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Overview

The Cost Transfers application is an access.caltech, single sign-on web application for requesting,
approving, and processing cost transfers.

Cost Transfers application:

1. Generates Cost Transfer Requests (CTR) for the processing of non-labor expenditures
from one Project-Task-Award (PTA) to a different PTA. — Non Labor Requests

2. Import LD batches from Oracle LD module for the processing of Labor expenditures
from one or more Project-Task-Award (PTAs) to different PTAs. — Labor Requests

The application automates the current creation and submission process, as well as the routing
for approval within the proper Finance processing areas (Controller Office or Project
Accounting).

Non Labor Requests

Property

Campus Services Finance
(if applicable)

Note: If the cost transfer ‘crosses’ processing areas, finance procedures require the ‘From’ PTA processing
area to review and approve the transfer prior to being reviewed, approved for processing by the TO
processing area.

The Non-Labor Request will:

e |dentify cost transfer requests subject to the Federal Cost Transfer Policy (i.e. High Risk),
thus ensuring the appropriate justification questions are completed and the proper
approvals are obtained. (see Cost Transfer Policy in appendix A);

e identify transfer that require review by the Property Services group;

e identify cost transfer expenditures that are nearing 90 days and/or have been previously
transferred;

e allow s for transfer of a partial amount;

CTR_ User_Guide_v2.docx
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The Non-Labor Request will not:

e allow transfers to more than one PTA;
e process Expenditure Type (E-type) changes;
e process Labor Distribution Adjustments (LDA)

CTR creating & processing steps for Non-Labor Request

Creating

*Run COGNOS Report
e|dentify Expenditures

Preparation

Create Expenditure [BEE Expenditure Item IDs
List eAdd/Delete/Split

SV RV A= 01 «TO PTA, Justification questions and validations
Form *Route for approval

eApprove/Return/Reject
eSubmitted to Central Finance

Submit Request

Processing (Central Finance)

*Property Services
Receive Request «Controllers Office
eProject Accounting

eProcess splits

Review Request :
*Approve/Route/Return/Reject

Submitted for *Expenditures Validated
Oracle procesing *Nightly Processing

CTR_ User_Guide_v2.docx
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Approval Levels, Groups, Actions, and User Roles

Each CTR creates a hierarchy based on several factors including; preparer’s role, ‘To’ and ‘FROM’
PTA, expenditure type being transferred (equipment), expenditures subject to Federal Cost
Transfer policy (high risk). This hierarchy ensures the CTR has the proper approvals as well as
routed to the appropriate processing areas for review and submission for processing in Oracle
and loading into Cognos. This hierarchy consists of the Approval Level, Approval Group, and

Approval Action based on the user’s role. The ‘creation’ of the hierarchy is used when the CTR is
ready for its next ‘step’. (see Routing section)

Approval Level
Preparer:
Cognizant Admin
Property Services:
From PTA First Review
From PTA Certified Level 1 or 2
To PTA First Review

To PTA Certified Level 1 or 2

Approval Group

Preparer:

Cognizant Admin:
Property Services:
Controller’s Office 1 & 2:
PA Reviewer:

PA Certifier 1 & 2:

CTR_ User_Guide_v2.docx
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Approval Actions

Submit: Used to route the CTR to the next Approval Group, and sends an email to the
next approval group

Submit; route for Pl online approval: Used to route the CTR for the PI’s on-line approval
(if the CTR is High Risk), and sends an email to the next approval group

Submit; PI/DC approval attached: Used to route the CTR to Central Finance when the
CTRis a High Risk. The Justification must be signed by both the Pl and Division Chair and
the scanned document has been attached to the CTR, and sends an email to the next
approval group.

WIP - Assign to Me: Used by someone in either Project Accounting or the Controller’s
Office to indicate they have ‘grabbed’ the CTR for review.

WIP — Reassign to Group: Used to ‘release’ the CTR if it had been previously ‘grabbed.’

Approve: Used in central finance to route the CTR to the next Approval Group, and
sends an email to the next approval group.

Return: Used to return the CTR to the Prepare for additional information. The
expenditures are still ‘linked to the CTR and may not be selected by any other CTR. An
email is sent all who have taken action on the CTR.

Rejected: Used to essentially void the CTR. The preparer receives an email that the CTR
has been rejected, the CTR may not be updated and the expenditures are ‘released’ and
available for transfer by a new CTR. An email is sent all who have taken action on the
CTR.

Submit CTR: Used for final approval and processing by central finance.
Completed: Used to indicate the CTR has been sent to the queue to be processed

overnight. An email is sent to the preparer and cognizant admin who have taken action
on the CTR.

CTR_ User_Guide_v2.docx
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Cost Transfer User Roles

Campus

Preparer: The Preparer begins the CTR, typically a Grant Manager or admin assistant. A
Preparer can see only their CTRs. A Preparer may attach pertinent documents, and route
the CTR to a Cognizant Admin for approval and routing to Central Finance.

Cognizant Admin: The Cognizant Admin can do everything a Preparer can, plus see all
CTRs for their Organization and can submit the CTR to Central Finance.

Principle Investigator: The Principle Investigator (Pl) approval is required if any
expenditure on the CTR is subject to the Federal Cost Transfer Policy (High Risk)

Division Chair: The Division Chair (DC) approval is required if required if any expenditure
on the CTR is subject to the Federal Cost Transfer Policy (High Risk)

Central Finance

Preparer: A Project Accounting or Controller’s Office Preparer may create a CTR.
However they cannot submit the CTR for processing. They must route the CTR for
submission to Oracle. The CTR is routed to Controller’s Office Review 2 if non-sponsored,
or Certifier 1 or 2, if sponsored.

Property Services: A CTR is routed to Property Services if the CTR contains either
expenditure type; Equipment—Caltech, or Equipment-Govt, or Equipment-Other Owned.
Property Service reviews the CTR, updates the Fixed Asset record (if applicable) then
routes the CTR (Project Accounting or the Controller Office based on the TO PTA

Controller’s Office Review 1 and Controller’s Office Review 2: The Controller’s Office
Reviewer receives the CTR, from either campus, Property Services or Project Accounting.
The CTR is reviewed and the appropriate routing action is selected

PA Reviewer: The PA Reviewer receives the CTR, from either campus, Property Services
or the Controller’s Office. The CTR is reviewed and the appropriate routing action is
selected

PA Certifier 1: The PA Certifier 1 receives the CTR from the PA Reviewer, if the CTR is not
a High Risk transfer. The CTR is reviewed and the appropriate routing action is selected

CTR_ User_Guide_v2.docx
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PA Certifier 2: The PA Certifier 2 receives the CTR from the PA Reviewer, if the CTR is a
High Risk transfer. The CTR is reviewed and the appropriate routing action is selected

View Only: The View Only role allows the user to view all pending and completed CTRs.
The user of this role would typically be PA Accountants and Internal Audit.

CTR_ User_Guide_v2.docx
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What Can be Done and Seen in the Cost Transfers
Application

What Campus Can Do (based on role)

Preparer Cognizant Admin

+ Can do everything a CTR Preparer can do

¢ [h-peoninio + Forall requests preparad by hisfher

— Searches/uploads Division
expenditures tohe *  Reject, Request Rework by
transferred Preparer, or Approve

+  SUBMITrequest to Project

— Createsthe cost transfer Accounting /Controller's Office

regquest

— Prepares the on-line PI/D|V Chalr

justification form

: — Forreguests routed to them for approwval:
— Canupload supporting . e

documents
+  CannotSUBMIT request to
Project Accounting/Finance

— Reject, Request Rework, or Approve
— SUBMITrequests to Project
Accounting fController's Office

— Online approval routing WILL need to be
sequential — Pl first, then Div Chair

What Campus Can See (based on role)

Preparer Cognizant Admin

+ Viewonlyrequestscreated by |* Viewall requests created by all
herselffhimself Preparers and Cognizant Admins for

their Division

P | * ForCross Division Transfers— can

+  \iew only requests assigned to View all requests routed for approval
him/her for approval by the fromanother Division to their
Cognizant Admin Division’s Cognizant Admins

Division Chair
+  Viewonly requests assigned to
him/her for approval by the PI

CTR_ User_Guide_v2.docx
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What Central Finance Can Do and See

Controller s Office 1 & 2

Wiew all request

+  Approve, Return, Reject CTRs on their
Approval Level

*  Submit CTRs for processingin their
Approval Level

*  PrepareCTR

PA Reviewer

+  iewallreguest

+  Approve, Return, Reject CTRs on their
approval Level

¢ Submit CTRs for processingin their
Approval Level

* PrepareCTR

PA Certifier 1

Wiew all request
+  Approve, Return, Reject CTRs on their
Approval Level

+  Subrmit CTRs for processingin their
Approval Level

PA Certifier 2

wiew all request
+  Approve, Return, Reject CTRs High Risk
CTRs (aswell asnon High Risk)

+  Submit CTRs CTRs High Risk CTRs {as well
asnon High Risk)

Property Services

*  Wiewall request

*  Approve, Return, Reject CTRs that
contain Equipment Expenditure types

CTR_ User_Guide_v2.docx
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Creating a New Request

Preparation

1. Run the PTA Cost Detail for Cost Transfer report in the Cognos Data Warehouse (see
Campus Reports — Descriptions and Uses, available on the IMSS Campus Training &
Guides WEB site)

2. Determine the expenditure(s) that will be transferred

3. Copy the applicable Expenditure Item IDs (for pasting into the Cost Transfer application)

Create Expenditure List

1. From the Request List select Create New Request

CALTEC H Cost Transfer

4 Non-Labor Reguests Labor Reguests

Request List

Include: [¥]pending [ completed [ Rejected
-y ®

[ Create New Request ]

2. Paste (or manually enter) the Expenditure Item IDs identified in the PTA Cost Detail for
Cost Transfer report, select Load Data

Request List > Data Load Source for New Batch

Load Expenditure IDs
Load Data
You zre creating a new cost transfer request.
*Copy and Paste
Expenditure Item IDs:

CTR_ User_Guide_v2.docx
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3. Add additional Expenditures or go to the Justification Form

Edit Request EI List
Request Number: CTR-00190
From PTA: M55 IBS-1.2-GB.IMSS
=
/v | ﬂ Actions | Justification Form Add Expendivres
S Period Over 90 Transferred Item Exp Exp Trans
) Name Days Before Date Category Type Sou
: Other
DEC- A-NY- Materials and
@ Fy2013 b i 12 Supolies beasl e
Charges

CTR_ User_Guide_v2.docx
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Splitting the Expenditure Item Amount

To move only a specific amount of the expenditure amount, the amount may be split into two
separate amounts. Enter the amount that should be moved, as described below:

<

Click on the Split icon on the expenditure lines

Non-Labor Requests 4 Setup

Request List > Justification Form > Edit Request EI List
Edit Request EI List

Request Number: CTR-00746
From PTA: ADV.LIGO-AQ.42.C.MBA-NSFLIGO.ALIGO

~
I ‘ ‘ l Actions I [ Justification Form ] [ Add Expenditures
R Period Over 90 Transferred Item Exp Exp Transaction Exp Transfer Solit ," Wait for
e Name Days Before Date Category Type Source Amt Amt S /. Ora Split
GOther | B
APR- 01-APR-  Materizls and »
i} ¥ N { Internal Usage 129.58 129.58 < |
FY2013 13 Supplies s [
255[;13 Y N Ué_DEC_ z:iﬂis L ZL;ES;EISE- Supplier Invoice 8.57 8.57 <
E‘?;o-w ¥ N f,"FEE' g‘f;l’:s‘s 2 iﬁg’;’;i' Suppler Invoice 14.60 LRV
i FEB-FY2013 Y N e g':ﬂ:s‘s and SRl ppier Invoice 2196 e R

Enter amount to transfer and save.

¥ Non-Labor Requests Setup

Request List > Justification Form > Edit Request EI List > Split E
Partial Transfer -

Request Number: CTR-00746
From PTA: ADV.LIGO-A0.42.C.MBA-MNSFLIGOLALIGD
Trans ID: 27500847
Expenditure Date: 01-APR-13
Expenditure Type: Other Internal Charges
* Amount to Transfer: | 1EIIII||
. ‘Balance Amount:

CTR_ User_Guide_v2.docx
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The example below displays the result of the split (Expenditure amount of 129.58 and the
Transferred amount of 100)

it Request ET List

e g —m e

wquest Number: CTR-00746
From PTA: ADV.LIGO-AD.42.C.MBA-NSFLIGO.ALIGO

~
ol | [ Actions ] [ Justification Form ] [ Add Expenditures ]
Period Over 90 Transferred Item Exp Exp Transaction Exp Transfer Wait for
Remove Name Days Before Date Category Iype Source Amt Amt Ora Split Trans ID =
= Other
APR- 01-APR- Materials and ol
i Fy2013 ¥ M 13 s Internal Usage 129,58 100,00 27500547 g
Charges L
MAR- 23-FEB- Materials and Supplies - : 5 -
i} EY2013 ¥ M 13 Supplies Allocable Supplier Invoice 14.60 14.60 27286260 g

To remove split go back to split El page by clicking on the split icon
And click on the Remove split button.

| Non-Labor Requests W Setup

Request List > Justification Form > Edit Request EI List > Split EI
Partial Transfer Ir e
| Cancel ][ Remove Split I Save

Request Number: CTR-00746
From PTA: ADV.LIGO-AQ.42.C.MBA-MNSFLIGO.ALIGO
Trans ID: 27500847
Expenditure Date: 01-APR-13
Expenditure Type: Other Internal Charges
Original Cost: 129.58

* Amount to Transfer: | 100
Balance Amount: 29.58

CTR_ User_Guide_v2.docx
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Building Justification Form
The Justification form is the ‘hub’ of the CTR. It contains four distinct regions or sections;
Justification, Task Links, Required Steps, and Notes:

A. Justification section — contains the FROM and TO PTAs, action buttons (Cancel,
Delete, and Save), and Justification question(s) The justification form is auto
populated with the ‘FROM PTA’ information based on expenditures from the Load
Expenditure ID process.

B. Task Links — contains processing buttons

C. Required Steps — lists the required steps for the CTR, and whether the have been
completed

D. Notes —allows the user to send an email about the CTR, the email is not saved in
the CTR. This may be used if the preparer or cognizant would like a ‘pre-review’
prior to submitting the CTR to Central Finance or the “validation” process has
failed and help is required to resolve the issue (see Validation in the Task Links
Section)

" Bon-Labor Requaests

B
Bewgais |
_ioeen |
C
heigm )
™ Bkt
Rt GBI * | - Torg eming g
o NECHOATION MASASENENT ST TENG 400 SERVICES (D) G005 Dt | 1 D
hesttcnnr L-—

1. Enter the ‘TO’ PTA in the Justification section and select Save. The Project, Task, and
Award must be selected from a List of Values, search by using magnify glass icon “.

" Mon-Labor Roquests

Rgonit Lk > it lom

Itinaten Fask L
o | Do | tam | ;|
Mmskay (TS0 14 St
ek el ————
Dweripear b i » ¥ Ly L re—r—
-  sec Ltz ok b
Tk 13 gy 1| e ek B
o] -“E 1 Anrry Petniing Pragar
i JOIMATION WASAGEMENT 579700 a0 S CHS (D) GROR I'.I—wi 4,
St L
ot Wl bt O e 0 )

By T Dot Torate Setem,
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2. Oncethe ‘TO’ PTA is entered and save is selected, the applicable Justifications questions
will be displayed. If the cost transfer is a High Risk transfer, the applicable justification
guestions will be displayed. When the justification question(s) have been entered, select
save.

I Hon-Labor Reguests

B! (! 3 kntdrstion fom

Jafzton § e SR i B et * Rk
i I Bl o |
{ Coratail | | it Eﬂ
Rpcasmil Mty CTR-D005S Rapend? $atinc Panding Frepaem 5 g%
Fpiots?, Pt 1340 570 rtiy A Branslar 0
Cyergesk: 1’4 i e B Jeatfeation - Mok Done
Vikdefie - ol [lons
TRHE  Pepjeck: BOLEG Mk " Projeri: 4,
Tk 13 * Tl * | Bowtirg - Perdineg Prepaner
Al CBREL * Award: 4,
Pivpmorr; FEFQEHATICN HANALEMENT 515N LT HREES [FEG) CROLF Dy 4, .
[ R Satod Mg Wb o spdual T
Ealt ore ot ey
e Wiy 2w Bl rowts b Eramdbered ancd borw do By natily the porpos seed b ol fhe sroount being tramdferned fol m'ﬂwﬂr"mn

3. When the Justification question(s) have been completed and saved, additional task

buttons appear on the Task Links

% on-Labos Requesis T: bt
Wipan Lst - Reteatn fom
 Jsdfaatum R T— R iy —
Gl | | Dt | | S B ——
R e Expwiesitrn LiE
Bagpenit Mamber 100000 Farcpum? SLatun: Perchreg: Progurer |
Ragosst Tokak 125109 Irtra A Trassler 1A e
Emrapmt: Bk > 0 e A o R )
ARG Projec MERES T " Pevjeic 4,
Tk 13 * Tl %, - R .
A (3 B0 [y—— 1 Jptfcaton « D
Eavision: INFORMATION MAKASEVENT SYSTEMS AND SERVICES [HSS] GROUP Do 3 [T R——
Sestifcations:
s W} e i s b Eemesherrest ared s b ey Gty Pt o el bt ol th: CEumt b Lrarvd v [ factrg - Pendng Prepurer
Tl 0 Tl
ikt

Task Links Processing Buttons

Validation

The validation process is required before the CTR can be routed to the next Approval Level.
This process confirms the ‘TO’ and ‘FROM’ PTAs are chargeable, the expenditure item dates
are valid, and the expenditures are allowable on the ‘TO’ PTA.

1. Select Validation button from the Task Links section, then OK from the following:

CTR_ User_Guide_v2.docx
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Message from webpage

A ? J “You are about to submit a process to validate the expenditure items for this cost transfer request, click OK to Submit, or Cancel to stay on this form.

Cancel |

2. The following Validate Request form is displayed. Once completed (see Phase column)
check the Comments column. If the Comment s column displays Passed, return to the
Justification Form, for further action. If the Comments column displays Failed, review the
error on Expenditure List. Click on the Failed hyperlink to view the Expenditure list.
Contact your accounting specialist in Central Finance for assistance.

’ _

Hon-Labor Requests Labior Roauesly !

Bemest Lt - hsbficafion form - Submit Regueit

Waldate Rocuest -
lustficaton Form I Fghsh

ou et wbsenied i Crche provcesd (Reguest 1 = SI0AE) o valckale i esperciurg e s Rt CTR-O0LSR. Thi ey bl will ey e rumii skais after ol provies sfr B mn. W
£ corinue o wark and 8 the process num it e Badkground. ou wil recewve an emad I here & invale] spendiure Rems or e proces fo more than 2 ming (o compieie

vildate Regues!
Beguestho, (ooogveed ) Usergme  Pheme Glibs  Submilted Bt Tt i T Pegues Mode  Comminty
R0 SEETE Coepind hormal | BME-XIEES | BUOADEES  BHRDEEES VEN Passic

View/Print Form

The View/Print Form generates a PDF version of the justification form. A draft and final
version can be generated and printed.

1. Select View/Print Form from the Task Links section.

Non-Labor Requests

Request List > lustification Form > Print Hardcopy
Print Hardcopy \
Justification Form Draftversion | Final version

Click on Draft Viersion® button to carefully review and make all necessary changes o the Justification
Form,

Click on Final Version® button to print the FINAL version of the Justification Form o obtain PT or
Division Chair's wet-ink approval signatures.

IMPORTANT : After the Final POF version is generated, no further changes can be made to the
Justification Form.
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Attachments

Use the Attachment button, on the Task Links section, to attached relevant documents,
associated with the CTR. Most document types may be attached (i.e. PDF, Word, Excel,
emails, etc). If the CTR is a High Risk, the signed Justification Form must be attached. The
attachment may be viewed/opened by those who have access to the CTR.

1. Enter the Subject, select Browse. Once the file is located and chosen, select Attach File

Labor Requests

Reguest List = Justification Form > Attachments

Attachments for Request CTR-00023 .
Cancel | Attach File |

* Subject: I

* File Name: | Browse...

2. The attachment is saved within the CTR. To view the attached click on the name in the
Name column. To remove the attached click on the Delete icon

Beon-Labor Requests

Request List > Justification Form > Attachments

_Attachments for Request CTR-DD023 - . .
carcel | AttachFile |

MName Sl..tlhl‘.'l Attached By Attachment Date  Delete
CTIR-00023 Mustificationpdf | Justification Farm | | 09-APR-13 | @

1=1
* Subject: |

* File Name: | Browse... |

Route for Approval

The Routing Log displays all the Approval Levels and Approval Groups required for the CTR.
Once an ‘action’ has been performed the name of the person performing the actions, the
action and the date are populated on the applicable action line. The Approval Level will vary
for each CTR based on; the preparer’s role, the ‘To’ and ‘FROM’ PTA, if an Equipment
expenditure type is being transferred, and if the transferred expenditure(s) is subject to
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Federal Cost Transfer policy (high risk). Each Approval Level requires the user select and
Approval Action and Next Approver. Select the Approval Action and Next Approver from the
dropdown list. Selections for both dropdown lists will vary based on Approval Level and User
Role.

Comment may be added to the CTR, in the Comments section of the Routing Log. Anyone
with access to the CTR may add a comment. The Comment, the name of the user who
created the comment, the date and time are all saved are viewable by anyone with access to

the CTR.
Hon Lalsod Reguaesls r Akl F[TA T SCEAEL
Request Lst > Justification Form > Reguest Routing
Routing Log - CTR-O004T
_Gancel |
From PTAC
To PTA:
Rquest Status:
\rxl_wm&mﬁﬁf!ﬂ_i_tﬁ“ St mﬂ_ﬂmﬁﬂﬂ_m_{nn 1
'*.nnrw.iumtl Select- 3] ":_wwm: - Sariect - |
Approval Lewel —— Approval Group Mame  Approval Action  Approval Date
Preparer Precaner . . .
Cognzant Admn Cogrizant Admn
Bl Pl
Davesicsn Chugir Dévmon Chair
From PTA Fret Rt | PA Rl
To PTA Certifed Level 2 | PA Cortifar 2
Comments
Save Comrments I
Saved Commenis:
Commenis:

Note: The Routing Log form will displays the following if the current Approval Level/Group is either Cognizant
Admin or PI:

By approving this justification form, T certify, to the best of my knowledge and belief, that the information contained in this document is
accurate and reasonatile.

Processing Request for Central Finance
Once the CTR has been routed to Central Finance, updates to the CTR may not be made, other
than comments added to the comments section of the Routing Log form. The CTR is ‘routed’
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through the appropriate central finance processing area; Property Services (if applicable)
Controller’s office, and Project Accounting based on the ‘TO and ‘FROM’ PTAs. If the CTR
contains either expenditure type; Equipment—Caltech, Equipment-Govt, or Equipment-Other
Owned, the CTR will be routed to Property Services First. An email is generated and sent to the
Approval Group or the specific name selected when a CTR has been routed.

Receive Request
The CTR is accessible from the Request List form. (the first form displayed when logging into
the Cost Transfers application). If the CTR was routed to your Approval Group, the Request
Status column will have the Pending details in Blue. If the CTRs was routed specifically to the

person logged into the Cost Transfers application, the Request Status column will have the
Pending details in Red.

Feguest Lint

Inchade: I pendrg [ Completed [ Reect
,-',I Go| _Arwes | | Creste ew Reguet |

gt
Mgmibiar

Tesnifer Yalsdation LneiEup,

Request S1ylus Wrgest  Akbsdhment PR Qyerspent = 30 Davs Tokal SLatus Prew. xled

Sl

CTRAONS  (Cffice R | » L] N am Pyrad
e et =

CTR-000E5 fhen R | | ) o | Wik L 200 P

- Perdrg-orirler's e - . —

CTR-00015 Ol Roview | ¢ hab Yl B Mot valchied

If the CTR s contains the Usage Split Icon, = there is at least one expenditure that must be
split, using Expenditure Inquiry split functionality, in Oracle®, prior routing the CTR (not
applicable for Property Services). The justification form will display a message indicating a
split is required. The expenditure(s) may be viewed by clicking on the Usage Split icon
(which will open the Expenditure List) or select the Expenditure List from the Task Links
section of the Justification Form

If the CTR contains the Attachment Icon, HF there is at least one attachment (view using the
Attachment button from the Task Links section, in the Justification). The attachment(s) may
be viewed by clicking on the Attachment icon (which will open the Attachments form) or
select the Attachments from the Task Links section of the Justification Form
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Review, Route and Submit Request

Begin the review, approving, routing and submitting to Oracle® processes by retrieving
(opening) the Justification Form, by selecting the CTR from the Request List.

1. Retrieve the CTR by selecting the pencil icon /

T T ———

Request Lint

trckade: ¥ pendrg T Completed T Repct

PN — |

Boguest - Usags , N Tramsfer valsdation [niifnp,
e e Reguest STatus lrgest Attachment T Qeeripend 230 Dars Total S pluy prew T
Pending-Controler's
CTRGEs  Offic Raview | & L N nm g
e Percing-{ontroler'§
(/ Cpous  Ofice R ] ] < ™ - 0 pmed

P ctmoons W"u"‘f" & 4 A W Mot walited

2. The Justification Page will be displayed.

T r——
Meguesd Lt » Dntiication Form
 kmitfaabion e T —
[ ool | Bt || Save Geamin)
Mgt Nmter: C1H G310 Ko St Perdg Proqun | |
Raguest Totsk 138195 vtra Reward Eramsder 14 _oem |
s il > 0 Dy A [_warprme P |
vae |
FROM: ot NS5 G T * Rt -1
Tk 1.3 * Tanlkc -3  Rgparead teps.
A G2 045% * ek 3, Metccon - o
Dwviines; IO TION MANAGEVENT 575 TEMS Al SERVIES [MSS5] (H0UF [ - Vikiston - 18 Doas:
Inddwaboes
b -Wivp e these ot b branthermed nd how da ey bty Ehe surposs aned borm of the Krount beng transd ered ta? Rentg - Pundng Preparer:
Tl 010
. S

The applicable justifications question(s) and answer(s) are displayed in the Justification Form.

Note: The following message is displayed, in the Justification form, if an expenditure item requires
splitting.

This cost transfer includes one or more Usage split iterns, Bither the splt hasn't yet been completed in Cracle, or the Oracle split amount does not
match the Lser's request. Please go to the Expenditure List page to see the details.
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Processing CTR with split item:

Select the Expenditure List button, in the Task Links sections of the Justification form.

woft-Labeor Roguests

I
L el L1 |

Tha recent Fum Wil L R s red & B oplf (s Seore rooeng, oF S OO el SO Som e agre ST repeted g e
Argpant Mussber CTH 00080
W T B V-2 ] S
v p—
i boes By
= e—
Formad weer i Tramalwrmed T [T Lan Trannss iims (™ Frmantmr T,
LT Barn [T Baix Calsgary Lame tawezn At [T T =Y
|

[ ]

LIS e ary w . 1 | Bervee et Ry Thpege b W0 Py

x — [ e g ) e R T T L S
- - [ ]

1 mmer i Tewe 11

e
Las 1B ) L

ST

The expenditure item(s) that require splitting will designated with a ‘caution’ icon A in
the Wait for ORA Split column. Process the split in Oracle® using the Expenditure Inquiry
form. After closing the Expenditure Inquiry form, return to the On-line Cost Transfer
application and select the Replace Split Iltem button. The original Transaction ID will be
replaced with the new Expenditure ID, created in Oracle
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Task Links Processing Buttons
Expenditure List
Use the Expenditure List button to view the expenditure(s) that will be transferred

Attachments
Use the Attachment button to view the attachment(s) linked to the CTR

View/Print Form
Use the View/Print Form button to view a printable (PDF) version of the Justification Form

View Validation
Use Validation button to view detail of the validation concurrent request.

Note: The validation process confirms the ‘TO” and ‘FROM’ PTAs are chargeable, the
expenditure item dates are valid, and the expenditures are allowable on the ‘TO’ PTA.

Route for Approval

Use the Routing Log form to Approve, Return or Reject the CTR. A comment may be added
to the CTR, in the Comments section of the Routing Log. The Comment, the name of the
user who created the comment, the date and time are all saved are viewable by anyone with
access to the CTR.

If the CTR is at the last Approval Level, of the approval hierarchy, the options are Return,
Reject or Submit CTR

Reguest Lnt > Jhstifeston Form > Reguest Routing
Remating Log - CTR-00CHT

From PTA
To PTAC

Request Status:

\r_lj!wrmdlnﬂ:-FMHAFnLP_#!f- Nt ng:miﬁ-?m_r_—_ |
'5:' Agproeal Action: | - Select - = =3 et Apprower: [ - Setect - 3
T —— - e = ——r

Approwal Lvel Approval Group Harme Appeoaal Adion  Approval Date
Prepane Pregarer - .
Cogrizant Admn Cognaant Admin
Fl [
Dwmcn Char Dwmicn Char
From PTA Friz Revew PA Ravdvr
To PTA Cortfed Lavel T | PA Cortifar 2

Sawed Comments:
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Labor Requests

Campus Finance

The Labor Request will:

e |dentify cost transfer requests subject to only Federal Cost Transfer Policy (i.e. High Risk),
thus ensuring the appropriate justification questions are completed and the proper
approvals are obtained. (see Cost Transfer Policy in appendix A);

e allow transfers to more than one PTA;

The Labor Request will not:

e process Expenditure Type (E-type) changes;
e process Non-labor Request
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CTR creating & processing steps for Labor Request

Creating

Preparation in e Create LD Batch in LD Module
e Assign Cog Admin

Oracle LD Module [y

LD Batches e LD batches loads automaticallt to CTR

Build Justification et DC, Justification questions
Form eRoute for approval

*Approve/Return/Reject
sSubmitted to Central Finance

Submit Request

Processing (Central Finance)

Receive Request *Project Accounting
Review Request Approve/Route/Return/Reject
LD Admin eApprove/Route/Return/Reject

Submitted for *Nightly Processing

Oracle procesing
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Approval Levels, Groups, Actions, and User Roles

Each CTR creates a hierarchy to ensure the proper approvals as well as routed to the appropriate
processing areas for review. This hierarchy consists of the Approval Group, and Approval Action
based on the user’s role. The ‘creation’ of the hierarchy is used when the CTR is ready for its
next ‘step’. (see Routing section)

Approval Group

Cognizant Admin
Pl

Division Chair
PA Review

PA Certified Level 2

Approval Actions

Submit; route for Pl online approval: Used to route the CTR LD batch for the PI's on-line
approval and sends an email to the next approval group

Submit; PI/DC approval attached: Used to route the CTR LD batch to Central Finance.
The Justification must be signed by both the Pl and Division Chair and the scanned
document has been attached to the CTR, and sends an email to the next approval group.

WIP — Assign to Me: Used by someone in Project Accounting to indicate they have
‘grabbed’ the CTR LD batch for review.

WIP — Reassign to Group: Used to ‘release’ the CTR LD batch if it had been previously
‘grabbed.’

Approve: Used in central finance to route the CTR LD batch to the next Approval Group,
and sends an email to the next approval group.
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Return: Used to return the CTR LD batch to the Cognizant for additional information.
The expenditures are still ‘linked to the CTR and may not be selected by any other CTR.
An email is sent all who have taken action on the CTR LD batch.

Rejected: Used to essentially void the CTR LD batch. The Cognizant receives an email
that the CTR LD batch has been rejected, the CTR may not be updated and the
expenditures are ‘released’ and available for transfer by a new CTR after LD admin
deletes the batch in oracle LD Module. An email is sent all who have taken action on the
CTR.

Completed: Used to indicate the CTR has been sent to the queue to be processed
overnight. An email is sent to the preparer and cognizant admin who have taken action
on the CTR LD Batch.

Cost Transfer User Roles
Campus

Preparer: The Preparer begins to create LD batch in Oracle LD module, typically a Grant
Manager or admin assistant. A Preparer can see only their CTR LD batches. A Preparer
may attach pertinent documents, and route the CTR LD batches to a Cognizant Admin for
approval and routing to Central Finance.

Cognizant Admin: The Cognizant Admin can do everything a Preparer can, plus see all
CTR LD Batches for their Organization and can submit the CTR LD batches to Central
Finance.

Principle Investigator: The Principle Investigator (PI) approval is required if any
expenditure on the CTR LD batches is subject to the Federal Cost Transfer Policy (High
Risk)

Division Chair: The Division Chair (DC) approval is required if required if any expenditure
on the CTR LD batches is subject to the Federal Cost Transfer Policy (High Risk)

Central Finance

PA Reviewer: The PA Reviewer receives the CTR, from campus. The CTR is reviewed and
the appropriate routing action is selected.
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PA Certifier 2: The PA Certifier 2 receives the CTR from the PA Reviewer. The CTR is
reviewed and the appropriate routing action is selected

View Only: The View Only role allows the user to view all pending and completed CTRs.
The user of this role would typically be PA Accountants and Internal Audit.

Creating a LD Batch in oracle LD Module

Preparation

1. The Preparer begins to create LD batch in Oracle LD module, typically a Grant Manager or
admin assistant

No changes in Distribution adjustments screen:

01-FEB-2013 28.FEB-2013
usD
AROICB.NETW 7.SLM 22660 0830~ Professorial Faculty 2,266.61) -
|Blo.0t000 27 5,000.00| 18.0 |Professorial Faculty 2,000.00| 88.24
|PMTI.OFFSET |1.Mayo 1437.01] 51900 |Professorial Faculty 266.61| 11.76)
SLM.CHAIR |1 15,336.44 | 55.4301 '
SLM.NSSEFF1[1 226661 8.19
SLM.NSSEFF1 |1 226661 8.19[ ] . =
4 b 4 e L3
27,666.67 | 100.00 0.00] 0.00
e Details: [iahe Freaze Sat

Cancel
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(O Submit

Batch Mame

wide Date |

Distribution Adjustments for Person
YOOOK XXXXXX - Assignment 1234567890
Currency USD hetween 01-FEB-13 and 28-
Comments [dd:KRk!

A

1. Enter batch name
2. Click OK

New Screen

zant Adrmin

This adjustment batch contains transaction/s with GL dates over 90 days. 90 day deadline 05/31/2013 has
passed. This will require a Cost Transfer Justification form.

Cancel

3. Select the cognizant Administrator from list of values.
4. Click Save.
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The Cognizant Administrator will receive notification via e-mail that the adjustment has been
entered. The Cognizant Administrator will need to log on to the Cost Transfer System to

complete the justification process.

CTR LD Request List

Login to access.caltech home page and click on the Cost Transfer link.

1. Select the Labor Request Tab.
2. LD Request List page

CALTECH Gost Transfer

3

Non-Labor Requests _f Labor Requests

Help Exit Logout aAll

LD Request List

w— ¢
LD Request List

{_1"C|Ud9!_ ending Oprocessed Cpeleted LD Approval Completed/Rejected

| [ Artions ] I

I/" |

LD Batch Name Batch Status Preparer Cognizant Admin Employee

Over 90 Days Overspent PDC Flag Amount

Pending-
Cognizant
Admin-Shu,
Shizhuang
(Steve)

Pending-
Cognizant
Admin-Shu,
Shizhuang
(Steve)

Besse, Barbara - Andersen
_/ 01-BBessex3237-03-15-13 Fi & Shu, Shizhuang {Steve) Richard AJ Yes Mo 450,00

_/’ test4 Irwin, Caral H Shu, Shizhuang (Steve) [ﬂ(ag;,é;ephari Yes Mo 26.60

11-20of2

Attachment LD Process Flag

3. Check box to group/filter the request list.
4. LD batch list that requires action from approval group.
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Building Justification Form

The Justification form is the ‘hub’ of the CTR. It contains three distinct regions or sections;
Justification, Task Links, and Notes:

A. Justification section — contains the FROM and TO PTAs, action buttons (Cancel,
and Save), and Justification question(s) The justification form is auto populated
with the ‘FROM PTA’ and ‘TO PTA’ information from the LD Batch created in
oracle.

B. Task Links — contains processing buttons
Notes —allows the user to send an email about the CTR, the email is not saved in
the CTR. This may be used if the cognizant would like a ‘pre-review’ prior to
submitting the CTR to Central Finance.

I Labor Requests

{ Non-Labor Requests

—

LD Request List = LD Request Justifications

LD Justification for test4 TaskLinks
Cancel || Save
- Attachments
LD Batch Name:; test4 Request Status: Pending-Cogrizant Admin- 00 XX ——
! VigwPrint Form
LDA Preparer: sketeser Employee: Aaaa Bobb
0 ; ]
ver 90 Days: Yes Dverspent; ko Notes )

*Cognizant Admin:| 0000 v

) - . Send Mal ahout this request to 3
PL. :Q Division Chalr :Q calleague. Emalk are not saved

by the Cost Transfar System,

From PTAs
Beqin Date | End Date PTA Organization Expenditure Type  Amount | %
O1FEB-13 | 28-FEB-13 | AROICBNETWORK-7.SLMAUCSBICRAR | Chemistry Administration | Professoal Faculty 226,60 | 100
226,60 | 100
1-1

To PTAs
Begin Date | End Date PTA (Organization Expenditure Type  Amount | %

O1FEB-13 | 28-FEB-13 | RAA.DO027-1-NIH.AREASEVEN Biclogy Adriistration | Prafessoria Faculty HE0 | 12
OLFEE-13 | 2BFEB-13  AROIBNETWORK-7SLMAUCSBICESE  Chemistry Admiristration | Professorid Faculty 20000 | 88
226,60 | 100

1-2

Justifications

CTR_ User_Guide_v2.docx
Last Updated: 6:25 AM, 29 August 2013 33 of 56



Cost Transfers Application -Release II- User Guide

1. Choose Pl and DC from the list of values and enter the justification question(s) and,
select save.

1LY Pl Lt > LD Rl Al ations

A st bor tesid Mkl
o J{ 5o | ) e
LR Hatit Puaatroe bt Percng-Logriert idmn i
e gl Fegaet Gkatuns - e ey
L Prepue: st Femployie: A Bhbb m
(et 00 Dy e iberrageen W
e " e —
= Ao - ot e g B
PI: stod agn (G g v char: ok A= s o o
by ths Cent Trarater Syibem
Rl LI
Degin Dute (el Dty "k | Organdaben Gl lype  Amiurl %
DIFER13 JBFEBL] MM?ME I}mm Proiesia Ry s E T ]
TG0 00
1-1
BT
Begen Date  End Date (7 Organwabon  Bapendiiom Type  Amomt %

OG- HED-DD | R COCCT- L ARTASTVEN gy Adrormtiten m-wwr, Hl-ﬂl 5
DLFERAY | ZB4ERND | RROHEHETWORKTSIMUCSBICESE  Cemairy Admrsiralon | Polenoid Faolty. | 0000 | 86
Er T

1-2

P0C Hat

v Oha “_;:5‘
1« Wity win this, mperre origeeally changetd bo B scommi e s it i now being tramlemed?

C13 R RECT - Daniviburion Adumimants b Berson b, Stoghan L (Sives ), kisgyvrani £119431:30,
Curorcy S0 Bertwen O FEB-33 ard 20FER-20

¥ iy il the dhange{i] be traderied o dwe propored snimml

(Tt chene Rl e Dowwafil v wihiy aie the charges allowalie & 1

13 FORM REQT - Cwstriuton ddurtments ior Penon keso. Steoten L (Shies |, Joagrment 11131110
Curorey |50 Bartwsen GLFER-13 o] JBFER-AD

1- Ay ki ional ndormation 1o wgpert bBamder rom ivenpent swani?

*d - Wiy i this oot Dramider beng Branailered mone dum B0 davs alfter the onignal date
e Erandaciion wad recorded?

7 FORM RECT) - Dustriboutiors Achustrmiae©ts. o Paron Mo, Shechen L (Shewe ), Sosgreent 111M10-10,
(Carrery LD bt OLFEE- 13 and 8FEE-1

1 < Wbl comecive action has been Galen 1o sminate Ruture reed lor cont tramders. of ths type?

1 FORM REQIT) - Dxstrbutio: Adueimans fox Paraon M, Stachen L [Stea), Assgrenent 11134180,
Custiy LED bartwinen OLFEB-13 and 28FED-13
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2. When the Justification question(s) have been completed and saved, additional task
buttons appear on the Task Links.

I/ Labor Requests

Nonr-Labor Requests

LD Request List » LD Request Justifications

LD Justification for test4 Task Links
-Cancel -Save
- - Attachments
LD Batch Name: test4 est Status: Pending-Coonizant Admin - YO, XX0XX
atch Name: tes Requ us: ing-Cognizant Admin | Y ——
LDA Preparer: seweesees Employee: Azaa Bbbb
Over 90 Days: Yes Dverspent: No Route for Approval
*Cognizant Admin: |xm(m(x ~

PL: Q Division Chair: q Dgtes
Send Mail about this request to a

From PTA: colleague. Emals are nat saved
— by the Cost Transfer System,

Begin Date | End Date PTA Organization Exzpenditure Type | Amount = %
OL-FEB-13 | 25-FEE-12  ARQICEMNETWORK-7.SLMAUCSEICE3R | Chemistry Administration | Professorial Faculty 22660 100
226,60 100
1-1
To PTAs
Begin Date | End Date PTA Organization Expenditure Type | Amount = %
O1-FEE-13 | 28-FEB-13 | RAA.O0027-1-NIH.AREASEVEN Biology Administration | Professorial Faculty 2660 | 12
D1-FEB-13 | 28-FER-13  AROICENETWORK-7.SLM-UCSBICE3B | Chemistry Administration | Professorial Faculty 2000 98
226,60 100
1-2
Justifications
PDC Flag:
Oves Ono

*1 - Why was this expense originally charged to the account from which it is now being transferred?

CTIFORMREQD - Distribution Adjustments for Person Mayo, Stephen L (Steve), Assignment 1113411-10,
Curtency USD batwaen 01-FEB-13 and 28-FEB-13

+ *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)?

(CTJFORMREQD - Distribution Adjustrments for Person Mayo, Stephen L (Steve), Assignment 1113411-10,
Currency USD between 01-FEB-13 and 28-FEB-13

3 - Any additional information to support transfer from overspent award?

Task Links Processing Buttons
View/Print Form

The View/Print Form generates a PDF version of the justification form. A draft and final
version can be generated and printed.
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1. Select View/Print Form from the Task Links section.

Non-Labor Requests Y Labor Requests

LD Request List > LD Request Justifications > Print LD Hardcopy

Print Hardcopy

[ LD Justification Farm H Draft Version ][ Final Wersion

Click on 'Draft Wersion' button to carefully review and make all necessary changes to the Justification Farm,

Click on 'Final Yersion' button to print the FINAL version of the Justification Form to obtain PI ot Division Chair's
wiet-ink approval signatures,

IMPORTAMT: After the Final PDF version is genetated, no further changes can be made to the Justification
Farm.

Attachments

Use the Attachment button, on the Task Links section, to attached relevant documents,
associated with the CTR. Most document types may be attached (i.e. PDF, Word, Excel,
emails, etc). The attachment may be viewed/opened by those who have access to the CTR.

2. Enter the Subject, select Browse. Once the file is located and chosen, select Attach File

4 Hon-Labor Requests fLabDr Requests

LD Request List > LD Request Justifications > LD Attachments
Attachments for Request testd

* Subject: | |

* File Mame: | | [ Browse... |

3. The attachment is saved within the CTR. To view the attached click on the name in the
Name column. To remove the attached click on the Delete icon
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Mon-Labor Requests f Labor Requests

LD Request List = LD Request Justifications > LD Attachments
Attachments for Reguest testd

| Back || attachFie |

Name Subject Attached By Attachment Date Delete
Id_iustifcation guery-rk3.odf | test4 31-1UL-13 i
| 1-1
* Cihject: ||
* File Marne: | [ Browse..

Route for Approval

The Routing Log displays all the Approval Groups required for the LD Approval. Once an
‘action’ has been performed the name of the person performing the actions, the action and
the date are populated on the applicable action line. Each Approval Group requires the
user to select an Approval Action. Select the Approval Action from the dropdown list.
Selections for dropdown lists will vary based on Approval Level and User Role.

Comment may be added to the CTR, in the Comments section of the Routing Log. Anyone
with access to the CTR may add a comment. The Comment, the name of the user who

created the comment, the date and time are all saved are viewable by anyone with access to
the CTR.
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Non-Labor Requests W Labor Requests

LD Request List = LD Request Justifications = LD Approvals
LD Approvals

LD Batch Name: test4 Request Status: Pending-Cognizant Adrmin - 30000 0000
LDA Preparer: skkikidik Employee: Aaaa Bbbb
Over 90 Days: Yes Overspent: Mo
Next Approval Groun: PT
= Approval Action: | - Select - v |
Approver Group Name Approval Action  Approval Date
Preparer Tl Subrnit 30-JUL-13
Cognizant Adrmin Fekkiikkkk
Pl Fkikkikie
Division Chair Fektkrkik
P& Reviewer PA Ernail Bo
P& Certifier 2
1-6
Comments

Saved Comments:

Comments:

Processing Request for Central Finance

Once the CTR has been routed to Central Finance, updates to the CTR may not be made, other
than comments added to the comments section of the Routing Log form. The CTR is ‘routed’
through the appropriate central finance processing area; Controller’s office, and Project
Accounting based on the ‘TO and ‘FROM’ PTAs. An email is generated and sent to the Approval
Group or the specific name selected when a CTR has been routed.

Receive Request
The CTR is accessible from the LD Request List form. If the CTR was routed to your Approval
Group, the Request Status column will have the Pending details in Blue. If the CTRs were
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routed specifically to the person logged into the Cost Transfers application, the Request
Status column will have the Pending details in Red.

" Non-Labor Requests ¥ Labor Requests r Setup

LD Request List
LD Request List

Include: [¥]pending [Processed [peleted [ILD spproval Completed/Rejected
e |
|7~ [ |[ea] [actons

=] rJ’F{DW text contains 'test4’ i

LD Batch Name Batch Status Over 90 Days Overspent PDCFlag  Amount  Attachment LD Process Flag  SuBMISsion  ogtion pate
O testd Pencing-RA Reviswsr- s Ha 2650 p : 3113 302013
./ TEST4 Pending-Reviewer s Ho ] 286.61 & 301113

1-2of2

If the CTR contains the Attachment Icon, HF there is at least one attachment (view using the
Attachment button from the Task Links section, in the Justification). The attachment(s) may
be viewed by clicking on the Attachment icon (which will open the Attachments form) or
select the Attachments from the Task Links section of the Justification Form
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Review, Route and Submit Request
Begin the review, approving, routing and submitting to Oracle® processes by retrieving
(opening) the Justification Form, by selecting the CTR from the Request List.

Retrieve the CTR by selecting the pencil icon /7

Non-Labor Reguests Labor Requests Setup

LD Request List
LD Request List
Include: Pend\ng Cprocessed [peleted (D Approval CompletedRejected

(2 | (=) (eem)

= vanw text contains ‘testd’ 'gg

LD Batch Name Batch Status Over 90 Days Overspent PDC Flag Amount Attachment LD Process Flag Da‘te Creation Date

_/’ test4 Pending-P2& Reviewer- Yes Mo = 26,60 m U135 30-JUL-13
o/ TEST4 Pending Reviewer Yas Mo - 266,61 & 30-IUL-13

1-20f2

The Justification Page will be displayed.
Mon-1 abor Regu Ir Labor Requests
LD Request List > LD Request Justifications
LD Justification for test4 Task Links

LD Batch Name: test4 Request Status: Pending-Cogrizamt Adrmin - 2000430000
LDA Preparer: ssssssssss Employee: Aaaa Bbbb
Over 90 Days: Yes Overspent: No
*Cognizant Admin: [ 0000000¢ v
PI: |Aaaa Bbbbb =% Division Chair: [Ccec.Ddddd e
From PTAs
Begin Date End Date PTA DOrganization Expenditure Type Amount Yo
01-FEB-13 2B-FEB-13 = ARDICE.NETWORK-7 SLM-UCSE.ICE3E | Chemistry Administration | Professorial Faculty 226,60 | 100
226.60 | 100
1-1
To PTAs
Begin Date End Date PTA DOrganization Expenditure Type Amount Yo
01-FEB-13 2B-FEB-13 | RAA.D00Z7-1-MIH.AREASEVEN Biology Adrninistration Professorial Faculty 26.60 12
01-FEB-13 28-FEB-13 | AROICB.METWORK-7 SLM-UCSB.ICB3B | Chemistry Administration | Professorial Faculty 200.00 j=ie]
226.60 | 100
1-2

Justifications

PDC Flag:
Oves ONo
*1 - why was this expense originally charged to the account from which it is how being transferred?

T1 FORM REQ'D - Distribution Adjustments for Person Mayo, Stephen L (Steve), Assignment 1113411-10,
Currency USD between 01-FEB-13 and 28-FEB-13

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

Attachments
wigwe (Print Form
Route for Approval

Notes

Send Mail about this request to a
colleague. Emails are not saved
by the Cost Transfer System,

The applicable justifications question(s) and answer(s) are displayed in the Justification Form.
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Appendix A - Cost Transfer Policy

COST TRANSFERS TO FEDERALLY FUNDED AWARDS California Institute of Technology
Pasadena, California 1

Issuing Authority: Office of Research Administration

Last Updated: October 20, 2011

Definition and Policy:

A cost transfer is an after-the-fact transfer of costs (labor or non-labor) from a sponsored or non-
sponsored award to a federally funded award. Ideally, all costs should be charged to the appropriate
federal award when first incurred. However, there are circumstances where it may be necessary to
transfer expenditures to a federal award subsequent to the initial recording of the charge.

Caltech is committed to ensuring cost transfers are made in accordance with federal (Office of
Management and Budget “OMB” Circular A-21) and agency regulations and Institute policy. To comply
with these requirements, it is necessary to explain and justify the transfer of charges to federal awards
from other federal or non-federal accounts. Timelines and completeness of transfer explanations are
important factors in supporting allowability and allocability in accordance with the principles set forth in
the Circular.

When is a Cost Transfer Allowed?

Federal requirements concerning the management of awards made to institutions such as Caltech limit
the circumstances under which costs transfers are allowed. Examples of typical circumstances where
costs transfers are allowed (if submitted on a timely basis) are as follows:

e Error Correction — May include clerical errors (transposition, typographical) or other errors
identified during the review of expenditure reports (labor distribution schedules not updated,
purchase charged to a PTA that was not the one that benefited, etc.).

¢ Reallocation of effort and other non-labor expenses where multiple projects benefited.

e Reallocation of shared services.

e Transfer of pre-award costs — It is recommended that a pre-award account be established to
prevent the need for such transfers.

Overspent Accounts

Special provisions apply to cost transfers to Federal awards from overspent Federal awards. If an award is
overspent, there is a presumption that the cost transfer is being made to alleviate the overspending. In
general, cost transfers from overspent awards will not be allowed. For the purposes of this policy, Caltech
defines an account as overspent when expenditures exceed funding based on the funding source award
number. Note that one award from a funding agency may have been divided amongst more than one
award for internal accounting purposes at Caltech. If one Caltech award is overspent but the overall
award from the agency (based on funding source award number) still has available funding then the
award will not be considered overspent. Requests for transfers from overspent awards to other Federal
awards must be approved by the Division Chair.
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Cost Transfer Deadlines

Cost transfers should be prepared as soon as the need for the transfer is identified. The deadline is 90
days from the date when the charge is first posted in OGM (which will not necessarily be the date the
cost was originally incurred). For example: for a charge first posted in OGM on May 2nd, the 90-day period
would begin on June 1stand end on August 31st. Any cost transfer request submitted after 90 days or
three months requires the completion of a Cost Transfer and Justification Form signed by the Principal
Investigator and the Division Chair. These requests will be approved only in extenuating circumstances

The full text, of Caltech’s Cost Transfer to Federally Funded Awards Policy, may be found at:

http://researchadministration.caltech.edu/pa/policies
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Appendix B - Application Administration

CTR users need to be set up in the CTR application. The Business users are set up by CT admin
and the Campus users are set up by Org admin.

CT Admin

CT Admin is a super user who has access to set up and view all Org Admin users, Business
users and Campus users

1. Click on the create button to set up user
2. CT Admin will have access to all user set up links

To Setup a CT Admin:
1. Choose a Person from LOV
2. Enter Start Date
3. Click Create

The screen shot below shows CT Admin Setup:

Non-Labor Requests

Superuser List > CT Admin Satup

CT Admin Setup. |

* Parson: [Testpest ff——— 1 X
* Start Date: |01-Apr-13 -f - 2 =
End Date: i

%

4. To End Date a person from CT Admin Access - Enter End Date
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Superuser List > CT Admin Setup

- CT Admin Setup ——
| Cancel | Create
* Person: I'{ﬁhlnﬂl .]Q\
* Start Date: |01-Apr-13 |68

End Date: [30-Apr-13 - 4 I

List of super user setup in the system:

Mser Setup
o CT Admn
@ Qeg Admn
o fumness Usery
Full Nome ~ StartDate  End Date =
R T D146R-13 348813
b Teskjesid 15-40R-13 5
*: 5
p Tesse s
P 154R-13 2
F ety 1546813 -
F foem o SRR -
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Org Admin

The CT Admin will set up an Org Admin (Organization Administrator) for each division. The
Org Admin is responsible for adding or removing division preparers and/or cognizant admins.

To Setup an Org Admin:

1. Choose Org Admin link from the User setup list

2. Click on the create button

O Admin Lt
e . User Setup
A & [cams) — 2 mg
@ CT Adnin
& Qeg Admn
I Mam Diwision iy Mame Start Date  End Date o B U
o Campus Usery
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Org Admin List > Org Admin Setup
6—»
* Dhvision: ENGINEERING and APPLEED SCIEMCE DIVISION ¥ f—J
* Person: | Abed,efgh |a€—4
* Start Date: 01-APR-13 M +—->s
End Date: B —7
3. Choose Division from dropdown list
4. Choose Person from LOV
5. Enter Start Date
6. Click Create
7. To End Date a person from CT Admin Access - Enter End Date
8. List of Org Admin setup in the system

A B G (G
tull Name Rivision/Orq Name ~ StartDste  [ad Date
o elgh ER0LOGY DEVTSION P T
) Witme ENGDEERDNG ad SPPUED SCEMCEQOISION. 0149813 13
! b Rk PHTERCS, MATH gl ASTROMOMY DENISION QL-APR-1
¢ Ky STLDENT AFFARS ROLF [[H R
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To Setup Campus users
Each division Org admin can only set up campus users for their division. E.g. Biology Division
org admin can only set up user for their division.

& (sl

Kame Divicion/frg Mame  Peeparer  [ogaitest Admin  DivisialO ViewOahy Sartlate  EndDabe  Smppress Email

1. Click create button to set up users
The___screen shq__t below shows Campus user Setup:

o v Rt Hﬂﬂ
Canpits User List > Campils User Selup

Campus User Setup

— ]

* Name: | aaaa bbbb 1 % =5

* Division; | ENGINEERING and APPLIED SCENCE DIVISION M N =3
Preparer Role; [7] <
Cognizant Ackmin Fole:
Dision LD View Ondy Role:
* Start Date: || 745513 = -1

Enf Date: =]
Suppeess Emall:

i
]
§

]

s ]

|
i=]

Choose the user name from LOV

Choose the Division

Enable this flag to setup the chosen user a Preparer Role

Enable this flag to setup the chosen user a Cognizant Role

Enable this flag to setup the chosen user a Division LD View only Role
Enter Start Date

Enter end date to inactivate the user

Enable the Check box to suppress email. If you do not want the Cost transfer
application to send an email to you for any action to be taken

10. Click create

11. List of Campus users setup in the system for EAS division

WO NOU A WN
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{vage

Business and Finance Users (central finance)

Research Administration group

o — R —

L Busness Ueers
Name Bole Group bames|  StartDate  ndDate  Suppress Email

1. Click on the create button

The screen shot below shows Business User Setup:

‘RoeGrophane: PrGeviel v 42 T
*Name: ot ted S 5

* Start Date: 01-4gr13 1=K

End Date: Be—6

Suppress Emal: [] e 7

Choose Role Group Name from drop down list
Choose Person from LOV

Enter Start Date

Click Create.

Enter end date to inactivate the user

ousEwWN
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7. Enable the Check box to suppress email. If you do not want the Cost transfer
application to send an email to you for any action to be taken
8. List of Business users in the Research Administration group division

-~ U Setup
i (] (reste | SR
Hame Bele Gromp hameial  Start Date nd Dale Suppress Email
oy PA Cortdir | Dl i '
P Cose Dade Bk Catfar | 014813 "
Dt Bl Carther 01-8PR-13 |
:_'.5-“ b Cartfer 2 L8P 23 I 1
" oEE F RV Ol-28PRE3 |
' omE P — [1-8PR43 .
P et [T o [1-8PR3
1-7of7
Controller’s Office

1. Click on the create button

Suppress Emal: [| g T

* Name: e st Qe
* Start Date: 01-4r-13 Bae— 4
End Date: Be4—6

Choose Person from LOV
Enter Start Date
Click Create.

oueWwWN
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7. Enable the Check box to suppress email. If you do not want the Cost transfer
application to send an email to you for any action to be taken
8. List of Business users in the Research Administration group division

Brusiness Liser List
: @) (=) | (om) e 80
g = L'"“_' s 1. Business Lkers
Mame Role Group Same's Start Date End Date Supgress Ematl
" haa Biby Connaler's Office Raview | AP0
Gz Deidd Controler's Office Raview | 01-APR- 23 Y
S B Contraler's Office R | 0-2PE-1%
O g Controler's Officn Riview | 0 -APR-£3
C L Controlier's Office Rves 00-APR-23
" mdEll Controler's Offics Peview 2 01-8PR-13
" M e Contraler's Office Ravie 2 0 -APR-13
1-Tof7

Appendix C - Cost Transfers Automated Emails

The Cost Transfers application generates automated e-mails based on various approval actions
or Task Links buttons:

Notify Next Approver Person: Notifying Next Approver, specified by name, that Request is ready
for Approval Action

Notify Next Approver Group: Notifying Next Approval Group, i.e., approver not specified by
Name, that Request is ready for Approval Action

CTR Validation Completes Notification - without errors (Pass). The email is generated AFTER
the Validation process completes.

CTR Validation Completes Notification - with errors (Fail). The email is generated AFTER the
Validation process completes

Submitted in Oracle: Notifying CTR Preparer and Cognizant Admin that the Request is submitted
for processing in Oracle

Returned for Rework: Notifying All those who had taken Approval Action that Request has been
Returned for Rework

Rejected: Notifying All those who had taken Approval Action that Request has been Rejected

Free Form Email: Submitted from the Task List, the is not saved in the CTR
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Appendix D - Apex Functionality

The search results in the Request List may be modified in many different ways by utilizing the options
available with the Actions button.

Request List
Create New Regquest
A al
7+ | ﬂaepmsh.mmr{mt 2l [[actens | 5
Reguest Validation Transfer ::: Select Columns age
Number Urgent Status ~ Total attach T From PTA To PTA
g i & ? Filter AfA BIOGENESIS-
o CTR-00007 Mot validated 569.68 & et =
—=— Rows Per Page r
S CTR-00006 Passed 114.34 & [ Format 4 %?mmxg1 ?ﬁm%
E Save Report
S’ CTRO000S Others 1,567.70 4 EEH'JW‘ODZ?‘- gHDmWVRII-l-
@ rep L GRNMOD: ARO15044
=iy Downikoad ADV.LIGO-
s » CTR-00004 Mot validated 7,604.44 g’ "‘ 00.46.0 84 g—?‘m&gl "
o= NSFLIGO.ALIGOEQ &1 ANFORD.0000

Select Columns: Removing and Reordering Columns

The Select Columns option enables you to choose and reorder the columns that you want to
display in your report. Select Columns opens a window in which you can:

1. Select the column(s) you would like to display or not display
a. Use the Ctrl key to select more than one column at a time

2. Use the side arrows to move the columns from Display to Do Not Display and back

3. Use the up and down arrows to change the order of the columns

Request List

Select Columns

1
Do Not Display \ Display in Report

Intra Award Transfer

Orig Avard i
Created By User Id
Created By Person Id
Created By

Last Upd By User Id
Last Upd By Ferson 1
Last Updated By

B EDD g L)

cancel| [ npow |
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Filter on Columns

The Filter option enables you to further fine-tune your search on the specific found set. Filter
opens a window that enables you to select the column on which you want to filter, the Operator
for that search, and enter or select the details for which you want to search.

Request List

Create New Request

~

/v | Go _actons |
_{ Filter
Filter Type @ column ' Row
Column COperator Expression
Request Number d |= J |
Cancel | Applyl

You can also filter on a specific column by simply clicking on the column, which will open up a
drop-down that allows you to:

1. Sort on the column
2. Delete the column
3. Enter a search phrase

4, Select the filter item from a list of values

Request List
Creats New Request |
=
7 | EI Rgpgrasl 1. Primary Report vI —Igm 2
RN—q—e]ml‘t']“: Urgent vi‘:ﬂ?t::m r—'argi‘;;\ From PTA /ttachment
= = B E
& CTR-00007 Passed 569.68

3 —
448 BIOGENESIS-1-NIH.GM027353
/”  CTR00006 Passed 11434 ADV.LIGO-CO.46.C.MAA-NSFLIGO. ALIGK
EHD.GRNMOD2-1-NIH.GRNMOD2
_’
4 IMSS.IBS-1.2-GB.IMSS
JWB.CTA-1-PL.1419439

EHD.GRNMODZ2-1-

7 CTR0000S Others 1567.70 oo o MO0 &
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Rows Per Page

The Rows Per Page option enables you to determine how many rows are displayed on a page.
This is a great option for creating a report that will be printed out.

[Request st
Create New Request
p
P | Go Actions |
~ Select Columns
Request Validatio
Humb o Urgent SEFuS i Attachment From PT4
| ? Filter 4 -
CTR-00006 Passed EHD'GRNM?:[
~ = Rows Per Page 4 1
o
CTR-00005 Others Fonet 10 n
15
o -
CTR-00004 lot validaty [ Save Report 20 B
25
CTR-00003 Passed c‘ -
e Help 0
100
CTR-00001 Passed | [y pownload 1000 2
All
1-50f5
qujeted Request List

The Format option enables you to format the report in a variety of ways.

Sort

Sort opens a window that enables you to select the columns on which you want to sort, and the
order in which the sorts occur.

éj'{ Sort
Column Direction Null Sorting

1 I Request Number J IAscending d INuIIs Always Last d
2|Urgent j IAscending j INuIIs Always Firstd
3 I - Select Column - j IAscending J IDefauIt J
4|- Select Column - j IAscending j IDefauIt j
5 I - Select Column - j IAscending d |Defau|t d
6|- Select Column - d IAscending j IDefauIt j

cancel | Apply |
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Highlight

Highlight opens a window that enables you to highlight both by row or column and for specific
data, as dictated by you.

Request List

Create Mews Request
/: [ (60| Reports[1. TR - Urgent -] | Adtions

~ Highlight

Name I

Sequence llEI—
Enabled | Yes »
Highlight Type lm
Background Color [FFFFFO2 ][] [yellovd] [areen] [biue] [orange] [red]

Text Color m D vellow] [green] [blue] [orange] [red
Highlight Condition
Column Operator Expression

Transfer Total j |> j IlUUU
Cancel Delete | Apply

=5 FE

Saved Report = "CTR - Urgent” %
Transfer Total > 1000 M =%
Reguest Validation Usage Transfer Intra Award
Number Urgent Status Split St Total Transfer From PTA
& AAA.COH-1-
CTR-00009 Passed & 1,013.88 HfA GIFT.CITYHOP!
0 AGS.PIONEER-]
X &
CTR-00008 Passed & 126.00 No NIH.DP10DO0
£ AAA.BIOGENE!
- &
CTR-00007 Others & 569.68 No NIH.GM097362
0 EHD.GRNMODZ|
X &
CTR-00006 Passed & 114.34 No NIH.GRNMOD2

Save Report

Save Report opens a window that enables you to save all of the formatting that you have just
completed for reuse in the future.

5 Save Report

Name ICTR - Urgent

Description |Sur‘ted by Urgent CTRs

Cancel Apply |
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Upon saving a list of reports will now be available each time you display the request list sort by
Urgent Requests.

uest List
e
/v | ﬂnepons.l. Frimary Report -I ml
Default
Ak 1. Primary Report
':‘—E?n"f—:,[ Urgent U—asl'tdaifl': L | private Status
Pending-PA Certified
CTR-00006 Fassed Level 2
Reset

Reset opens a window to validate that you would like to restore the report to the default
settings.

@ Reset
Restore report to the default settings.

Help

Help opens a new window with very detailed help on the available actions.

Download

Download opens a window that prompts you to choose the report download format.

__inownbad

Choose report download format:

SFIEST

Csv HTML Email
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