TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER.
EL PASO

Financial Transaction System (FiTS) - Cost Transfers

The Cost Transfer module of the Financial Transaction System (FiTS) allows departments to
move current fiscal year expenditures between departmental FOAPs (Fund-Organization-
Account-Program), where the Fund, Organization, and Account fields are 6-digit codes and
the Program field is a 2-digit code. FiTS cannot be used to move payroll related
expenditures or encumbrances. When a current year payroll cost transfer becomes
necessary, a Labor Redistribution must be submitted through the online Labor Redistribution
system. Changes or additions for Purchase Orders (POs) should be submitted through the
online PO/Encumbrance Change Request system. The transferring of prior fiscal year
expenditures should be coordinated through Accounting Services.

After review and approval, the system will post the Cost Transfer to Banner. Departmental
approval, functional review and final approvals are managed through FiTS. Transaction
tracking, archiving, and retrieving of information related to the Cost Transfer is managed
within the system as well.

FIiTS replaces the Cost Transfer Form that is normally submitted to Accounting Services.
FITS allows a departmental user to do the following:

- Start a Cost Transfer request

- Resume completion of a Cost Transfer request

- Submit a Cost Transfer request to approvals

- Approve, Reject, or Delete a Cost Transfer request
- Review the Status of a Cost Transfer request

- Review the History of a Cost Transfer request

FITS can be accessed from the WebRaider portal, F & A Work Tools tab, Finance Channel
under Accounting Services.

miployes

fork Toolks JRALII

Human Resources LEE Budget EFE*  Finance EE*  purchasing/Payment Services E
P

Lo,

e Budget  News

Purchasing
Purchasing Hom

Click on “Financial Transaction
System (FIiTS)”

Approval Tracking Sy 0ewey

BUDGET ANNOUNCEMENTS

Budger News

HR ANNOUNCEMENTS
* Quastions concarning W-2 Forms, 7 visit
Payroll Services FAQs Fina

TTUHSCEP Finance Systems Management  [1] Rev. March 2015




TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER.
. EL PASO

Creating a Cost Transfer

To begin a Cost Transfer, click on the “ Create Cost Transfer” tab at the top of the

webpage.
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« CostTransfers
Allows departments to move current fiscal year exp es between dep FOAPS
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Contact Information:

« TTU

For palicy related questions regarding FiTs, please contact Financial Services and Tax at tsigt

For training rel estic please contact AFISM at afism.Zknow

+ TTUHSE
For palicy related questions regarding FiTS, please contact Accounting Services at hscacc@tiusc.odu

For training related questions about FiTS, please contact Finance Systems Management at fsmigtuhsc.edu.

Begin each search by selecting “H” from the “Chart” drop down box. After entering the
desired search parameters, click on the “Search” button. When the system has finished
searching, any expense transactions that match the search criteria will populate in the

section directly below the search function.

Search by
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Search by Transaction
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*If your screen shows the search parameters differently than above and you are using
Internet Explorer 11, switch to Compatibility View. For instructions on how to switch to
Compatibility View, contact the IT Help Desk for your campus.

Expenses can be searched for in the following ways:

- By FOAP
o0 Search by Fund and/or Orgn, or by the entire FOAP

- By Document ID
0 Search by a complete Document ID or a portion of a Document 1D

- By Transaction Amount Range
o0 Search by an amount or a range of amounts using the “Transaction Amount
From” and/or the “Transaction Amount To” fields

- By Transaction Date Range
0 Search by a date or a range of dates using the “Date from” and/or the “Date
to” fields

The search may return multiple pages of results. If you do not see the specific expense you
are looking for, the arrows at the bottom of the “Search Transaction History” section will allow
you to move to the next page(s).

Back & Forward Arrows =

AT
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The search screen will reflect the amount of the expense that has already been transferred
and/or has pending transfer requests waiting for approvals. The “Select” button will be
unavailable if the expense has been fully transferred to another FOP.

Cost Transfer Select

Amount Amount Pending [
Transferred Transfer

When you locate the specific expense to be transferred, click the “Select” button to the right
of the expense. Clicking the “Select” button will populate the bottom section (Transfer
Expenditures) of the screen.

Cnst Transfer Select

Seaech Transaction History

Chat H * Fued 181388 Omgn Accun Program

Click “ Select”
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Once an expense has been selected, a Cost Transfer Request ID (FiTS ID) is assigned. The
FITS ID can be used to track your Cost Transfer throughout the approval process. After the
expense has populated in the “Transfer Expenditures” section, click the “Edit” button in
order to enter the FOP you would like the expense transferred to.

FiTS ID

Click " Edit”

When the Transfer To FOP has been entered, enter the amount to be transferred. The entire
amount or a partial amount of the original expense can be transferred. After filling in the
amount to be transferred, click the “Save” button to save your progress.

Cost Transfer Select
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You can select additional expenses from the original search, or begin a new search by

clicking the “Clear Search” button.
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After all required fields have been completed on the “ Step 1 - Cost Transfer” tab, select the
“Step 2 - Questions Attachments Comments” tab.

TEXAS TECH UNIVERSITY SYSTEM

Click on the “Questions
Attachments Comments” tab

auest 10 CTO01387

On the “Step 2 - Questions Attachments Comments” tab, you must answer all questions
with clear and adequate information. There are three standard questions:

- Why was the expense charged to the fund from which it is now being transferred?
- What justifies charging the expense to the requested fund?
- How can cost transfers of this type be eliminated in the future?

A fourth question will appear if the expenditure to be transferred is over 90 days old:

- If the expense is greater than 90 days what is the reason for the delay in
processing?

To add answers to the required questions, click on the “Edit Answers” button. Each
guestion requires an answer or the Cost Transfer cannot be submitted.
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TEXAS TECH UNIVERSITY SYSTEM

Questions Attachments and Comments

CTOO04387
Custions

(1.

Click on the “Edit Answers”
button to add answers

Adtachments
Uplead Afiachmend

Maxirmum File Size : 6 MB
Allowed file types: csv - doc - doex - pdf - rtf - tt - xls - xlsx - aml

DOCUMENT NAME

After completing all of the required questions, click the “ Save Answers” button.

TEST | W5.0120 | Jillian Townsend | Texas Tech Universit

AS TECH UNIVERSITY 5YSTEM

{uestions Attachments and Comments

CTOD1387
Duestions

Click the “ Save v
Answers” button

Upload Allachmen

Maximum File Size : 5 MB
Allowed file types: csv - doc - docx - paf - rif - et - xis - xlsx - xmi

DOCUMENT MAM
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If you do not click the “Save Answers” button before navigation to another tab, or page, the
system will not save your answers and you will lose all the information you entered.

Below the “Questions” section are the “Attachments” and “Comments” sections. In the
“Attachments” section, you can upload attachment(s) (in one of the allowed file types) to
provide additional information regarding the Cost Transfer.

To add a comment, type the text into the box, then click the “Add” button to save the
comment.

- Upload an
:I‘owed file l\pseizs:!c:su-doc - docx - pdf - rtf - ot - s - xlsu Attachment
......... Add a
Comment
I

Attachments can be deleted after they have been added. Comments cannot be deleted after
they have been added.

Once you have answered all of the required questions and added any additional attachments
or comments, move to the final tab, “ Step 3 - Finish”. The “Step 3 - Finish” tab allows you
to perform a variety of different tasks. They are:

- Started and will mark Complete later
o0 Clicking this button saves your progress but will not mark the Cost Transfer
as complete.
0 Once clicked, it will take you back to a blank “Step 1 - Cost Transfer” tab
to begin a new Cost Transfer if desired.
o To mark the Cost Transfer as Complete after clicking this option, search for
the Cost Transfer in the “Status” tab (instructions located below).
- Mark as Complete
o Clicking this button marks the Cost Transfer as complete in the system, but
will not route through approvals.
o To send the Cost Transfer to approvals after clicking this option, search for
the Cost Transfer in the “Status” tab (instructions located below).
- Submit to Approvals
o0 Clicking this button will send the Cost Transfer to the Approval queues for
each fund’'s TEAM App Financial Manager and Approver(s) and Accounting
Services for review, approval, or rejection.
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Selecting “Mark as Complete” or “Submit to Approvals”, will notify you of any budgetary
errors that may exist in the form of a pop up message.
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If you receive a budget error, the pop up message will indicate the FOP with the error. At
this time the Transfer To FOP may be edited or the Cost Transfer may be set to “Started and
will mark Complete later” so a budget revision (BR) can be submitted through the online
Budget Revision System to budget funds in the proper Budget Account Code (BAC) in order
for the Cost Transfer to be submitted. Once the budget error is corrected the Cost Transfer
can be set to “Mark as Complete” or “Submit to Approvals”.

If you select “Mark as Complete”, this does not send the Cost Transfer to approvals. In
order to send the Cost Transfer to approvals, navigate to the “ Status” tab and locate your
Cost Transfer by the FiTS ID. Once located, select the “Approvals” button.

AS TECH UNIVERSITY SYSTEM

Chan Sek<tChan = Fund orgn Usae Cluar User

™ Date o

Your FITS Documents

Deste Ageroval — SeIeCt
“Approvals”

After the Cost Transfer is submitted to approvals, the TEAM App Financial Managers or
Approvers, along with Accounting Services will have the option to either Approve or Reject
the Cost Transfer. If errors or lack of justification are found, the Cost Transfer can be
rejected.

In the case of rejection, the Cost Transfer Originator will receive a rejection email notification
from ITIS Financial Transaction Entry System. The email will reference the specific FITS ID
that has been rejected with a link that will take you to the “Step 2 — Questions Attachments
Comments” tab of the Cost Transfer. Scroll down to the “Comments” section to review the
rejection reason and comments pertaining to the rejection. To expand the comments, click
on the desired comment within the Comment box to review the rejection reason or comments
added by the reviewer.
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Questions Attachments and Comments
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Aftachments

Upicad Afachment

Maximum File Size : & M8
Allowsd fils types: cxv - doc - docs - pdf - rtf - txt - xls - xlsx - xml

Click on the
Comment
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The rejection reason and any comments pertaining to the rejection will be shown in the form
of a popup message.
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After reviewing the rejection reason and/or comments, modify the Cost Transfer accordingly.
After providing the requested information or making the requested changes, click on the
“Step 3 — Finish” tab and select the “Approvals” button to send the rejected Cost Transfer
through the approval process again.

Deleting a Cost Transfer

Only the Originator of a Cost Transfer has the ability to delete a Cost Transfer from FiTS.

In order to delete a Cost Transfer, access FiTS and select the “Status” tab.

TEST | v5.0120 | Jlilian Townsend | T

S TECH UNIVERSITY SYSTEM

The Fi ial Tr ion Sy (FiTS) i dules, which include:
+ Cost Transfers
Allows departments to move current fiscal year exp dep FOAPS

+ Iv:

s
Allows Service departments to bill expenditures to r(epaﬂm&r Se | eCt the
* JVs

Hevenue Journal Vou “ ”
= Allows departments 1o move curren tfiscal year revenue Stat us tab

- Allows departm mowve current fis revenue

FOAPs (TTU and TTUS)
Internal Purchase Funding Transfers (IPFTs) (HSC Only) Jvs

= Allows departments to transfer funds from ene fund te another for professional services,
continuing professional education, and other internal purchases of goot rvices.

Contact Information:

« TTU
For policy related questions regarding FITS, please contact Financlal Services and Tax at isusueau.
For training related questions about FiTS, please contact AFLSM at afism. 2knovwfiluedu

+ TTUHSC
For policy related questions regarding FiTs, please contact Accounting Sei

For training related questions about FiTs, please contact Finance Systems

After selecting the “ Status” tab, the screen will populate with all of the Cost Transfers that
you originated that have not been completely approved and processed or that need your
approval (if you are a TEAM App Financial Manager or Approver).

Search for the Cost Transfer(s) you wish to delete by Fund, Orgn, a date range that the Cost
Transfer was last modified, and/or FiTS ID or by using the forward and back buttons at the
bottom of the page.

*For more detailed instructions on how to use the search capabilities on the “ Status” page,
see page 20 of this training document.
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Once the Cost Transfer to be deleted is located, click on the “Delete” button to the right of

the Cost Transfer.

TECH UNIVERSITY SYSTEM
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Click the
“Delete” button

After clicking the “ Delete” button, the system will ask you, in the form of a popup message, if
you are sure you would like to delete the Cost Transfer. If you are sure of your selection,

click “OK”. If not, click “Cancel”.

ﬁﬁrlvsmzﬁlwnlmrIWmewﬁHm

Click the “OK”
button
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If the Cost Transfer you have searched for does not have the “ Delete” button populated to
the right, the Cost Transfer does not have the option to be deleted.

% TEXAS TECH UNIVERSITY

If the Cost Transfer needs to be deleted, coordinate with a TEAM App Financial Manager or
Approver or Accounting Services to have it rejected in the system.

The approval status can be determined by clicking the “Review” button next to the Cost
Transfer to be deleted. This list will indicate who has the option of rejecting the Cost
Transfer.

There will be an option to delete the Cost Transfer after it has been rejected. You will need
to search within the “ Status” tab for the FiTS ID to be deleted.

CTs that remain in the “ Status” tab and have not been modified for 7 days will result in an
email to the Originator informing them that the CT will be deleted the following Monday. To
prevent the CT from being deleted, the Originator will need to make the necessary
corrections before the following Monday.
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Approving a Cost Transfer

After the Cost Transfer has been submitted for approvals, the TEAM App Financial Manager
and Approver(s) for each Fund included in the Cost Transfer will receive an email notification
from ITIS Financial Transaction Entry System informing them that there is a Cost Transfer
waiting for their review and approval/rejection. The email will reference the Cost Transfer
that has been submitted for approvals by its FiTS ID and will contain the link to the Cost
Transfer that needs approval.

After clicking the link provided in the email notification, the TEAM App Financial Manager and
Approver(s) will be taken to the “Approvals” tab of the Cost Transfer referenced in the email.

From the “Approvals” tab, the TEAM App Financial Manager or Approver can select the
“Step 1 - Cost Transfer” tab to review the Cost Transfer details or the “Step 2 - Questions
Attachments Comments” tab to review the responses to the questions provided by the
Originator, as well as any added attachments or comments.

TEXAS TECH UNIVERSITY 5YSTEM

Apprivals

CTo0M 37

Click to Review
Justification

Click to Review
Cost Transfer

TEAM App Financial Managers and Approvers have the option to edit the answers provided
to the questions by the Originator by selecting the “Edit Answers” button, then the “Save
Answers” after making edits. TEAM App Financial Managers and Approvers can also add
additional information in the form of an attachment or comment before approving or rejecting
the Cost Transfer.

After reviewing the Cost Transfer, TEAM App Financial Managers and Approvers can choose
whether to Approve or Reject the Cost Transfer from the drop down box.
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XAS TECH UNIVERSITY SYSTEM

Approva Is
CTo01387

Apgrove

Reject

Select to Approve or
Reject Cost Transfer

TEAM App Financial Managers and Approvers choosing to approve a Cost Transfer will
need to select “Approve” from the drop down box on the “Approvals” tab and then select the
“Save” button.

XAS TECH UNIVERSIT

Approvals
CTo01387

m——l = =] | Select
“Save”
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After selecting “ Save”, a notification will appear asking the TEAM App Financial Manager or

Approver if they are sure they wish to approve the document on all approval levels that are
available for their approval.

If a TEAM App Financial Manager or Approver has more than one fund on a Cost Transfer,
selecting “Approve” will initiate a blanket approval for all funds that belong to them. If one of
the funds needs to be rejected, you must select “Reject” first, or the blanket approval will go
into effect and will forward the Cost Transfer onto Accounting Services for approval and
processing.

Click “Yes” If
Approving for All
Responsible Funds

If rejecting, a TEAM App Financial Manager or Approver must select “Reject” from the drop
down box under the “Approvals” tab. After selecting “Reject” you will be required to select a
Rejection Reason and provide an explanation.

Approvals

CTo01387

APRRONT

Pject

Select
“Reject”

A3

Select Rejection
Reason
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Comments may be added to clarify the reason for rejection or to request additional
information from the Originator of the Cost Transfer.

After selecting the Rejection Reason and providing an explanation, click the “Save” button in
order for FiTS to save your progress.

TEXAS TECH UNIVERSITY SYSTEM

Approvals
CTOD138T
" APPRONEREJECT APPRONED Y APPROVAL DATE .
= o] ] Click
113 ”
Save
RIMSUFFICIENT JUSTIFICATION FOR [ +
Optional Text:
Prease provide aodbonal niommabon for Dusshon §
— Add
Comments

After clicking the “ Save” button, the system will ask if you are sure you wish to reject the
Cost Transfer. If you are, select “Yes”. If not, select “No”.
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Searching the Status Tab

The “Status” tab can be used to search for any Cost Transfer(s) that have not been
completely processed and are pending Completion or Approvals.

To begin, click on the “Status” tab from the home page.

The Fi ial T tion Sy (FiTS) i dules, which includ
» Cost Transfers
Allows ﬂ?|!aﬂll|?ll|$ to move current fiscal year FK[IPIII"" 5 hetween ﬂppaﬂmpntal FOAPS
. Vs
Allows Service departments to bill expenditures to department. S | t th
elect the

Revenue Journal Vouchers “ ”
= Allows departments to move current fiscal year revenue Stat u S tab
= Allows departments to move current fiscal year revenue

FOAPs (TTU and TTUS)

Internal Purchase Funding Transfers (IPFTs) (HSC Only) Vs
o Allows departments to transfer funds from one fund to another for professional services,

cantinuing prefessienal education, and other internal purchases of goods or services.

Contact Information:
« TTU
For policy related questions regarding FITS, please contact Financial Services and Tax at rsuguedu.
For training related questions about FITS, please contact AFISM at afsm 2knowii sou.

+ TTUHSC
For policy related questions regarding FITS, please contact Accounting Services at hscacoftiubac.edu

For training related guestions about FiTs, please contact Finance Systems Management at fsmituhse.edu.

The “Status” tab automatically populates with all Cost Transfers for which you are the
Originator or a TEAM App Financial Manager or Approver.

Users can search for a specific Cost Transfer the following ways:

- By Chart: Use “H” for Health Sciences Center

- By Fund & Orgn: Search by either Fund or Orgn, or both

- By User: Returns results for all Cost Transfers the user is involved in
- By Date Range: Returns results by the date last modified

- By FiTS ID: Enter all or a portion of the ID

Users can search using multiple parameters from the list above. Depending on how many
parameters are used, the search may have to be refined or expanded.
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Search by
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Search by

[ Date Range
Your FITS Bocuments
Search by
FITS ID foct
.| Search by ——

Chart 8 Eot [

After entering in the desired search parameters, click the “Search” button to perform the
search. If you would like to perform a different search, you can select the “ Clear Search”

button to clear the search fields.

(AS TECH UNIVERSITY 5YSTEM

Status
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FiTS M H
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10025050010
Youf FiTS Documents
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T Ritpschivd T £l a0 Townsond Eot Destn
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Click “Search”
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Bt Detate
Eot vty
Edt Dozt
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Depending on how many results are returned, you can move between the pages of results
using the arrow buttons near the bottom of the page. You may select the number of rows
displayed per page by using the radio buttons.

TEST | v5.0114 | Hillian Townsend | Texas Tech University

TEXAS TECH UNIVERSITY 5YSTEM

Chan SweciChan = Fund orgn User L [ Cleat User

cromorror Select Number of
bo2s080 Results to Display

Caisin

Deata Aggroale

In addition to Cost Transfers, FIiTS is used for Interdepartmental Billings (IV), Revenue
Journal Vouchers (RT), and Internal Purchase Funding Transfers (PT). You can limit search
results to only Cost Transfers (CT) by selecting the CT radio button.

TEST | V5.0114 | lilian Townsend | Texas Toch University

\S TECH UNIVERS

Narrow Results by
Document Type (CT)

LAST MOO DATE

i Dastata Approw
Bt Dl Apprew
Bt Dsdat
o Deda
Edt Dastata
Bt Dl
Bt Dsdat
o Deda
Edt Dastata
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The results will be sorted numerically by the FiTS ID. However, the results can be sorted by

any of the columnar fields.

TEXAS TECH UNIVERSITY SYSTEM

FiTS ID Document
Number

Appeovils

Duiete A

The search results will also show the following columns:

The Status of the Cost Transfer

The Originator of the Cost Transfer

The Date of the last modification to the Cost Transfer
The User who last modified the Cost Transfer

The “Status” column of the search results will reflect the current stage in the FiTS process
for a specific Cost Transfer. These stages include:

TTUHSCEP Finance Systems Management

Started: Cost Transfer has been started by the Originator, but not marked
complete. If you are the Originator for a Cost Transfer, you will have the option to
click the “Edit” button to make changes, or the “Delete” button to delete the Cost
Transfer from FiTS.

Completed: Cost Transfer has been marked complete, but not submitted to
Approvals. If you are an Originator for a Cost Transfer, you will have the option to
click the “Edit”, “Delete”, or “ Approvals” buttons. Selecting the “Approvals”
button will send the Cost Transfer into the approval process.

Submitted: Cost Transfer has been submitted for approvals. If you are the
Originator for the Cost Transfer, you will be able to check the progress of the
approvals. If you are a Fund Manager or Approver you will have the option to
approve the Cost Transfer after clicking the “Review” button.
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- Rejected: Cost Transfer has been rejected in FiTS by a Fund Manager, Approver,
or Accountant. If you are an Originator, you will have the option to “ Edit” or
“Delete” the Cost Transfer.

- Errors: Cost Transfer has incurred an error while trying to post. Please contact
Accounting Services at AccountingElp@ttuhsc.edu for assistance.

AS TECH UNIVERSITY SYSTEM

Status
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Cost Transfer
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- v
Edt Dotgte
ot Dosete
E Dasate
Ed Destly
Bt Detate
Eot vty
Edt Doarte

The other 3 columns show the user who originated the Cost Transfer, the date of the last
modification of the Cost Transfer, and the user who made the last modification.

TEST | V5.0014 | Jillian Townsend | Texas Tech University

TEXAS TECH UNIVERSITY 5YSTEM

Cost Transfer
E— . : Originator

Last Modification
Date & User

Your FITS Documents

sc | STATUS

3 Daies
[T] Deleie Approvais

e [T

a el Dsiete

i (] [

. Ea Deiehe

- =] Ceies

- (] Daler
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- Ea Delete
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Searching the History Tab

The “History” tab can be used to search for any Cost Transfer(s) that has been processed
and posted.

To begin, click on the “History” tab from the home page of FiTS.

{AS TECH UNIVERSITY 5YSTEM

Welcome 1o FiTS | Create Cost Transte

Welcome to FiTS N\

i

The Financial T tion System (FiTS) ists of 3 modWes, whi
+ Cost Transfers
Allows departments to move current liscal year expenditures be

Click the
wensiron “ History” tab

. Vs
Allows Service departments to bill ex|

. JVs
Revenue Journal Vouchers
o Allows departments to move current fiscal year revenue between departmental FOAPs (HSC)

o Allows departments to move current fiscal year revenue from clearing accounts to departmental
FOAPs (TTU and TTUS)

Internal Purchase Funding Transters (IPFTs) (HSC Only) Vs
¢ Allows departments to transfer funds from one fund to another for professional services,
continuing professional education, and other internal purchases of goods or services.,

Contact Information:

ated questions

regarding FiTS, please contact Financial

g related g tions about FiTS, please contact AFTSM at af:

« T
For policy related questions regarding FITS, please contact Accounting Services at nscacc@munsc.edu
For training related questions about FiTS, please contact Finance Systems Management at fsm@iuhsc.edu,

The “History” tab does not automatically populate with any Cost Transfers.
User can search for a specific Cost Transfer the following ways:

- By Chart: Use “H” for Health Sciences Center

- By Fund & Orgn: Search by either Fund or Orgn, or both

- By User: Returns results for all Cost Transfers a user is involved in

- By Date Range: Returns results by date last modified

- By Transaction Date: Returns results for Cost Transfers posted by date entered

- By Doc ID: Enter all or a portion of the Banner Document ID that the Cost Transfer
was assigned when it was fully processed and posted.

- By FiTS ID: Enter all or a portion of the ID

Users can search using multiple parameters from the list above. Depending on how many
parameters are used, your search may have to be refined or expanded.
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Search by
Fund & Orgn

Search by
s 4| User

\ Search by

Date Range
Search by
Doc ID
Search by
Chart
Search by

FiTS ID

After entering in the desired search parameters, click the “Search” button to perform the
search. To perform a different search, select the “Clear Search” button to clear the search
fields.

AS TECH UNIVERSITY S5YSTEM

Orgn User Chear User

Date from [ Date to il Trans Date M | Chear Dates

oarch | [ Claar Search | < C"Ck “ CI ear
O R Avre s L e A ST Search” button

DRIGINATOR LAST MODIFIED BY LAST MODIFIED TIME TRANZACTION DATE

Click “Search”
button
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Depending on how many results are returned, you can move between the pages of results
using the arrow buttons near the bottom of the page. You may select the number of rows
displayed per page by using the radio buttons.

5 TECH UNIVERSITY 5YSTEM

History

Chart H = Fund Orgn User . || Erear User

Lt Trom Date 1o Teans Date M || Clost Dates
Do
FTS I

Select Number of
| Results to Display

View

View

Vitw

Back & Forward Arrows

T Lo iow

. e Caims: Vs

¥ ar T

Waads rim Winns iew
Fi

In addition to Cost Transfers, FIiTS is used for Interdepartmental Billings (IV), Revenue
Journal Vouchers (RT), and Internal Purchase Funding Transfers (PT). You can limit search
results to only Cost Transfers (CT) by selecting the CT radio button.

'EXAS TECH UNIVERSITY SYSTEM

St e Narrow Results by
“idennr (05 910,025 0505100 Document Type (CT)
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The results will be sorted numerically by the FiTS ID. However, the results can be sorted by
any of the columnar fields.

The search results will also show the following columns:

- The Banner Document ID assigned when processed

- The Originator of the Cost Transfer

- The User who last modified the Cost Transfer

- The Date of the last modification to the Cost Transfer

- The Date the Cost Transfer was processed and posted

To view the detail of the processed Cost Transfer, click the “View” button.

TEXAS TECH UNIVERSITY SYSTEM

o S S == | FiTS ID Document

Number Click

“View”

Posting
Date

e “| CT Originator ’ Last Modification
Doc ID : ‘ : Date & User
Number

If you have a policy question regarding the Cost Transfer process, please contact
Accounting Services at AccountingElp@ttuhsc.edu.

If you have any training questions about FiTS, please contact Finance Systems
Management at ESMEIp@ttuhsc.edu.
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