Expenditure Transfer Request (ETR) New Overall Process on Web Application — Updated on 12/15/20

Department-Receiving-
Expenses Approver

Requestor's Department
Requestor's Email
Requestor's Phone & Ext.
Optional CC Email Addresses
Reason for Request
Approver's Department
Salect Approver

Requestor Signature
Request Date

Requestor Comment

Click Save, and move on to Transfer Information tab
(Status changes to Draft]

# Option 1 ‘Option 2—;

Fill out Transfer Information tab in
ETR 3 on
»  ACcount [6) *  Account ()
*  Fund|5) *  Fund|(5)
*  Dept(5) *  Dept(5)
*  Program [4) *  Program [4)
s Class (5] s Class|5)
»  Project (8) *  Project (8)
* Line Description (30} * Line Description (30}
* Reference or Aux Org PO Nos. » Reference or Aux Org PO Nos.
{10 [10)
*  AmMOount — two rows is required *  Amount — two rows is requined
to balance the amount to 0 to balance the amount to 0
| | save the file | |
i Upload file into the
click add to add the Transfer infarmation
chartfield row “—
n . tab of ETR application
(Mote: Certain codes [Mote: Certain codes
will prompt other P
: . will prompt other
required fields) required fields)

click on Attach Backups tab. attach any necessany
backup documentation for the ETR Request.

Submit the ETR application
(Stotus changes to Pending Approval)

Receive an ETR application
to approve

Denied

ASFR receives notification for an

Requestor is notified their ETR request has been denied
approved ETR form

(5totus chonges to Denied)

(Status changes to Approved)

Are the chartheld entries and
format correct?

Comect entries according to ASFR's
feedback
(Status changes to Returned to Requestor
for Comection]

Click on ASFR Admin tab. Select
create sV file for the specific
approved request.
(5totus changes to C5V Created)

Upload csv file into CF5
(5totus chonges to Processed by ASFR])




