transfer was rejected.

e The rejected transfer email will be sent to the Reviewer | and all the preparers in
the preparer group. All the preparers in the preparer group will receive this emalil
even if their email review acknowledgment is turned off.
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TOE Training Manual Chapter 2: FUNCTIONAL TERMS & PROCESSES

A. Source Transaction

e Source Transaction

e A source transaction is the selected expense originally posted to the general ledger that
is to be transferred to another account/fund number. Source transactions are from the
general ledger located in the Financial Transaction Database (FTD). There can be only
one source transaction to a transfer.

e Search for a Source Transaction:
e Select the “Prepare” button on the bottom of the initial screen for your department.

o The window below will appear. Enter the mandatory information to request transactions
located in the Financial Transaction Database (FTD) and click on the OK button.

Ledger Transaction Search Dialog

Type Entry: =
Ledger Date: (YYYYMM): = Sopaonq

Location: =
Account: =
Fumnd: =

Sub:

Object Code:

Voucherd#:
AP Refersnced:
*= Mandatory entry

e Alist of expenses will be displayed. Click the box next to the transaction to be transferred
and click on the “select” button.

 Transfer of Expense - Source transaction window - Windows Internet Explorer

.
@_ J v ] hitps://toe. isc Ucsh.edu/toe/ TOEServlet v S|4 % Pl
L (o T ) »

4 | @ Transfer of Expense - Source transaction wi... fi - B - & - [:Page ~ & Took ~

| X3 espresso | | Transfer of Expense 1.52 Lynsey Knutson | | sign out

Location 8

Account: 448750

I N T T R 7 T T 2

[#] | 21149 7280 MCDB Departmental Recharges 1213172008 06639 | 53 511113 L2

O 21148 | 3| 7280 SUP WSl December 2008 1213112008 08657 | 53 523615 MSI
. 1 { { 1 | { | [ | [ [ |
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TOE Training Manual Chapter 2: FUNCTIONAL TERMS & PROCESSES

A. Source Transaction (continued)

e The source transaction is located in the first column in the first row indicated by an (S) on
the right of the row number.

Non-Payroll Expenditure Adjustment Reguest Request#

Status:UN-AFPROVED - (Reviews 1 of 2) 31968
Department Creation Date Type of Entry Doc Date
<= HIGH RISK == 01/30/2008 12/31/2008

Cost

—I:I-MMHmm_

444032 @ 23233 T280 iQCD Poster Recharge
/ 2m O g 784132 | 23233 3 T280 064RD iQCD Poster Recharge

e The Warning Message below appears when the entire or partial expenditure has been
previously transferred.

Non-Payroll Expenditure Adjustment Request Request# TE Journg
StatusIN-PROGRESS 54
Department Creation Date Type of Entry Doc Date Ledger Date
MSIWARINE SCIENCE INSTITUTE 021212009 121812008 200812
ﬂﬂlﬂﬂlﬁw
448750 | 598356 1280 PHYSICS RECH-DEC
20 | O F ] F B
m | O -
4 . ’[ Windows Internet Explorer §|
ﬂ'}
Wiarning —
il i ’_ I_ . Source transaction is being used by other expenditures,
on | 0| | |
w |O[T [ °f ]
oo (O T T T T T T
o (O T | | 17T T | |
o (O)0 ] ] L0
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TOE Training Manual Chapter 2: FUNCTIONAL TERMS & PROCESSES

B. Target Transaction

Target Transaction

e The target transaction is located in the first column of the second row indicated by a (T)
on the right of the row number.

Non-Payroll Expendifure Adjustment Request Request#
Status:UN-APPROVED - (Reviews 1 of 2) 31968
Department Creation Date Type of Enlry Doc Date
== HIGH RISK == 01/30/2009 12/31/2008
Cost
—ﬂ-ﬂﬂ-mm_ﬁ
444032 @ 23233 T280 iQCD Poster Recharge
2m i 8 784132 | 23233 3 7280 064RD |iaCD Poster Recharge

e A target transaction is the account and fund number where the source transaction is
being transferred.

e There can be multiple target transactions.

Emenﬂluresl ser Parameters ser Manua - {
List ‘ ‘ Prepare | Modify Mode | | Past Audit | Reassignment ‘
Current Ledger Date: 200002
Non-Payroll Expenditure Adjustment Request Request# TE Journal # Voucher #
Status IN-PROGRESS 32249 54 0 0
Department Creation Date Type of Entry Doc Date Ledger Date Identifier
MSIHMARNE SCENCE INSTITUTE 0211212009 06/30/2008 200806P
nn-mmnw@nm
15 8 448750 21885 7280 06/08 BIO SCI CHGS $360.45
2m | O | o [ses750 [21286 E sooo | T [06/08 B10 SCI CHGS [ [ 20000
M RSR NN ZZE) 22T, Windows Internet Explorer X | [ 20000
4m ol r T I | [ 0.00
5o alrT - T T ﬁ Total target transactions cannot be greater than the source transaction, [ | 0.00\
6m O F l— l_ F If you have a source use tax andfor source freight, make sure you are not | [ 0.00
m (O[T T e s Pl o s L [ w
s (O [ | [ [ | 0.00
oo O T I [ [ o
we (O T T T [ | 0.00

e The target transaction cannot be larger than the source transaction.

e The target transaction must have the same sign (debit or credit) as the source
transaction.

o Credit transfers moved to a target source must enter a credit amount on the target
line.
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TOE Training Manual Chapter 2: FUNCTIONAL TERMS & PROCESSES

C. Journal & Voucher Numbers

Journal Numbers

e Journals numbers are assigned monthly by one (1-999) to each transaction submitted to
be processed. The starting value will be one and it will automatically wrap back to one
when the current number reaches 999. It begins with 1 at the start of a new ledger cycle.

¢ In atransfer a drop down list under the “Identifier” indicates the journal number for the
source transaction being transferred.

e Journal numbers are assigned to the expenditure when the reviewers approve it.
Voucher Numbers

e Voucher numbers are assigned on an annual basis by one (1-99999) to each transaction
submitted to be processed. The starting value will be one and it will automatically wrap
back to one when the current number reaches 99999. It begins with 1 at the start of each
fiscal year.

e The Voucher number is a search field for the source transaction.

¢ In atransfer a drop down list under the “Identifier” indicates the voucher number for the
source transaction being transferred.

e Voucher numbers are assigned to the expenditure when the reviewers approve it.

Lynsey Knutson ‘ signout |
BSEI’HEHUE EI!

e Post Audit Reassignment
Current Ledger Date: 200902
Request# TE Journal # Voucher #
47 54 54 4403
Creation Date Type of Entry Doc Date Ledger Date |dentifier
011212009 111012008 200812 Apex Reference No.:200812L0U010119 #

Cnst Apex Reference No..200812LQU010119
r [CostType| Project Description Check o 2272817

Invoice: 215780
SCIENTIFIC INSTRUMENT _215780 Voucher No. 72017 $80.99

Fizcal Month:06
KAS18  |SCIENTIFIC INSTRUMENT _215780 / Jaurnal No 817 580.99
/ 50,00
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TOE Training Manual Chapter 2: FUNCTIONAL TERMS & PROCESSES

D. Month End & Year End Close

Month End Close

e During a month end close cycle, the TOE System will not allow a department to “Save &
Submit” transactions.

¢ A message will appear indicating that transactions are temporarily stopped.

e The last day of the month is the deadline for submitting and reviewing transfers to be
posted to the next ledger cycle.

e The Preparer can “Save” the transfers and submit them once the month end ledger cycle
is completed.

 Transfer of Expense - List of Transfers. - Windows Internet Explorer

@H - |¢_ htps://toe. st ucsh.edu/toe/ TOEServlet V‘ 8 | 2 X | | R~

i - . »
w & |@Tran5fer of Expense - List of Transfers. | - B - & - [Shpage v & Took

&7 espresso | | Transfer of Expense 1.52 Lynsey Knutson | | sign out

Expenditures ser Parameters e s ser Manual
List Mode ‘ | Prepare | | | | Reassignment |
Current Ledger Date: 200902
Area | Department: | MSI-MARINE SCIENCE INSTITUTE v Transfer Status | << PENDING WORK >» v
Four Month Period From 2009 v High Risk Category:

[TALL  search by: &) Voucher# OReq#l:l

. e “ e — Y

# of Expenditures: 00

Windows Internet Explorer

! ‘1 Motice: Expenditure reviews are temporarily suspended due o G/L processing.

Year End Close

e When the fiscal year close is in process, Ledger dates ending in “I”, “W”, or “F” will
disable the Level | reviewer from being able to review transfers during this period.

e The Preparer can “Save” the transfers and submit them once the year end ledger cycle is
completed.
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TOE Training Manual Chapter 2: FUNCTIONAL TERMS & PROCESSES

E. Change Status In-Process

e Transfers can be modified by Preparers as long as it has not been approved.
e This applies only to transfers in the In-Process status.

e An email box will pop up addressed to the preparer and reviewers where an
explanation can be indicated why the transfer is being returned.

e The Reviewer I, Reviewer Il, and Reviewer Il can change the transfer status to In-
Process (return it to preparer) if additional explanation is required or the Preparer
requests for the transfer to be returned.

e Change status to In-Progress:

e Select the In-Progress transfer

¢ Press the “View” button.

&; espresso | | Transfer of Expense 1,52 Lynsey Knutson ‘ sign out
Expenditures ser Parameters ser Manual
List Mode | View | Prepare | Hodiy ‘ Reiiew | Post Audit ‘ Reassignment |
Current Ledger Date: 200902
Department; | NRI-IEURDSCENCE RESEARCH INST v Transfer Status | << PENDING WORK == v
Four Month Period From | lan v | 2008 ¥ High Risk Category:
Search by: () Vouchert O Reg#

I T N N ) TN
® 31902 NRII 01/29/2009 $149.95 Laura Susin LOWRISK PROGRESS
0 32194 P3YC 0212/2009 53667 Elisabeth A Kealy LOWRISK [

FROGRESS
0 32242 PSYC 0212/2009 $238.20 Elisabeth A Kealy LOW RISK 1N
PROGRESS
0 32243 PSYC 0212/2009 5260.10 Elisabeth A Kealy LOWRISK -
FROGRESS
0 32244 PSYC 0212/2009 5161.40 Elisabeth A Kealy LOW RISK IN-
PROGRESS

# of Expenditures: 5/5

[ View ] [ Prepare ] [ Modify ] [ Delete ] I Review ] [ Reassignmert ] [ Statistics ] [ FDF Frint ]
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TOE Training Manual Chapter 2: FUNCTIONAL TERMS & PROCESSES

E. Change Status In-Process (continued)

e The “Change status to In-Process” button is located on the bottom of the screen.

e This button will allow the Preparer to reject the transfer or modify the explanation

Expenditures ser Parameters ser Manual
List | View Mode | Frepare | | Review | FPost Audit | Reassignment |
Non-Payroll Expenditure Adjustment Request Request# TE Journal #
Status:UN-APPROVED - (Reviews 0 of 1) 31902 54 0
Department Creation Date Type of Entry Doc Date Ledger Date
NEUROSCIENCE RESEARCH INST 01/29/2009 01/26/2009 200901
e D el Rl e
447636 | 57910 8000 DRFWWW.ELEMENTS.INFO
2m 8 447636 | 57910 3 8085 GMO1  DRFWWW.ELEMENTS.INFO
im
4m
5m
6m
7m
8m
am
10y

Source Balance:
Target Balance:

/ [ Change status to In-Process ]

¢ An explanation can be sent with the email detailing why the status is being changed.

From: lynsey.knutson@accounting.ucsb.edu{Lynsey Knutson)

o cornet@lifesci.ucsb.edu(Jeanie A Comet), rimble@lifesci.ucsb.edu(Conna Trimble), susin@lifesci.ucsh.edu
. (Laura Susin)

Subject: A transfer status was changed back to in-process.

Message:

[ Send ] [ Cancel ]
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TOE Training Manual Chapter 2: FUNCTIONAL TERMS & PROCESSES

F. Department Codes

e The department codes, Cost Center, Cost Type, and Project are available for department

input.
Expenditures ser Parameters ser Manual T
List | View Mode | Prepare | | Review | Fost Audit | Reassignment |
Non-Payroll Expenditure Adjustment Request Request# TE Journal #
Status:UN-APPROVED - (Reviews 0 of 1) 31902 54 0
Department Creation Date Type of Entry Doc Date Ledger Date
NEUROSCIENCE RESEARCH INST 01/28/2009 01/26/2009 200901
n-mmn-
447636 | 57910 8000 DRIMWWW.ELEMENTS.INFO
2m 8 |447636 | 57910 3 8085 Y GM01  |DRIMWWW.ELEMENTS.INFO
im
4m
5m
6m
m
am
am
10m

Source Balance:
Target Balance:
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TOE Training Manual Chapter 3: PREPARER

A. Login & Initial Screen Information

= UCSB Espresso Sign In - Windows Internet Explorer

'@ > 4 https:/fuwal isc.ucsh.edu/loginas. himl v | S|~
w

& 28|+ |5 ucse Espresso Sign In | @ Transfer of Expense - Li... | | bl |

UCSBE Espresso Sign In

Welcome to Espresso Sign in to Espresso

Espresso is your springboard to jump into UCSB's UCSBnetID I:I
collection of web-based tools and online services.
Sign in here to begin using the Espresso Password I:l
environment.

E cl espresso, Activate your UCSBnetID  Forgot your Password?

See the Espresso Help for sign in and usage
instructions.

WEB ADDRESS TO ESPRESSO: https://uwal.isc.ucsb.edu/loginas.html

= UCSB Espresso Navigation - Windows Internet Explorer

o

@ ¥~ & | hitps: /fespresso.ucsb.edu/admingso/havigation, v % *4 || M

w o |E8 | - | @ ucse Espressa Mavig... * | @& Transfer of Expense - Li., | | -

I[ &J; espresso | | UCSB Espresso Navigation

Staff Applications

Carry Forward of Funds Fiscal closing process to carry funds forward to the next fiscal year
Computer Support Forum (CSF) A support forum for campus IT professionals

FlexCard FlexCard Transaction Review and Allocation Module

GradNET Graduate Student Information Services for Staff and Faculty
Online General Ledger Online Ledger reconciliation tool

Purchase Order Repository View processed purchase orders

Transfer of ledgerized expenses from one valid account/fund/subaccount to another

Transfer of Expense
I p

— Transfer of Funds Transfer of funds among valid account/fund/subaccounts

Student Applications

WEB ADDRESS TO TOE: http://toe.isc.ucsb.edu/toe/TOEServlet

Note: the User Guide contains copies of the TOE system produced from the test version of the
system. Use the Web address listed above to access the system in production.

Log in requires LDAP user ID and password and to be registered in the UCSB Directory. To
establish a user name and password go to the Information Systems and Computing department.

Web address to the UCSB Directory: http://directory.ucsb.edu/

Then the Department Security Administrator (DSA) needs to assign a security group as a
Preparer or a Reviewer.
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TOE Training Manual Chapter 3: PREPARER

A. Login & Initial Screen Information (continued)

Initial Screen

e This screen will appear on your computer once you login to the application.

(2 Transfer of Expense - List of Transfers. - Windows Internet Explorer

@:} v | €] hitps: /ftoe.isc.ucsh.edu/toe /TOEServlet v‘ £ ‘ (X ‘ ‘ s
W é :‘@Transfer of Expensa ... X y@WelcumemTahhed Bro... {_‘ G- & Beapr ok~ i

&J; espresso | | Transfer of Expense 1.52 Lynsey Knutsen ‘ sign out

Expenditures
List Mode ‘ ‘ Prepare ‘ Modif ‘ Review Past Audit ‘ Reassignment ‘
Current Ledger Date: 200902
Area | Department: | MSI-MARMNE SCENCE INSTITUTE v | Transfer Status | << PENDING WORK >» v |
Four Month Period From High Risk Category:

[JALL [ searchby: @ Vouchers Oﬂeq#l:|

. Sunertent “ et fmount cresedsy ek Cesoy M

# of Expenditures: 0i0

[ Rezssignment ] [Stat\shcs] [PDFPnnt]

[# € Internet ®100% -
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TOE Training Manual Chapter 3: PREPARER

A. Login & Initial Screen Information (continued)

List of departments you are authorized to access to prepare source transactions or review
target transactions.

= Transfer of Expense - List of Transfers. - Windows Internet Explorer
@ :f - | & https:/ftoe.isc.ucsb.eduftoe/TOEServiet

w e [@ Transfer of Expense - List of Transfers. l l

£} espresso Transfer of Expense 1.52

Expenditures

List Mode FPrepare

Area | Department: \si-MARINE SCENCE INSTITUTE

SMSI-NARIMNE SCIEMCE INSTITUTE
Four Month B, A TFRIAL MANAGEMENT
|:| ALL MTRL-MATERIALS RESEARCH LAB

Searchby: {1 50 yusic Derr
. Target Amount I

O] 31905 CME 01/28/2009 $339.50

# of Expenditures: 1M

M3I-MARINE SCIENCE INSTITUTE

M5I-MARINE SCIENCE INSTITUTE

WMTLWM-MATERIAL MANAGEMENT B
WMTRL-MATERIALS RESEARCH LAB

WMUSC-MUSIC DEPT

<
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TOE Training Manual Chapter 3: PREPARER

A. Login & Initial Screen Information (continued)

¢ The initial filter will default to the current ledger month and three-months forward.

e |tis used to narrow the search for source transactions.

X espresso _ ‘ Transfer of Expense 1.52

Eupendtures | Userpaameers || sl

List Mode Prepare Modify Review

Area  Department: | ACTG-ACCOUNTING SERVICES & CONTROLS %

Four Month Period From | Jan ¥ | 2009 ¥

[JALL  searchby: O Vouctert ¢ Regt

e A Request number is assigned by the TOE system to each transaction that has been
submitted for process by the Preparer to trace a transfer.

e Entering the unique request number above will bring up an immediate search for the specific
transfer.

5 espresso | | Transfer of Expense 1.52
Expenditures
List Mode

Prepare Modify

Area  Department; | ACTG-ACCOUNTING SERVICES & CONTROLS v

Four Month Period From | Jan v [ 2000 v

[TALL  Search by: () Voucher#|(*) Regt |
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TOE Training Manual Chapter 3: PREPARER

A. Login & Initial Screen Information (continued)

e The Transfer Status pull-down bar defaults to Pending Work.

e Alist of descriptions is provided on the following pages.

‘ &5 espresso | | Transfer of Expense 1,52
T

Expenditures ser Parameters VETETT PAlaITIEEr ser Manua
List Mode iy Prepare Wodify Reyigi PastAudit Reassignmant
‘ Area ‘Departmem: MSI-MARINE SCENCE NSTITUTE v Transfer Status <= PENDING WORY =» v

g B | ==

‘Fuur Month Period From | Feb + |2009 v
Search by: @Uuuchen‘! Olle ﬂl:l Displ
‘ D — ‘ hy: > ACKGMT OF HIGH RISK STATUS CHANGE

ACKGMT OF REJECTED TRANSFER
Requestd ¥ Owner Dept Date Target Amount LPPROVED

ERROR LPDATING TO FTD
#of Expenditures: 00 IN-PROGRESS

PARTIALLY APPROVED
REJECTED
UN-APPROVED

== PEMDING WORK == v

== ALL ==

== PEMDIMNG WORHK ==

== POST ALUDIT - NOT SATISFACTORY ==

ACHGMT OF HIGH RISK STATUS CHAMGE

ACKGMT OF REJECTED TRAMSFER -—

APPROWED

ERROR UPDATIMG TO FTD

IN-PROGRESS

PARTIALLY APPRONVED

REJECTED

LN-APPROWED
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TOE Training Manual Chapter 3: PREPARER

A. Login & Initial Screen Information (continued)

Transfer Status Descriptions:

Acknowledgment of High-Risk Status Change

This occurs when a transfer is converted to high-risk after it was submitted as low-
risk. A possible reason for this is that the lag-time between the time the transfer was
created and approved caused the transaction to become high-risk.

Transfers with a status changed to high-risk needs to be acknowledged by the original
Preparer.

Acknowledgment of Rejected Transfer

All

The Preparer must acknowledge rejected, partially approved or high-risk status
change transfers.

All transfers regardless of status.

Approved

If the transfer detail is correct and the questions are answered sufficiently, then the
transfer status will be changed to approved and submitted directly to the FTD.

No and Low-risk transfers must be reviewed by the Preparer and Reviewer I. If the
transfer is interdepartmental, it must be reviewed by each department’'s Reviewer I.

If the transfer is high-risk, then a Reviewer |1l from Accounting must review the
transaction

Error updating a transaction to FTD

This message appears when transfers failed to update to the General Ledger.

In-Progress

When a transfer is saved using the save button, the transfer is In Progress, but not
submitted for review.

An In-Progress transfer may be modified or deleted by the Preparer.

A transfer in-progress has been saved but not submitted for review and approved.
The Preparer will need to “Save & Submit” or “Delete” the transfer.

Partially Approved

Partially approved transfers are transfers where one or more target transactions are
rejected.

Rejected transactions will not be sent to the FTD. A message will be sent back to the
Preparer and Reviewer. The Preparer must submit another form for the rejected
transactions.
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A. Login & Initial Screen Information (continued)

Partially approved cont...

¢ Whenever a transaction is rejected, the Preparer must acknowledge that some or all
of their transactions are rejected. Upon rejecting a transaction, all the preparers in the
preparer group will receive an email message indicating this fact; however, the
approved target transactions will be updated to the FTD immediately. The Preparer

will then need to acknowledge each transaction that was rejected on the creation
screen.

e When a Reviewer rejects a transaction, an email message will be sent to the Preparer
of the transfer. The Preparer must acknowledge the event by pressing the
Acknowledge Rejected Transaction button located in the ‘view’ mode.

Pending Approval Transfers

e A Reviewer | will normally see this status when your department has approved the
transaction, but other departments have not yet approved the transfer. A transfer has

the status of Pending Approval when it has not been completely reviewed by all the
departments.

e Pending Work

¢ Includes In-Progress, Unapproved, Acknowledgement of Rejected, Acknowledgement
of High Risk, and Error Updating FTD.

¢ Rejected

o A transfer is considered rejected when all or a partial transaction has been rejected
and then the following will occur:

e The user must acknowledge the rejected transaction by pressing the
Acknowledge Rejected Transaction button which is located in the “view” mode.

e Once acknowledged the transaction of the source transaction will be set to “R”
for Rejected.

¢ Note: A new transfer must be submitted to satisfy the Reviewer.

e Un-approved

e A transfer that has not been approved by all the reviewers. When a transfer is saved
using the Save and Submit button, the transfer is set to un-approved status and it is
then submitted for review. An un-approved transfer may no longer be modified.

e Multiple departmental transfers will appear as pending approval within the department
if it has been approved within the department. It will appear as un-approved by

departments that can view the transfer if it has not been approved by the other
department(s).
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B. No/Low Risk Transaction

How to Prepare a No/Low Risk Transaction:

e Preparer selects the department that has the source transaction to be transferred.

e Press Prepare button.

£ Transfer of Expense - List of Transfers. - Windows Internet Explorer

@\ 2 M E | https:/toe.isc.ucsb.edly/ioe TOEServiet V‘ E ‘ X ‘ ‘ Pl
— o " »
W & [@Transfer of Expense - List of Transfars, ’ ‘ -0 = e ook~

X} espresso | | Transfer of Expense 1.52 Lynsey Knutson ‘ sign out

Expenditures ooe
List Mode Vigw Prepare Modify Review Post Audit Reassignment
\ Current Ledger Data: 200902
Area  Department: ACTC-ACCOUNTING SERVICES & CONTROLS | Transfer Status ST
Four Month Period From High Risk Category:

CIALL  Searchby: O Vouchers ®R@D

I = T

# of Expenditures: 010

Frapare [ Reassignment | [ Statistics |

Daone
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B. No/Low Risk Transaction

How to Prepare a No/Low Risk Transaction (continued):

(2 Transfer of Expense - FTD Source Transaction Search Dialog - Windows Internet Explorer

g , v | € htips:/ftoe.isc.Lcsh edu/toe/TOEServlet v ﬂ (X P~
»

W &0 @ Transfer of Expense - FTD Source Transach... fd - B - & - [5hpage v & Taok ~

| &) espresso | | Transfer of Expense 1.52 Lynsey Knutson | | sign out

Ledger Transaction Search Dialog

Type Entry: *
Ledger Date: (YYYYMM): * 500902

Location: *
Account: *
Fund: *

Sub:

Object Code:

Vouchers#:
AP Reference#:

= Mandatory entry

e This screen appears after the Prepare button is chosen. This screen is used to select a
source transaction.
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B. No/Low Risk Transaction

How to Prepare a No/Low Risk Transaction (continued):

Ledger Transaction Search Dialog

Type Entry: * |53
Ledger Date: (YYYYMM): * 2qnzq4

Location: * |8
Account; * (408906

Fund: * (53272

Sub:
Object Code:
Voucher#.
AP Reference#:
*= Mandatory entry

e Preparer enters general ledger data to select the source transaction.
e Mandatory entries are marked and must be completed.
e This screen is a General ledger listing of source transactions that meet the search criteria.

e Press Ok button.

27 4/09



TOE Training Manual Chapter 3: PREPARER

B. No/Low Risk Transaction

How to Prepare a No/Low Risk Transaction (continued):

sfer of Expense - Source transaction window - Windows Internet Explorer

_ ~ | €] htips:/ftoe.isc.ucsh.edu/toe/ TOEServlet v % 4 | X L2 -

UF 4| @ Transfer of Expense - Source fransaction wi.. B-8 o= - |pPage v 0¥ Tools ~ o
| &J; espresso | ‘ Transfer of Expense 1.52 Lynsey Knutson | | sign out
Location g
Account: 408906

—p 53272 | 3 | 2000 NICOLE KLANFER 147193 111712008 05014 53 s62328 DEVL
[ 53272 | 2 | 2000 NICOLE KLANFER 147724 1112012008 05014 | 53 s2458 DEVL
0| 53272 | 3 | 2000 NICOLE KLANFER 147875 1112412008 05014 | 53 s108.31 DEVL
0| 53272 | 3 | zo00 NICOLE KLANFER 147725 1112612008 05014 | 52 10472 PEVL
O | 53272 | 3 | 7200 PARK-Guest Permits 407819 113012008 05622 | 53 s30.00 DEVL
[ sa2r2 | 3 | 7200 PARK-Guest Permits 407087 1113012008 05622 | 53 s30.00 PEVH
0| 53272 | 3 | 7200 PARK-permit recharges 602546 1113012008 05622 | 53 s45.00 DEVL
0| 53272 | 3 | 7200 PARK-permit recharges 602552 113012008 05622 | 53 s40.00 PEVL
0| 53272 | 3 | 7750 NICOLE KLANFER 147725 1112612008 05014 | 53 $56.68 DEVL
(! f ! ! [ [ [ [ [ [ |

>

[ Select | [ Retwm_|
Done 3 & Internet F100% -

—e Select the expense to be transferred
e Click on the “Select” button to select the source transaction from the list provided from the
search.
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B. No/Low Risk Transaction

How to Prepare a No/Low Risk Transaction (continued):

€ Transfer of Expense - Creation/Modification form. - Windows Internet Explorer

—

@ ~ = €] htips://tne.isc.ucsh.edu/tos, TOEServiet R % || K L2 -
UE G| @ Transfer of Expense - CreationModification f... - B = ~ |rPage v () Tools i
| &J; espresso | | Transfer of Expense 1.52 Lynsey Knutson ‘ ‘ sign out &
Expenditures | User Parameters | | User Manual | | Exit
List | | Prepare mode | Post Audit Reassignment |
Current Ledger Date: 200002
Non-Payroll Expenditure Adjustment Request Request# TE Journal # Voucher #
Status:IN-PROGRESS 54
Department Creation Date Type of Entry Doc Date Ledger Date Identifier
MSI-MARINE SCIENCE INSTITUTE v 021372009 53 11/17i2008 200811
T e e e e ot e oo o
1) 8 408906 | 53272 3 2000 NICOLE KLAMNFER $5623.28
2m O | [¢ 448750 [p5s00 [5 2000 | mio1ZD [NICOLE KLANFER | | 462.28
s (O T 1 [ [ [ 0.00
sam | O [ B [ [ [ | | 000
so (O 0T T 0 1 [ [ [ 0.00
sm | O [ B [ [ [ | | 000
0 =1 o il i el e el | | _—
sm | O | [ | | T 0 I [ I | | 0.00
20 r I r L r L | 2 | ‘ | | 2%
wo (O (T T T T T T T | ] [ ow
. Source Balance;
[ Source Trans ] [ Delete Line(s) ]
Target Balance: Total:
Explanation of expenditure Adjustment:
1.)Explain why the expenditure was not directly charged to the appropriate account/fund number to which it is being transferred. If the transfer includes a contract or grant, please
explain fully with appropriate justification. An explanation that merely states the adjustment being made is "to correct an error”, or “to transfer to correct project”, or "expenditure
inadvertently charged to incorrect account” is insufficient.
-
(o=
Done [3 € Internet H100% -

e The transfer of expense journal screen contains the selected source transaction. The
Preparer now inputs the target transaction(s) to which the source transaction is to be moved
on lines 2 to 10. A transaction has a maximum of 10 lines.

e This screen also contains a Source Transaction button that allows the Preparer to return to
the general ledger search screen.

e Voucher #: It represents an incremental number (1-99999) assigned to each transaction |
done at the start of each fiscal year.

e Journal #: It represents an incremental number (1-999) assigned to each transaction done
at the start of each general ledger cycle.
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B. No/Low Risk Transaction

How to Prepare a No/Low Risk Transaction (continued):

€ Transfer of Expense - Creation/Modification form. - Windows Internet Explorer

@L = | @] https:/ftoe.isc.ucsh.edu/tos/ TOEServlet v 8|4 x Pl
Iy - 1 »
U7 & | @ Transfar of Expense - CreationModification .., || v B ® v [rPage v O Took v
| &J; espresso | | Transfer of Expense 1.52 Lynsey Knutson ‘ ‘ sign out 4
Expenditures Ser Parameters ser Manual i
List | | Prepare Mode | ‘ | Post Audit ‘ Reassignment |
Current Ledger Date: 200002
Non-Payroll Expenditure Adjustment Request Request# TE Journal # Voucher #
Status:IN-PROGRESS 54
Department Creation Date Type of Enlry Doc Date Ledger Date Identifier
MSI-MARINE SCIENCE INSTITUTE 02113/2009 1117i2008 200811
Cost
nu-mmn-nm
1) 8 408906 | 53272 2000 NICOLE KLANFER 562328
2m O | [z [se8750 55800 |§ 2000 | 10170 [NICOLE KLANFER [ [ 45228
so (O T T I T ] \ | [ ow
4o | O | [ [ | | | | | 0.00
- o T I | i [ [ 0.00
so (O | 1 I T | \ | [ o
. o T 1 | i [ [ 0.00
so (O T [ I T T | \ | [ oo
oo (O T T T I T T 1 \ [ [ ow
wo | O [ [ [ | \ J | oo
- Source Balance:
[ Source Trans ] [ Delete Linge(s) ]
Target Balance: Total:
Explanation of expenditure Adjustment:
1.)Explain why the expenditure was not directly charged to the appropriate account/fund number to which it is being transferred. If the transfer includes a contract or grant, pleaze
explain fulty with appropriate justification. An explanation that merely states the adjustment being made is “to correct an error”, or "to transfer to correct project”, or "expenditure
inadvertently charged to incorrect account” is insufficient.
Expenses for lodging and airfare covered by MSI in connection with Carsey-Wolf Center's business
plan meeting.
v
Sove 4 e
Done ¥ & Internet 0% -

e All transfers require an explanation for the expenditure adjustment.

e Transactions containing contracts, grants and cooperative agreements require a full
explanation for the transfer being made.

e The Preparer can now Save, Save & Submit or Clear.

e The Clear button only clears the Target transaction(s).
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B. No/Low Risk Transaction

How to Prepare a No/Low Risk Transaction (continued):

e Save Feature:

e The save feature holds the transfer in the ‘in-progress’ status allowing for future View,
Modify, Delete or Save & Submit.

Non-Payroll Expenditure Adjustment Request Request# TE Journal # Voucher #
Status:IN-PROGRESS 54
Department Creation Date Type of F_nlry Doc Date Ledger Date Identifier
MSI-MARINE SCIENCE INSTITUTE 0213/2009 11/17/2008 200811
nl:l-mmn-mmm
8 408906 | 53272 3 2000 NICOLE KLANFER $623.28
2m O | [ 248750 55800 |5 2000 | [Mio1zD [NICOLE KLANFER [ [ 462.28
s | O[O " | [ [ I 000
sm | O [ [ | | \ | | 0.00
- o =T | | ‘ [ [ 0.00
sm | O [ [ | | | | | 0.00
- ST =T | | ‘ [ [ 0.00
em | O [ [ [ | | | | | 0.00
- =Rl =TT | | ‘ [ [ 0.00
wo | O] [ [ | | | | | 0.00
Source Balance:
[ Source Trans. ] [ Delete Lines) |
Target Balance: Total:

Explanation of expenditure Adjustment:

1.)Explain why the expenditure was not directly charged to the appropriate account/fund number to which it i being transferred. If the transfer includes a contract or grant, please

explain fully with appropriate justification. An explanation that merely states the adjustment being made is “to correct an error”, or “to fransfer to correct project”, or “expenditure

inadvertently charged to incorrect account” is insufficient.

Expenses for lodging and airfare covered by MSI in connection with Carsey-Wolf Center's business

\ plan meeting.
==
Do P & nternet

e When the transfer is Saved, a window appears indicating the Request # assigned to the
transfer.

Non-Payroll Expenditure Adjustment Request Request# TE Journal # Woucher #
Status IN-PROGRESS 54
Department Creation Date Tyne of En!ry Doc Date Ledger Date identifier
MSI-MARNE SCIENCE INSTITUTE 02/13/2009 11/17/2008 200811

T e B 3 e S B
1 408006 | 53272 2000 NICOLE KLANFER $5623.28
2m =) ]? 448750 55800 E 2000 || 10170 [[MICOLE KLANFER | [ 46228
3m ] B e i I N E I ] [ 0.00
FoN =1 B e et i et mmmm ¥/ indows Internet Explorer [X| [ [
5m (=1 N s i N el | [ 0.00
5m of|r 7 I ; ] [ 0.00

E Expenditure # 32265 has been saved
7o (= I e e el ! P [ [ 0.00
8m o | [ L) | [ 0.00
9m I~ [~ N [ ] 0.00
10m o | I [ ] [ 0.00
[ Soums s ) [(Deiste Greel ) rotan

Explanation of expenditure Adjustment:

1.)Explain why the expenditure was not directly charged to the appropriate acc please

explain fully with appropriate justification. An explanation that merely states the adjustment being made is “to Correct an error”, or “1o transfer to Correct Project”, or “expendiure

inadvertently charged to incorrect account” is insufficient

Expenses for lodging and airfare coversd by MSI in connection with Carsey Wolf Centex's business

plan meecing.

Done i € Internet #100% -
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B. No/Low Risk Transaction

How to Prepare a No/Low Risk Transaction (continued):

e Save & Submit Feature:

e The Save & Submit button sends the transfer to Reviewer | for approval.

Non-Payroll Expenditure Adjustment Request Request# TE Journal # Voucher #
Status:IN-PROGRESS 54
Department Creation Date Type of Enlry Doc Date Ledger Date Identifier
MSI-MARINE SCIENCE INSTITUTE 0213/2009 111712008 200811
nu.mn.nm
8 408906 @ 53272 2000 NICOLE KLANFER §623.28
am | O | o [eas7so sssoo |§ 2000 o120 [NICOLE KLANFER [ [ 5228
sm (O | [ || | \ | | oo
o [ D[ I | | | oo
sm | O|[ || | \ | | oo
so | O | [ I | | | oo
o O] || | \ | | oo
so | O | [ I | | | oo
s | O|[ || | \ | | oo
wo (O T [ T T T T ] | [ o
- Source Balance:
[ Source Trans. ] [ Delete Line(s) ]
Target Balance: Total:
Explanation of expenditure Adjustment:
1.)Explain why the expenditure was not directty charged to the appropriate accountfund number to which it is being transferred. If the transfer includes a contract or grant, please
explain fully with appropriate justification. An explanation that merely states the adjustment being made iz "to correct an error®, or "to fransfer o correct project”, or "expenditure
inadvertently charged fo incorrect account” iz insufficient
Expenses for lodging and airfare covered by MSI in connection with Carsey-Wolf Center's business
plan meeting. /
“
Done # & Internet
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B. No/Low Risk Transaction

How to Prepare a No/Low Risk Transaction (continued):

e Save & Submit Feature:
e There is an e-mail notification generated from selecting the Save and Submit button.
¢ |tis to notify the Reviewer | that a transfer is pending review and approval.

e The Preparer enters the e-mail message.

From: lynsey.knutson@accounting.ucsb.edufLynsey Knutson)
To: velez@msi.ucsb.edu(luisa Velez)

Subject: A new transfer of expenditure requires your review.

Message:

Please review and approve this transfer.

[ Send ] [Cancel ]

33 4/09



TOE Training Manual Chapter 3: PREPARER

B. No/Low Risk Transaction

How to Prepare a No/Low Risk Transaction (continued):

e Preparer will receive a confirmation that the transfer has been saved and submitted
for department review and the Request # assigned to the transfer.

{ Transfer of Expense - View - Windows Internet Explorer

@\ y~ €| hitp:/ftoe-test2,isc.ucsh.edu toe, TOEServiet W [+ % R~
i\ = N - Y »
w @ |E2 |+ @ Transfer of Expense ... X | @ Transfer of Experse - Li.. | | fi- B ® - [peage v ool -
XJ; espresso | Connie Feeley ‘ sign out d
Expenditures ser Parameters stem Parameters ser Manual
List | View Mode | Prepare | ‘ | Post Audit ‘ Reassignment |
Current Ledger Date: 200902
Non-Payroll Expenditure Adjustment Request Request# TE Journal # Voucher #
Status UN-APPROVED - (Reviews 0 of 2) 434 54 0 0
Department Creation Date Type of Enlry Doc Date Ledger Date Identifier
MSI-MARINE SCIENCE INSTITUTE 021312009 111712008 200811
Cost
nnlmmn@nm
B 408906 53272 2000 NICOLE KLANFER 5623.28
am | O | 6 [se750 [esso0 |§ oo | 101zD [NICOLE KLANFER [ [ 4522
o | O] | | a | [ o
awm (D[ [ Windows Internet Explorer | [ o
o | 0|7 - d has b d and submitted fo | __
Expenditure # 434 has been saved and submithed for review.
sm | O [ [ I "_\ P | [ o
m (O] | | [ o
sm | O [ [ | [ o
oo (O ] || | \ | | o
oo | O] [ | ] || | | o
- Source Balance:
[ Source Trans. ] [ Delete Line(s) ]
Target Balance: Total:
Explanation of expenditure Adjustment:
1.JExplain why the expenditure was not directly charged to the appropriate account/fund number to which it is being transferred. If the transfer includes a contract or grant, please
explain fully with appropriate justification. An explanation that merely states the adjustment being made iz “to correct an error”, or "to fransfer to correct project”, or "expenditure
inadvertently charged fo incorrect account” is inzufficient
Expenses for lodging and airfare covered by MSI in connection with Carsey-Wolf Center's business
plan meeting.
Dore [ € Internet # 100% v
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B. No/Low Risk Transaction

How to Prepare a No/Low Risk Transaction (continued):

e By selecting the List Mode, the Preparer can see the status of the submitted transfer.

( Transfer of Expense - List of Transfers. - Windows Internet Explorer

T I TRl (7 I
@.‘:_;' || htis e s, cch ol e TOEServle: Vi%!*’ X |l Sea ol

& B0 & HeerGme

ll,@_);ﬂeslpressor: Transfer of Expense 1,52 Lynseyl(nutson‘ _signaut |
Expenditures

PostAudit Reassignment

Current Ledger Dater 200002

Department: |HRILNEURUSCENCE TESEANCH HET | Trensfer Status | IN-ATTAOVED w
Four Wonth Period From 0 | 2008 v High Risk Category:

santy, Ovouters ORet. | D]

I i Dcpl “ legel e fee By n o Cdlcgmr m

0 Wl 02422009 53667 Elisabeth AKzaly LOWRSK AP’%VED
0 32 (] 02122009 LPRE] Elizabeth AKealy LOWRSK %
0 43 WSl 021212009 126040 Elizabeth AKealy LOWRSK &
0 4 (] 021212009 $266.96 Elizabeth AKealy LOWRSK %
0 4% 1] 027132009 35411 Laurasusin LOVI RSk %

# of Expenditures: X5

(Vew ]  [Pepae]  [Revew]| [ Resssoment |[Saisis]  [PDFPi]

s (9 @ Internet #100% -
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C. High Risk Transfer

How to Prepare a High Risk Transaction:

e Preparer selects the department that has the source transaction to be transferred.

e Press Prepare button.

£ Transfer of Expense - List of Transfers. - Windows Internet Explorer
% & (gl

€] https:/ftoe.isc.Lcsh.edu/ftoe TOEServiet v| % | /1%

RN N R — = n ¥
& Transfer of Expensa ., X ]@UCSB Espressa Navigation { ‘ & - = - [} Page v G Taols ~

Transfer of Expense 1,52 Lynsey Knutson | sign out

& espresso

Expenditures )
List Mode | | Prepars | adif | Revigiw Post Audit | Reassignment |
\ Current Ledger Date: 200902
Area  Department; | I/SHVARNE SCENCE NSTITUTE v Transfer Status | << PENDNG VI0RK>» v
Four Month Period From High Risk Category:

(AL | searchby: ) Vouchert OReq#l:I

. Sumerte femetAmount Createasy sk Cefsson

# of Expenditures: 010

[ Reassignment | [ Statistics |

36 4/09



TOE Training Manual Chapter 3: PREPARER

C. High Risk Transfer

How to Prepare a High Risk Transaction (continued):

e This screen appears after the Prepare button is chosen. This screen is used to select a

source transaction.

£ Transfer of Expense - FTD Source Transaction Search Dialog - Windows Internet Explorer

@ J v | 8] httns: /e lse.ucsh 2duftoe  TOEServlet vl G |4 % Al

kol
U0 40 | @ Transfer of Expense - FTD Source Transacti.. f - B @ - [Page v Taok v
&} espresso | | Transfer of Expense 1.52 Lynsey Knutson | | sign out

Ledger Transaction Search Dialog

Type Entry: *
Ledger Date: (YYYYMM): = 50907

&

Location:
Account: *

Fund: *
Sub:

Object Code:

Voucher#:
AP References:

*=Mandatory entry
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C. High Risk Transfer

How to Prepare a High Risk Transaction (continued):

Ledger Transaction Search Dialog

Type Entry: * 53
Ledger Date: (YYYYNM): 200805

Location: * |8
Account: * (448750
Fund: * 21901

Sub:
Object Code;

Vouchers:
AP Reference#:

*=Mandatory entry

> ok |

e Preparer enters general ledger data to select the source transaction.
e Mandatory entries are marked and must be completed.
e This screen is a General ledger listing of source transactions that meet the search criteria.

e Press Ok button.
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C. High Risk Transfer

How to Prepare a High Risk Transaction (continued):

(= Transfer. of Expense - Source transaction window - Windows Internet Explorer

@H x éﬁ_ht_tps:,f__fhae.isc.ucsb.edu__/b:g('rOEServlet - F v = (X 0 - Pl
H & | @& Transfer of Expense - Source transaction wi., I ‘ -8 om v |5rPage v g Toals v &
| &3 espresso | | Transfer of Expense 1.52 Lynsey Knutson | | sign out
Location 8
Account: 448750
(SR s —— S -
21901 2000 ALLISON CWHITMER 139714 05/21/2008 11014 §26.00 it
0| 21901 3 7280 04/05 BIO SCI CHGS 05/31/2008 11649 | 53 5638.60 A
; 21901 ! 7280 05/08 BIO SC| CHGS 05/31/2008 11649 | 53 5574.49 it
0| 21901 3 7280 SUP  MSIMay 2008 05/30/2008 11657 | 53 $1.50 A
1| 21901 ! 7280 SUP M3 May 2008 05/30/2008 11657 | 53 §83.16 it
0| 21901 3 7280 SUP  MSIMay 2008 05/30/2008 11657 | 53 §72552 A
1| 21901 ! 7280 SUP M3 May 2008 05/30/2008 11657 | 53 548972 it
[0 21901 3 7280 SUP M3IMay 2008 05/30/2008 11657 | 53 568044 Ml
[ 21901 g 8035 IC-Licensing 114536 RDN52 05/31/2008 11644 | 53 §51.00 L
[0 21901 3 2000 GLOBAL MFG C USETX 011078 57972 04/21/2008 11023 | 53 £19.43 Ml
[ 21901 g 2000 COORDINATED USETX 011079 57923 04/18/2008 11023 | 53 $0.52 L
. ! {1 {7 { I | | [ [ [ [ | |
> Select Retum
Daone [ @ Internet #100% -

—e Select the expense to be transferred
e Click on the “Select” button to select the source transaction from the list provided from the

search.
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C. High Risk Transfer

How to Prepare a High Risk Transaction (continued):

sfer of Expense - Creation/Modification form. - Windows Internet Explorer

@ y * ﬁ' https {,ft:e isc.Lcsh, edu/TJJefI'OEServ\et v & | (X | | B
R, " I y v »
W 4| @ Transfer of Expense - Creation/Modification f... | } fi - B - o= - [zrpage v & Took v
| & espressa | ‘ Transfer of Expense 1.52 Lynsey Knutson | | sign out " &
Expenditures r Parameters i =1 er
List | £ | Prepare Mode ‘ f | eyl | Fost Audit | Reassignment |
Current Ledger Date: 200002
Non-Payroll Expenditure Adjustment Request Request# TE Journal # Voucher #
Status IN-PROGRESS 54
Departmem Creation Date Type of Enlry Doc Date Ledger Date Identifier
HQII-HARINE SCENCE INSTITUTE 02/17/2009 05/31/2008 200805
Cost Cost
( I“---_
8 448750 K 21901 T."_BU |05/08 BIO SCI CHGS 557449
om | O e 2449000 Jorazr ﬁ 7280 | \MFma ‘DSJUBBIOSC\CHGS '| \ 2127
3m | O _|— ] [ | | | | | | \ 0.00
so | O[] C 1 [ | ] | o
so | O .|—|— r ;l__ | | =
o (O[T | _|—| T [ | | [ ow|
7o (O[] T | | [ \ 0.00|
Em D 1 |— 4 ’— | : ‘ ‘ | ‘ 000
o (O[T T T T T T T | | o
tom | O | l __ [ _| | \ | | \ 0.00
. Source Balance:
[ Source Trans ] l Delete Line(s) ]
Target Balance: Total:
Explanation of expenditure Adjustment: )
4.)Explain why the expenditure was not directly charged to the appropriate account/fund number to which it iz being transferred. If the fransfer includes a contract or
grant, please explain fully with appropriate justification. An explanation that merely states the adjustment being made iz
After careful review of his grants, the PI determined above expense belonged to 449%000-07427. Per ~
PI request the charge is being transferred to charge the appropriate project.
RDNS54>MF106 v
2,)Explain in detail the reason for the tardiness of the transfer.
120 day memo is being submitted after 120 days from the original charge since the decision to
transfer the expense was just made by the PI today. | F
Sov S
Dane [# @ Internat 1005 v

e Enter the target transaction to be submitted.

e There can be multiple target transactions.
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C. High Risk Transfer

How to Prepare a High Risk Transaction (continued):

7= Transfer of Expense - Creation/Modification form. - Windows Internet Explorer

g. | v @] https: ffoe.isc.ucsh edutos/ TOEServlet v| = |12 [ | Pir
e Y | : ; . »
W G| @ Transfer of Expense - CreationMadification f.. | | -8 o - |5 Page v G Tools ~
&J; espresso | ‘ Transfer of Expense 1.52 Lynsey Knutson ‘ ‘ sign out ” te
Expenditures | UserParameters | [ User | et |
List | | Prepare Mode i | : Post Audit Reassignment

Current Ledger Date: 200902

Non-Payroll Expenditure Adjustment Request Request# TE Journal # Voucher #
Status:IN-PROGRESS 54
Department Creation Date Type of F_ntry Doc Date Ledger Date Identifier
MSI-MARINE SCIENCE INSTITUTE » 02i17/2009 05i31/2008 200805
o Cost Cost
T e e e e =
1 = 8 448750 | 21901 3 | 7280 051'08 BIO SCI CHGS 5574. 49
em | O | [6 [42o000 orazr 7 [7zs0g ‘ - \ [ 2127|
o [OJFT T T Windows Internet Explorer E\ ] 0w
s O] | [ [ [ 0.00
5m ol | [ ' | J =
o T | I 'ml MOTE: Expenditure has HIGH RISK fransactions. '
em | O | [ . p B [ [ 0.00
7m O [ < f f .00
s | O | [ [ \ [ 000
o | O B [ [ 000
om | O | [ B [ [ 0.00
. Source Balance:
[ Source Trans ] [ Delete Line(s) ]
Target Balance; Total;
Explanation of expenditure Adjustment:
11.)Explain why the expenditure was not directly charged to the appropriate account/fund number to which it is being transferred. If the transfer includes a contract or
igrant, please explain fully with appropriate justification. An explanation that merely states the adjustment being made is
After careful review of his grants, the PI determined above expense belonged to 449000-07427. Per ~
PI request the charge is being transferred to charge the appropriate project.
RDN54>MF106 s
2.)Explain in detail the reason for the tardiness of the transfer.
120 day memo is being submitted after 120 days from the original charge since the decision to
transfer the expense was just made by the PI today. 3

Save Save & Submit Clear

one / § @ Internet H100% -

Two Options:

e Save: Press the “Save” button to save it without submitting for review.
e Save & Submit: Press the “Save & Submit” button to be reviewed by the Reviewers.

e This screen appears when the target transaction is entered and the “Save and Submit”
button is selected.

e A window indicating “NOTE: Expenditure has HIGH RISK transactions” will appear.
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C. High Risk Transfer

How to Prepare a High Risk Transaction (continued):

e Any transfers being processed over 120 days from the ledger date of the expense are
required to give a full explanation why this required adjustment is late.

e After Save or Save and Submit is selected a notice will appear stating that “additional
guestions must be answered for the late transfers” if the transfer needs a 120 day memo.

e Select Save or Save & Submit once the 120 day memo has been entered.

€ Transfer of Expense - Creation/Modification form. - Windows Internet Explorer

=

@L ) | €] https:/foe. s ucsb.edu/ftoe, TOEServ et v % 3| [ X Folbs
n . — 5 »
F 4 |23|+| @ Transfer of Expenss .. X | @ Transfer of Expenze - C... | - 8 = v b Page > () Tools =
| &J; espresso | ‘ Transfer of Expense 1,52 Lynsey Knutson | | sign out A
Expenditures | ! serparame!ers | | I!serﬂanua | | !}I!
List ‘ | Prepare Mode | Post Audit Reassignment |
Current Ledger Date: 200902
Non-Payroll Expenditure Adjustment Request Request# TE Journal # Voucher #
Status:IN-PROGRESS 54
Department Creation Date Type of Entry Doc Date Ledger Date Identifier
WSIMARMNE SCIENCE INSTITUTE v 03/03i2009 53 05/31/2008 200805
S N e e S N =
1@ 8 448750 21901 )] 7280 05/08 BIO SCI CHGS $574.49
2m 0| [ [ss0000 o7a27 |7 T | [ 21.27
3m (| 3 0.00
B B Windows Internet Explorer ‘ |
oo (O T T T ] [ ow
5m o\ [ | [ 0.00
5 olrr— T T 1 E Additional guestions must be answered for the late transfers, \ \ .00
’ L
ol =1 Nl i il B | o
oo (O T I | o
am o|r | [ | [ 0.00
10m ol | [ [ [ 0.00
Source Balance:
[ Source Trans. ] [ Delete Line(s) ]
Target Balance: Total:
Explanation of expenditure Adjustment:
1.)Explain why the expenditure was not directly charged to the appropriate account/fund number to which it is being transferred. If the transfer includes a contract or grant, please
explain fully with appropriate justification. An explanation that merely states the adjustment being made is
After careful review of his grants, the PI determined above expense belonged to 443000-07427. Per
PI request the charge is being transferred to charge the appropriate project.
RDNS54>MF106
2.)Explain in detail the reason for the tardiness of the transfer.
-
Save & Submit Clear
Done [3 € Internet #100% -

e Select Save or Save & Submit once the 120 day memo has been entered.
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C. High Risk Transfer

How to Prepare a High Risk Transaction (continued):

From: lynsey. knutson@accounting.ucsb.edu(Lynsey Knutson)
To: velez@msi.ucsh.eduiluisa Velez)

Subject: A new transfer of expenditure requires your review.

Message:

Please review and approve this transfer.

Send ] [ Cancel

e An E-mail notification from the Preparer to the Reviewer | and Reviewer 11l of a high risk
transfer will appear.

e The Reviewers will receive this email prompting them to review and approve the transfer.
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C. High Risk Transfer

How to Prepare a High Risk Transaction (continued):

£ Transfer of Expense - View - Windows Internet Explorer

@ o v ] htip/foe-testa, st ucsh edutoe, TOEServiat || %X P|=
i ~ - s . »
w o |85~ @ Transfer of Expense .. X | @ Transfer of Experse - Li.. | | f-8 & - [ Page ~ G Todk ~
‘ &J; espresso | | Transfer of Expense 1.52 Connie Feeley | | sign out G
Expenditures Ser Parameters stemn Parameters ser Manual
List ‘ View Mode | Prepare ‘ | | Post Audit | Reassignment | |
Current Ledger Date: 200002
Non-Payroll Expenditure Adjust t Request Request# TE Journal # Voucher #
Status:UN-APPROVED - (Reviews 0 of 2) 434 54 0 0
Department Creation Date Type of Entry Doc Date Ledger Date Identifier
MARINE SCIENCE INSTTTUTE 03/03/2009 53 05131/2008 200805 Voucher No.:11849 v
Project | ipti P.O.
11 i 448750 | 21901 3 | 7280 ;05108 BIO SCI CHGS $574.49
2m 8 449000 | 07427 T 7280 i il $21.27
Windows Internet Explorer | 200
am | $0.00
5m ' ‘ 50.00
5 [ | | Expenditure # 434 has been saved and submitted far review, i ' 5000
M [ . 50,00 |
e .- ! |
am i i $0.00
[ ‘ MWOTE: Expenditure has HIGH RISK. fransactions. | _ !
Im [ | $0.00
10m [ \ | 50.00
I:IK Total:
Explanation of expenditure Adjustment:
1.)Explain why the expenditure was not directly charged to the app|
lexplain fully with appropriate An that
inadvertently charged to incorrect account” is insufficient
After careful review of his grants, the PI determined above expense belonged to 449000-07427. Per
PI request the charge is being transferred to charge the appropriate project.
RDNS54>MF106
[2.)Explain in detail the reason for the tardiness of the transfer.
120 day memo is being submitted after 120 days from the original charge since the decision to
transfer the expense was just made by the PI today. F
Frepae (o |
Done » @ Internet #100% ~

e The message above appears to the Preparer | confirming that the high risk transfer has been
submitted to Reviewer | and Reviewer Il for approval or rejection.

e Printing the Transfer:

e On a High Risk transfer, the transfer needs to be printed by pressing the “PDF Print”
button.

e The transfer must be signed by the principal investigator, chair, or other academic
official and maintained in the department for auditing.

e The backup documentation for the transfer must be maintained in the department to
be accessible during an audit.
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C. High Risk Transfer

How to Prepare a High Risk Transaction (continued):

sfer of Expense - List of Transfers. - Windows Internet Explorer

@‘\ ) | €] https:/foe. s ucsb.edu/ftoe, TOEServ et v % 3| X Folbs
) . = »
W | & Transfer of Expense - List of Transfers. ‘ | - 8 = v b Page > () Tools =
| &J; espresso | ‘ Transfer of Expense 1,52 Lynsey Knutson | | sign out
Expenditures ser Parameters ser Manual
List Mode View | Frepare Maodify | Review | Post Audit | Reassignment | |

Current Ledger Date: 200902

Department: | CHEM-CHEMISTRY DEFT v Transfer Status | << PENDING WORK »> M
Four Month Period From | Jan | 2008 High Risk Category:
Search by: O\Foucher# @ Reqg#
T T N N N N R
® 31363 CHEM 01/08/2009 $30.00 PatL Walker HGRK APP%VED <—
e} 32122 CHEM 02/11/2009 $252.88 PatL Walker HGRK - == Multiple == _;,pp%wzn
] 32124 CHEM 02/11/2009 $22276 PatL Walker HGRK - << Multiple => APP%VED
o] 32128 CHEM 02/11/2009 519456 PatL Walker HGRK - =< Multiple == _#.PP%VED
o} 32306 CHEM 02/17/2009 $125.33 Pat L Walker UNKNOWN RISK APP%VED

# of Expenditures: 55

[ Wiew ] [Prepare ] [ Maodify ] [ Delete ] [ Review ] [ Reassignment ][Statislics] [PDFPrint

Done [§ € Internat H100% -

e The status of the transfer submitted by the Preparer will view the status of transfer as ‘UN-
APPROVED'.
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A. Approving a No/Low Risk Transfer

@‘\ ) v ] htips:fftoe,isc.uceb.edu/tog TOEServiet v G| 4% p
f [ P * E v ik o) ol
- . I mr et o 2
W & @ Transfer of Expenss - List of Transfars [ - B &R (Took -
&5 espresso | | Transfer of Expense 1,52 Lynsey Knutson | sign out A
Expenditures ser Parameters ser Manual
List Mode ‘ View ‘ Prepare ‘ Modify ‘ Review ‘ Post Audit ‘ Reassignment ‘
Current Ledger Date: 200902
Area | Department; | CNS-CALIF NANO SYSTENS NSTITUTE v Transfer Status | << PENDING WORK »» v
Four Month Period From | an v | 2008 v High Risk Category:
CTALL | search by: O Voucher# @Req#
I T R
UN-
0 31363 CHEN 01/08/2008 §30.00 PatL Walker HGRK APPROVED
UN-
I ol
® 31426 CN8I 0112/2008 §8.00 Iatthew Delangy LOWRISK APPROVED
UN-
0 31452 CN8I 01132008 §10.00 Iatthew Delaney HGRK APPROVED
IN-
0 31645 CN8I 01/20/2008 §1560.00 Theodare Thomas MO RISK PROGRESS
UN-
0 31905 CN8I 01/28/2008 §338.50 Theodare Thomas UNKNOWN RISK APPROVED
' Un-
0 32013 CN8I 02/03/2008 §52350 Theodare Thomas HGRK - == Wultiple == APPROVED
) PENDING
0 32139 CN8I 021112008 §2237 Iatthew Delaney HGRK - == Wultiple == APPROVAL
0 2141 oSl 020412009 54120 Mathew Delaney HGRK - << Mulple = PENDING
’ APPROVAL
UN-
0 32159 CN8I 021112008 §2224 Iatthew Delaney LOWRISK APPROVED
UN-
| ol
0 32169 CN8I 0211/2008 §26.52 Iatthew Delangy UNKNOWN RISK APPROVED

e Reviewer | selects the department of the source transaction if they are responsible for
more then one department.

e Use the pull down button to select other departments.
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A. Approving a No/Low Risk Transfer (continued)

= Transfer of Expense - List of Transfers. - Windows Internet Explorer

4 = €| htips:/foe. isc.ucsh.edu/os TOESarviet vl & (4% FelEs

. A _ ' . »
W0 G| @ Transfir of Expenss - List of Transfers, (I f3 - B - = - |=hPage v O Took v
| & espresso | | Transfer of Expense 1.52 Lynsey Knutson | | sign out A
Expenditures ser Parameters ser Manuzal i
List Mode | Wiew | Prepare | Modify | Review ‘ Post Audit | Reassignment |
Current Ledger Date: 200002
Area | Department: | CHS-CALIF NAND SYSTENS INSTTUTE v Transfer Status | << PENDING WORK == v
Four Month Period From | Jan | | 2008 High Risk Category:
Search by: Voucher# Reqg# Ispiay
] AL O O]
T T = o T
UN-
» 31363 CHEM 01/08/2009 §30.00 Pat L Walker HGRK APFROVED
M-
\ UN-
® 31426 CNEI 01/12/2009 §9.00 Matthew Delaney LOW RISK APFROVED
UN-
O 31452 CNEI 0113/2009 §10.00 Iatthew Delaney HGRK APPROVED
IN-
O 31645 CNEI 01/20/2009 51,560.00 Theodore Thomas NO RISK PROGRESS
UN-
@ 31905 CNsl 01/29/2009 $339.50 Theodore Thomas UNKNOWN RISK APPROVED
: Un-
(@] 32013 CNSl 02/03/2009 $523.50 Theodore Thomas HGRK - == Multiple == APPROVED
. PENDING
@ 32139 CNsl 02/11/2009 $2227 Matthew Delaney HGRK - == Multiple == AFPROVAL
O 32141 CNSI 02/11/2009 §41.20 Iatthew Delaney HGRK - == Multiple == PENDING
APPROVAL
UN-
» 32159 CNEI 02/11/2009 §22.24 Iatthew Delaney LOW RISK APPROVED
Un-
\ UN-
O 32169 CNEI 02/11/2009 §26.52 Matthew Delaney UNKMOWN RISK APPROVED
View [ Prepare ] [ Modify ] [ Delete ] [ Review ] [ Reassignment ] [ Statistics ] [ PDF Print ]
Done

e Reviewer | will receive the transfer in the “Pending Work” status requiring approval.
e Select the target transaction
e View
e This button will allow the Reviewer to view the transfer or select the Review button at
the bottom of the screen to go into the approval mode. In the View mode, a Reviewer
can return the transfer to the Preparer by selecting the “Change Status to In-Process”.

e Review
e This button will allow the Reviewer to approve or reject the transfer.
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A. Approving a No/Low Risk Transfer (continued)

£ Transfer of Expense - Review form. - Windows Internet Explorer.

@ _ ~ €] htps:/ftoe.isc.ucsb.edu/toe TOEServiet - % 3+ | K 2\~
W R (& Transfer of Expense - Review farm. - &l = v P Page v iGF Tools i
| &J; espresso | ‘ Transfer of Expense 1.52 Lynsey Knutson | | sign out B
Expenditures | UserParameters | [T Ceermanual | et |
List ‘ | Prepare | Review Mode | Post Audit Reassignment
Current Ledger Date: 200902
Non-Payroll Expenditure Adjustment Request Request# TE Journal # Voucher #
Status:UM-APPROVED - (Reviews 0 of 1) 31426 54 0 0
Department Creation Date Tyue of Enlry Doc Date Ledger Date Identifier
CALIF NANO SYSTEMS INSTTUTE 01/12/2009 12/18/2008 200812 Woucher No..08851 | w
n--mn-mmm
1¢ 8 447800 @ 22501 7280 PHYSICS RECH - DEC $83.15
/X g 447810 | 05397 3 7280 PHYSICS RECH -DEC 50.00
3Im 50.00
4m $0.00
5m 50.00
6m $0.00
im 50.00
gm 50.00
aIm 50.00
10m 50.00
I approve Source Balance:
Target Balance: Total:
Approve
Done \

Reviewer | Approval

L__e To approve all the transactions: Click on the box at the top of the column between the “#”
and “L” to select all transactions. Once the transactions have been selected for approval,
the “Reject” button will change to “Approve”. Click on the “Approve” button on the bottom of
the screen.

e To approve specific transactions: Click on the each box for the specific row. Once the
transactions have been selected for approval, the “Reject” button will change to “Approve”.
Click on the “Approve” button on the bottom of the screen.

Reviewer | Reject

e To reject all the transactions: Do not click on any box at the top of the column. Click on
the “Reject” button located on the bottom of the screen and the transfer is rejected.

e To reject specific transactions: Click only on the boxes to approve a specific transaction
that is to be approved. All other boxes that are not selected will be rejected transactions.

Click on the “Reject” button located on the bottom of the screen and the transactions not
selected are rejected.

e (Refer to page 52 for information on approving a partial transfer)
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A. Approving a No/Low Transfer (continued)

e This screen appears upon approval of the transfer.

e If approved, click on the OK box.

(- Transfer of Expense - Review form. - Windows Internet Explorer

@‘\ ) v | €] https:/toe.isc ucsh.edu /e TOEServiet v % %

! - - \ »
w & |@Transfer of Expense - Review form, ‘ | BB & opae ok~

&; espresso ‘ Transfer of Expense 1.52 Lynsey Knutson | signout | A

Expenditures ser Parameters ser Manual
List ‘ ‘ Prepare ‘ ‘ Review Mode ‘ Post Audit ‘ Reassignment ‘
Current Ledger Date: 200902
Non-Payroll Expenditure Adjustment Request Requesti TE Journal # Voucher #
Status:UN-APPROVED - (Reviews 0 of 1) 31426 54 0 0
Department Creation Date Type of Entry Doc Date Ledger Date Identifier
CALIF NANO SYSTEMS INSTITUTE 0112/2009 53 121812008 200812 Woucher No..DBES1 ¥

| |
1) 8

el The page at https://toe.isc.ucsb.edu says: 56115
2Mm 8 [447810 e Are you sure you want to submit your review now 7 $9.00
n Warning: If you reject the source fransaction, the entire expenditure will be rejected. 3000
Ml oK | ’ Cancel $0.00
5m 50.00
) $0.00
m 50.00
) $0.00
in 50.00
nm 50.00

/ Approve Source Balance:
Target Balance: Total:
Aoprove
Done
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A. Approving a No/Low Transfer (continued)

espresso | | Transfer of Expense 1.52 Lynsey Knutson G
2 e
Expenditures | Uszer Parameters Uzer Manual Exit
List | View Mode | | | | Post Audit | Reassignment |
Current Ledger Date: 200902
|M1—Payro]l Expenditure Adjustment Request Request# TE Journal # Voucher #
Status APPROVED 32123 54 284 5264
Department Creation Date Type of Entry Doc Date Ledger Date Identifier
CALIF HANO SYSTEMS INSTITUTE 01/12i2009 12118/2008 200812 Voucher No 06651 v
Cost
—-ﬂ-ﬂ-n_
447800 22501 7280 PHYSICS RECH - DEC 583.15
2m 8 447810 | 05387 3 7280 $9.00
im $0.00
4m $0.00
5m $0.00
Gm $0.00
m $0.00
am $0.00
Im $0.00
10m $0.00
Source Balance:
Target Balance: Total:
Explanation of expenditure Adjustment:
1.)Explain why the expenditure was not directly charged to the appropriate account'fund number te which it is being transferred. If the transfer includes a contract or grant, please
explain fully with appropriate justification. An explanation that merefy states the adjustment being made iz “to correct an error”, or "to transfer to correct project”, or "expenditure
inadvertently charged to incorrect account” is insufficient.
Transferring miscoded administrative supplies to departmental account benefiting from expense. End
user provided incorrect account number at the time of usage. Error discovered once PI reviewed
physics recharges.
Change status to In-Process ] PDF Print
Do 9 @ Internet #100% -

e Reviewer | approves the transfer and the following screen is the result of an approved
transaction.

e An email will be sent confirming Approval of the transfer.

e Select the List Mode to return the initial screen of “Pending Work” transactions.
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B. Approving a High Risk Transfer

e A transfer that is identified as a High Risk transfer by the TOE system will require
approval from the Reviewer Ill. See page 5 for Risk Levels that identify when a transfer
is considered High Risk.

e Approved Transfers

e An email will be generated automatically and sent to the Preparer that the
transfer has been approved.

e Returned Transfers

e If the explanation is not sufficient, the Reviewer 111 will return the transfer to the
Preparer requesting additional explanation by changing the status of the
transfer to In-Process. An email will be sent to all the preparers in the preparer

group.
e Rejected Transfers
e An email will be sent to all the preparers in the preparer group if a transaction
has been rejected. The Reviewer Ill will explain the reason for the rejected

transfer.

e Transfers must be approved or rejected by the end of each month for the transfers to be
processed for the current general ledger cycle.
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C. Approving a Partial Transfer

‘) Transfer of Expense - Review form. - Mozilla Firefox

File Edit “ew History Boockmarks Toolk Help

- g o B O & IhJ ‘ htips: /o isc. ucsh. edu fioe  TOEServist o . F
|2 Most Visited " Tioga %  Espresso ,J DPM- Quarterlies J Yaration Notice J Data Warehouse J Accaunting H LICSE d Kronos E Sponsor Codes |_| UCSE Directary ORBIT |_| CASHMet -"l iGoogle

¥ Tioga Technalo... ¥ Viidgets tagged .. E CalendarsThat... |_| ORBIT 2.6.2 - A, i Santa Barbara -... \J ORBIT 2.6.2 - A... |_| Resources: Main |_| Transfer of Ex... &
‘ &J; espresso | | Transfer of Expense 1.52 Lynsey Knutson ‘ sign out A
Elpenﬂi[u[es |W—W—m
List ‘ | | | Review Mode ‘ Post Audit | Reassignment ‘ |

Current Ledger Date: 200903

‘Nun—Payru]l Expenditure Adjustment Request | Request# | TE ‘ Journal # | Voucher # |

[Status:UN-APFROVED - (Reviews 1 0f 2) | 32863 | 54 | i | 0 |

\ Department | Creation Date | T]me of Entry | Doc Date | Ledger Date | Identifier |

‘ == HIGH RISK == 034102008 02i01/2008 200802 oucher Mo 08640 v

0s]
u-mmnm
6] 402550 | 19900 4125 CS Jan09 Toll Calls §196.72
im 3 402550 | 41158 3 4125 DPBO4G [CS.Jan0d Tall Calls $1.80
im 3 402556 | 19900 3 4125 DPIMOZ  |CS.Jan0d Toll Calls $1.02
4m g 402553 | 18082 3 4125 DPSPOS [CSJanDd Toll Calls 51.20
(M ] g 402553 | 19900 3 4125 DPTE02 |G .Jan03 Tall Calls 5030
B O 3 442550 | 50436 3 4125 IMRSAT |CS.Jan08 Toll Calls 5075
Tm al 8 443850 | 24922 3 4125 FGEP0S G Jan0d Toll Calls 5041
im O b 442550 | 42636 3 4125 GFEMDS  |C5Jan0d Tall Calls §0.15
am ] 3 4425860 | 22406 3 4125 FGROOG ([CS5.Jan03 Tall Calls 5015
10m O 3 443550 | 47631 3 4125 GFKKDT |C5.Jan03 Tall Calls 50.45
\f Approve Source Balance:
- App Target Balance: Total:

E: ion of iture

1.)Explain why the expenditure was nat directly charged to the appropriste account/fund number to which t is being transferred. If the transfer includes & contract or grant, please

explain fully with appropriste justification. An explanstion that merely states the adjustment being made is "to correct an error”, or "o transfer to correct project”, or "expenditure

inachvertently charged ta incarrect account” i insufficient.

Toll calls recharged to ME dept 5-402550-15900-3-412Z5. [DPEOO4] After review of the ME idmin. fax log

sheet by the Analyst, it was determined the toll calls bhenefit the projects shown. Transfer from ME

dept to the accounts specified on the fax log sheet, which henefited.

¥ Find: | fad550-08-1-046 & Mext @ Previous & Highlight all [ Match case
Done toe.isc.ucsh.edu ()

e Check the boxes next to the transfers that you would like to approve and leave the others

blank

e Select the approve button

o (Refer to page 49 &50 for the rest of the approval process)
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D. Reassignment of a Transfer

e A transfer may be reassigned from one Preparer to another if the transfer is being returned
by a Reviewer | or Reviewer Ill and the original Preparer is no longer a valid Preparer in that
department.

e This can only be done if the current transfer status is IN-PROGRESS and the new Preparer

has access to the same department.

Expenditures | User Parameters | | UserManual | | Eit
List | | Prepare | ‘ ‘ Post Audit Reassignment Mode \\
Curren ate: 200004
~—
(Owner Department: Created By: i :
MEI-MARIE SCIENCE INSTITUTE Joanna Kettmann - % Send Email
II:I“-WM |
Luiza Yelez
— 247 Hel 0412172008 Mol e [P213687 IN-PROGRESS ~—

O 34248 Mgl 04/21/2008 (M3l Bueiget-Sudert | 5401294 IN-PROGRESS
I 34233 htSI 0472112009 §1,583.92 IN-PROGRESS
O 34234 hiSI 0472112009 §975.00 IN-PROGRESS
a 34236 eIl 0412142009 §600.00 [M-PROGRESE
O 34237 hiSI 0472112009 §2,040.24 IN-PROGRESS
I 34238 htSI 0472112009 §3,743.00 IN-PROGRESS
O 34239 hiSI 0472112009 §1,495.03 IN-PROGRESS
a 34240 eIl 0412142009 §1,658.16 [M-PROGRESE
O 34241 hiSI 0472112009 §7,356.04 IN-PROGRESS
I 34242 htSI 0472112009 4, BE0.6T IN-PROGRESS
O 34243 hiSI 0472112009 §5,775.00 IN-PROGRESS
a 34244 eIl 0412142009 §2,162.23 [M-PROGRESE
O 34245 hiSI 0472112009 §6,450.00 IN-PROGRESS
I 34246 htSI 0472112009 §2,306.70 IN-PROGRESS
O 34278 hiSI 0472112009 §196.67 UN-APFROVED

[

e Select the Reassignment Mode

e Select the transfer to be reassigned

e Select the person it should be reassigned to
e Click the Reassign box

¢ An email message will be sent to the new Preparer of the transfer notifying that he/she has

been assigned to a transfer previously prepared by another Preparer.
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E. Acknowledgement of a Rejected Transfer

The preparer must acknowledge when a transfer that they have prepared has been rejected.
e Select Acknowledgment of Rejected Transfer in the Transfer Status window.
e Select the transfer that is to be acknowledged and click the view box.

| Reassignment

List Mode | Wig | Frepare | | |
Current Ledger Date: 200904
| | Department: | NRI-NEUROSCIENCE RESEARCH INST | Transfer Status | ACKGMT OF REJECTED TRAMSFER W v\
Four Month Period From |har | 20058+
Search by: @ Voucher# O Req# Dusplay
N
l““
—> 23585 MR 03/26/2008 $36.00 Laura Susin ACKGMT OF REJECTED TRAMSFER
O 23587 MR 03/26/2008 §18.00 Laura Susin ACKGMT OF REJECTED TRAMSFER
» 23588 MR 03/26/2008 $228.35 Laura Susin ACKGMT OF REJECTED TRAMSFER

# of Expenditures: 33

> [ wiew | [Prepare ] [ Reassignment |[Statistics] [PDF Pring

e Select the Acknowledge box

|N011—Pﬂyrn]l Expenditire Adjustinent Request | Request? | TE | Journal # | Voucher # |
) [tatus:ACKGMT OF REJECTED TRAMSFER [ 23585 [ 54 [ 0 [ 0 |
| Department Creation Date | Type of Emry | Doc Date | Ledger Date | Identifier |
MEURCSCIENCE RESEARCH IMST 0262008 12/31/2007 200802 Apex Reference Mo 200801 MIM290107
—--EMHMEMM
151 447636 24611 2000 GEMEWWIZ INC. 71201629 $96.00
2m R g |447636 29117 | 2 |=000 RADTA |[GEMEWIZ IMC. _F1201629 $96.00
Im §0.00
4T $0.00
5 §0.00
B (T $0.00
T §0.00
8T $0.00
9m $0.00
100 §0.00
Source Balance:
Target Balance: Total:
g
/
e The status will change from Acknowledgement of Rejected Transfer to Rejected
||H on Poyrell Expenditare Adjnstunent Eeguest Reguest® ' TE , Journal J Voucher #
[etatus hEJEL | EL PRI | 5 | L | 1]
| tispartimant | Creatonpate | Iypeotbmry |  Docbate | Lemperpate | eTAmeT |
| NESRCSCIENCE RESEARCH MST | ozmeisons | 12 [ 1zztizeor ] 200202 | ey e farene (- 200801 W21 07 | v
Projact Description 0.
( 105 ( g8 437638 | 24611 E gooa GEREWIZIMG, 71201629 ) ) 395,00
r Im r 3 417636 (29117 3 2000 RAO A (GENEWIZING 71201628 \ \ =]l
| Im | | | $0.10
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F. Statistics

e Statistics allow the user to review the history of all transactions for the fiscal year.

e Click the Statistics button at the bottom of the screen.

£ Transfer of Expense - List of Transfers. - Windows Internet Explorer

f)-‘\ -
@ & €| hitps: /ftoe.isc ucsh.eduftoe/ TOEServiet v % | X R
il ” - \ 3
w |@Transfer of Expense - List of Transfars. ‘ | - B - & - hpage~ Tk~
| X espresso ‘ Transfer of Expense 1.52 Lynsey Knutson | | sign out A
Expenditures ser Parameters ser Manuzal
List Mode ‘ View | Prepare ‘ Modify | Review | Paost Audit | Reazsignment |
Current Ledger Date: 200002
Area | Department: | CNS-CALIF NANO SYSTENS INSTITUTE v Transfer Status | << PENDING WORK =» v
Four Month Period From | Jan % | 2008
[T ALL | search by: ('Voucher# (%) Reg#
UN-
3363 CHEM 01 Created Processed HGRK e
© Expenditure Status (By Fiscal Year) APPROVED
by You by You ) UN-
@] 31426 CNS3I 01 LOW RISK APPROVED
UN-
o onel " PENDING APPROVAL 0 0 T __
IN-
0 31545 gl vl APPROVED 0 BEE NO RISK PROGRESS
UN-APPROVED 0 0 Uit
@ 31905 CN3I 01 UNKNOWN RISK APPROVED
REJECTED 0 0 UN-
@] 32013 CNS3I 02 AL e ; ; HGRK - == Multiple == APPROVED
0 32139 cNsl 0 HERK - << Mutiple > e
PARTIALLY APFROVED 0 0 APPROVAL
PENDING
0 32141 el 02l ACKGMT OF REJECTED TRANSFER 0 p|| HORK-=<Huliple=> APPROVAL
O 32159 CNSI 024l <= POST AUDIT - NOT SATISFACTORY == 0 0 LOW RISK '\PP%VED
== POST AUDIT == 0 0 Un-
@] 32189 CNS3I 02 UNKNOWN RISK APPROVED
IN-FROGRESS 0 0 UN-
@ 32170 CN3I 0 UNKNOWN RISK AFEROVED
ACKGMT OF HIGH RISK STATUS CHANGE 0 0 i N
3217 CNsl 02 UNKNOWN RISK =
© ERROR UPDATING TO FTD 0 0 APPROVED
UN-
@ 32173 CN3I 0 . UNKNOWN RISK APPROVED
32174 CNS3I 02 Eﬂ g A 21100% - UNKNOWN RISK UM
Y ' APPROVED
UN-
@ 32175 CN3I 02/11/2009 50.66 Matthew Delaney UNKNOWN RISK APPROVED
;
[ View ] [ Frepare ] [ Modiy ] [ Delete ] [ Review ] [ Rezssignment “ Statistics ] [ PDF Frint ]
N\ [§ @ Internet #10% -
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