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New SAP Non-Salary Cost Transfer Tool
Now Available

Overview:

A new tool is available in SAP to help you create and process the non-salary cost
transfers (journal entries) for a federally sponsored project in a more efficient and
accurate manner. This tool replaces the processing of non-salary cost transfers via the
journal entry transaction (the Park Document transaction in SAP), facilitates the creation
of the transfer, and makes entering the required documentation much easier.

In the past, non-salary cost transfers for federally sponsored projects have been done
through a journal entry, which must include specific documentation and be designated
with the Document Type ZJ. In recent federal audits, the excessive number of cost
transfers being processed during and at the end of a federally sponsored project has
demonstrated a lack of both internal controls and a review process. Ideally, expenses
should be charged to the correct sponsored project and the correct G/L account. When
an error does occur regarding the costs on a federally sponsored project, the correction
must be done in a timely manner and provide sufficient documentation with a clear audit
trail back to the initially recorded expense. This new tool provides better support to
creating the non-salary cost transfers with the proper documentation.

The steps outlined in this guide cover how to access and use the new Non-Salary Cost
Transfer (Transaction Code ZF418) tool to locate the original document that contains
the initially recorded expense to be transferred and create a new document to complete
that process.

The benefits of this new process are as follows:

e The original document with line items that need to be transferred can be located
by using the tool to run a report by cost object(s) or for an individual document.

e From the report, the user can easily create a cost transfer journal entry
document and complete all the necessary documentation requirements in one
area.

e Custom fields have been created to quickly complete the documentation that is
required for cost transfers.

e The transaction also allows a user to save their in process work until they are
ready to create a document.

¢ Once the cost transfer document is complete, the document will be routed for
approval in the JV Workflow process as well.
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To Process Non-Salary Cost Transfers

From the SAP Easy Access for User (your Net ID) screen:

Menu Edit Favorites Esxtras  Systern Help

% | Zryis zlaH @G SHE Ohon EE @ m

SAp Easy Access - User menu for KIf CRABTREE BROCK
®| & B 2| v -

[ (] Favorites
= {3 User menu for KIM CRABTREE BROCK
I [J Key'Websites

[ CIHR
P = Financials

[* [J Grant Manager Reporting
[* [J DUHS Reporting

\D (3 University Reporting
= 33 Financial Documents
2 F-65 - Park Document (54)
) ZF 418 - Mon Salary Cost Transfers (2}

) ZF104 - Exzel Jv Upload
@ FKMT - Account Assignment Model
2 FBY2 - Change Parked Document

1. Enter the transaction code ZF418 in the Command field at the top of the screen
or also available via menu path: Financials — Financial Documents — Non-
Salary Cost Transfers (ZJ).

Note: If desired, you may add the transaction code to your
Favorites folder on the SAP BW Easy Access screen, and
just double click on the transaction code to open Non-Salary
Cost Transfer tool. To add the transaction to your Favorites
folder, either click and drag the transaction from the menu
path to your Favorites folder or follow the menu path:
Favorites - Insert transaction; enter ZF418 in the field,
and click the Continue button.

2. Click on the Enter button to move to the Non-Salary Cost Transfers screen.

Original: 09/22/2008 Revised: 11/14/2008 11:54 AM Page 2 of 29



Non-Salary Cost Transfers (cont.)

On the Non-Salary Cost Transfers screen:

1B Ce@ BHE DDOo0 BAE @m

Non-Salary Cost Transfers

O @&
Main Selections
§ Org Unit Selection E’r‘ &
(o) Cost Object Selection to o
< Fund Groug o
Fund Class 5
— Fiscal Year 2009 to =
/ Posting Period to =
Additional Selections
ﬁ Cost Element Group
Cost Elernent to 5
<: Company Code ae1a to =
Document Mumber to o
Display Options
ALY Layout {DUKE
3. Enter a value(s) in one of the two fields as outlined below:

e Enter the desired top or lower level BFR code (10 digits) in the first Org
Unit Selection field to select all documents associated with that BFR code.

OR
e Enter one or more Cost Objects (WBS Elements / Cost Centers) in the (or)
Cost Object Selection field (use EI Multiple Selection button if needed).

4. If a BFR code was entered above, an entry in one of the following fields is
required:

e Use the Fund Category field to narrow the report to certain categories of

Cost Objects if needed (use Drop down and choose value from list — for
federally funded sponsored projects, select R — Current Restricted Funds).

e Use the Fund Class field to narrow the report to certain classifications of

Cost Objects if needed (use Drop down and choose value from list — for
WBS Elements, select values beginning with R).

5. Enter the Fiscal Year associated with the document(s) where costs need to be
transferred (use the range fields or multiple selection if needed).

6. Enter the Posting Period associated with the document(s) where costs need to
be transferred (use the range fields or multiple selection if needed).
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Non-Salary Cost Transfers (cont.)

7. Optional: To further restrict the report to documents containing certain six-digit
G/L account(s), enter a value in either the Cost Element fields (single value or
range) or the Cost Element Group field.

The recommended value for the Cost Element Group is:
e SPQUESTGL — A group containing cost elements (G/L Accounts) that are
normally considered “questionable” or unallowable on a sponsored project.
8. Optional: To further restrict the report to a specific document, enter the following
required fields to locate that specific document:
e The Company Code for the document.

e The SAP Document Number for the document (use the range fields or the
E Multiple Selection button if more than one document number is needed).

e The Fiscal Year (see step 6 above) for the document.

9. Optional: Leave the standard default value of /DUKE or enter your own
customized layout of the report if you have created one.

Note: Once in the report, to create your own layout, please refer to
the steps for Layouts in the Advanced Reporting Guide,
which can be found and viewed or downloaded at:
http://www.r3.duke.edu/stepbystep/index.html#AdvReporting
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Non-Salary Cost Transfers (cont.)

On ther

esulting Select Transfer Items to Process report screen:

2 0@ ea@ SHE OO0 BR @m
Select Transfer ltems to Process
First columns displayed in the standard layout.
}‘ {BHeader ||||§$Eost[lb|ect |[§$GJL |E5pht || 2 Complete Document & II@I 2 | H FIE Ilﬁml\
11 Buoc.. opoco  [MDocko oY..| .| 0l |ocost Object [N Costobject |0 GIL Ace Amount in LC| Text Orig Reference
| ||0-=l 100000748 2009 1| 2[3030149 645000 366,77 |CAT JTF780-2.07Y 1.UOM EACLELAND'S.. 34987714 |[«]
| |oo70/ 100002183 2009 1| 2|3030149 645000 115.00 [CAT B0057-150.QTY 1.UOM EA.P-NITROP... 35034009 |[+]
f\_|umu 100002524 2009 1| 2|3030149 645000 5172 |CAT DKPL3516.GTY 1.UOM CAPLATE 6. [35045475 || |
| |0o70/ 100002525 2009 1| 2|3030149 645000 12.38 |CAT BD309604.QTY 1.UOM PK.SYRINGE ... 35045382
| |oo70/ 100002587 2009 1| 1/3030146 751000 175.00 |Lab Senice, Behera, 8307 V011677
| |0o70/ 100002608 2009 1| 1/3030146 751000 1,400.00 |Lab Senvice, Walmer, 1210/07-218/08 V011677
| |0o70/ 100003735 2009 1| 2|3030149 645000 3115 |CAT BI000-204.0TY 1.UOM PKWWR BEA... |35078511
| |0o70/ 100003735 2009 1| 3[3030149 645000 36,62 |CAT BI000-206.0TY 1.UOM PKWWR BEA... |35078511
10 < | |0o70/ 100003735 2009 1| 4|3030149 645000 32.09 |CAT 16651-187.QTY 1.UOM PKWWR BOT... |35078511
| |oo70/ 100003737 2009 1| 2|3030149 645000 34 43 |CAT 37001-150.QTY 1.UOM PKMWWR TIP .. [35076510
| |oo70/ 100003737 2009 1| 3[3030149 645000 9.32 |CAT 58948-171.GTY 2.UOM EA VAR STIR... 35078510
| |oo70/ 100003737 2009 1| 4|3030149 645000 2618 |CAT BOHO2B0-500G.GTY 1.UOM EA.BDH ... |35076510
| |oo70/ 100003737 2009 1| 5|3030149 645000 9353 |CAT 82003-820.QTY 1.UOM CAMWR 'WIP... [35076510
| |0o70/ 100004087 2009 1| 2|3030149 645000 31.30 |CAT TCPO773-005G.GTY 1.U0OM EA.L-0-P..[35075430
\_ |0070/100004140 2009 1| 2[3030146 661400 16.50-|07 2008, 100151568, Code 03,10 1511034 |J¥011677
||bo10/ 100004153 2009 1| 2[3030146 646000 9.69|01 2007, 100003633, Code 3,t0 3914263 | VD167 |[7]
[«[v] I [[«][v]
Select Transfer items to Process . .
Last columns displayed in the standard layout. |
dBHeader ‘\‘%Eﬂstﬂh\ect |[§$E!L|E5phl || [lLnitm ||Enmp|eteDncumentB‘\ T = || El?lﬂﬂl |$\@||E|E| \:|||Q|B||3B|ﬁ\ﬁ||
11 | Crig Reference Crig Doc.Header Text |PO Line ltem Description Err Dige Err Co... Err Ca...| Locati..|Untim... \UT Co...|Correc..|Saved | Compl.|User Name
34087714 REQ 36777756 [«]
f| 35034009 REQ 37526742 [~]
| |z5045475 REQ 37551796 ]
| |z50453a2 REQ 37561577
|| vor1877 Senvices Payment
| [ va11677 Senices Payment
10 < | |z5076511 REQ 37582782 |
| | =s078511 REQ 37582782
| |z5076511 REQ 37562783
| |z5076510 REQ 37562782
| | zs076510 REQ 37562782
\_ [35076510 REQ 37562782
| |z5076510 REQ 37562782
Note: The examples shown above are based on the standard

/DUKE layout for this report. The columns outlined on the
next page will vary if you have chosen your own customized
layout. In addition, depending on the size of your window,
the column headings may be abbreviated.

10. As a Cost Transfer is entered via this tool, note the following about the
highlighted color for line items:

Lines that have not been transferred are displayed in gray.
Lines previously transferred via this tool are highlighted in bright blue.

Lines that are in the process of being transferred (where action has been
taken to move the amount while currently in the tool) are highlighted in green.

Lines that have been posted are highlighted in yellow.
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Non-Salary Cost Transfers (cont.)

11. Use the horizontal scroll bar to review all the columns of data for each line of
the document(s) chosen, as follows (see previous page for screen examples):

e Originating Company Code = four digit company code where the document
was originated (i.e., posted) for the line.

e Originating Document Number = the original SAP document number for the
line.

e New Document Number =the new SAP document number which is inserted
in this column after the line item is transferred in a completed document via
this tool (use the link in this field to display the parked document).

e Originating Fiscal Year = fiscal year for the original document for the line.

e Originating Posting Period = fiscal period for the original document for the
line.

e Originating Line Item = posting line item number for the line in the original
document.

e Originating Cost Object = cost object (WBS Element, Cost Center, etc.)
charged on the original document for that line item.

e New Cost Object = cost object (WBS Element, Cost Center, etc.) entered on
the new Cost Transfer document for that line (blank if not yet corrected).

e Originating GL Account = six digit General Ledger Account charged on the
original document for that line (identifies the type of expense).

e Amount in LC = the dollar amount (in local currency) charged on the original
document for that line (positive = debit; negative = credit).

e Text = text entered on the original document for that line to provide a brief
description and display in the Name column on the line item reports.

e Originating Reference = reference number on the original document for that
line (serves as a point of reference for that line such as the Assigned JV
Number, Vendor’s Invoice number, etc.).

e Originating Document Header Text = text entered in the Document Header
field on the original document and pertains to the entire document, not just
the line.

e PO Line Item Description = description of the line item from the Purchase
Order, if the original document is a referencing Invoice (versus a journal
entry).

Column descriptions continued on next page.
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Non-Salary Cost Transfers (cont.)

e Error Discovery = a code that is entered when processing the Cost Transfer
to identify how the error was discovered (see column’s drop-down list in the
tool).

e Error Code = a code that is entered when processing the Cost Transfer to
identify the type of error (see column’s drop-down list in the tool).

e Error Cause = a code that is entered when processing the Cost Transfer to
identify the cause of the error (see column drop-down list in the tool).

e Location = a code that is entered when processing the Cost Transfer to
indicate where the supporting documentation is located (see column drop-
down list in the tool).

e Untimely = a calculation of the number of months if a Cost Transfer is done
on the line item (a blank field means the item is being corrected in a timely
manner).

e Untimely Code = a code that is entered when processing the Cost Transfer if
the Cost Transfer is not done in a timely manner (displays in red if needed).

e Corrected = contains an “X” mark to indicate that the line item has been
corrected via one of the Non-Salary Cost Transfer options (a blank field
means the item has not been corrected yet)

e Saved = contains an “X” mark to indicate that the Non-Salary Cost Transfer to
correct this line item been saved, but not yet completed (a blank field means
the item has not been saved yet).

e Completed = contains one of the following:
1) Blank field = the transfer is open and has not been completed;

2) C =the new Non-Salary Cost Transfer document for this line item has
been completed and is in the JV Workflow process

3) P =the new document for the Non-Salary Cost Transfer has posted.

e User Name = if applicable, contains the SAP User ID for the person who
currently has the line locked, which prevents you from entering a Cost
Transfer for this line.
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Non-Salary Cost Transfers (cont.)

To select line items for the Non-Salary Cost Transfer from this report:

3l e DHE Do BRI @

Select Transfer ltems to Process

—> B Headsr |\|[§$Cusl0biecl ||§$G/L ||jSpIil || [BILnitm ||@CUmpIeleDDcumenl E|| o & |||& |'§ |[‘ﬁ']| |$|E ||E|E | E ‘l Q|E |Eﬂ@|ﬁ\@||
f|\ QCoCd |ODocko HDocko Originating Fiscal Year Crrig. Period Oltern | OCost Ohject |M Cost Object |0 GIL Acc Amount in LG | Text
| \DD1D 100000748 2009 1 213030149 B45000 366.TT |CAT.
|_\ 0010 100002193 2009 1 213030149 B45000 115.00 |CAT!
|_\ 0010 100002524 2009 1 213030149 B45000 61.72 |CATI
|_\ 0010 100002525 2009 1 23030149 6545000 12.38 |CAT|
|_\ 0010 100002597 2009 1 113030146 791000 175.00 |Lab £
< |_\ 0010 100002606 2009 1 113030146 791000 1,400.00 |Lab £
|7\ o010 100003735 2009 1 213030149 B45000 315 |CAT
|_\ 0010 100003735 2009 1 313030149 B45000 36.62 |CAT!
|_\ 0010 100003735 2009 1 413030149 B45000 32.89 |CAT -
TTio010 100003737 2009 1 23030149 6545000 34.43 |CAT:
| ||0010  |100003737 2009 1 313030149 545000 9.32 |CAT:
 |loo1o [100003737 2009 1 413030149 645000 26,18 |CAT|
D]l | 1L

1. To select a line item or many line items to be transferred in the Non-Salary

Cost Transfer new document, choose one of the following options:

e For one line item, simply click in the gray box beside the desired line item to
select and highlight the row in gold.

e For multiple line items, click on the Ctrl key while also clicking on the gray
box beside each line item to select and highlight the desired rows in gold.

e For a block of line items, click on the Shift key while also clicking on the
gray boxes for the beginning and ending lines of the block to select and
highlight a block of lines in gold.

e To choose all the line items, click on the [=2] Select All button to select and
highlight all rows in gold (useful if the report is for one cost object and the
entire selection is to be transferred).

e All lines selected will be highlighted in gold and remain highlighted to indicate
that those lines are still selected.

2. Once the line items are selected, choose a button to help you create the Non-

salary Cost Transfer as described in the next pages of this guide.
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Non-Salary Cost Transfers (cont.)

To enter the Header information for the entire Non-Salary Cost
Transfer document:

1. Select the line or lines that are being transferred per steps previously outlined
(lines previously selected and shown in gold don’t need to be selected again).

V] B C@@ICEEB 5008 EE @

Select Transfer ltems to Process

\@Headet EfpCost Object |EfpG L | ESplt ||| [BLnltm ||| Complete Document 1 ||| T & ||| E8||| & | F | 6 Flo| =@ || 2 |E
QCacd (ODockMo MDocMo OFiscal ¥r| OPeriod Qltern|OCost Ohject |N Cost Object | O GIL Ace Amount in LC|Text
a0 100000748 2009 1 2|30301449 645000 366.7T |CATJT
o010 100002193 2009 1 2130301449 645000 115.00 | CAT 8(
a0 100002524 2009 1 2|30301449 645000 51.72 [CAT DI
. dBHeader
2. Click on the Enter Header Info button.
Enter Header Information for Selected Lines
/
Document Date: [ﬁ'
Fosting Date: 104132008
3 KL =
Fosting Feriod:
Dacument Reference:
\— Header Text:
4
3. In the resulting Enter Header Information for Selected Lines box, enter values in

the fields as outlined below:

e Document Date: enter today’s date in the Document date field (use the ©
Drop-down button to select if desired).

e Posting Date: leave the default OR ensure the date in the Posting date
field falls within the fiscal period in which you are trying to post (only change
if posting to a prior period during fiscal period or year end closings).

Note: The Posting Date defaults and determines the fiscal period
in which the Cost Transfer document posts per Duke’s Fiscal
Calendar. The Posting Period field defaults per the Posting
date, so the Posting Date overrides anything manually
entered in the Posting Period field).
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Non-Salary Cost Transfers (cont.)

e Posting Period: this field is only required for Periods 13 and 14 at fiscal year
end; otherwise if left blank, then the posting period will default based on the
Posting Date entered.

Note: The Posting Period field defaults per the date entered in the
Posting Date field. The Posting Date field overrides anything
manually entered in the Posting Period field.

e Document Reference: enter the Assigned JV (journal voucher) number
assigned by Accounting Services in this field (must be entered in the eight
digit format JVMMxxxx, where MM=fiscal month, xxxx=assigned
number).

e Header Text: enter generic text that pertains to all lines selected for the Cost
Transfer (free text field to describe the transfer).

4. Once the fields are entered, click on the OK, Continue, Choose button to
validate and save the updated fields and return to the report.

5. Review the values that are now displayed in the corresponding columns on the
report.
Note: If the documentation has been entered per the above steps,

but the transfer information from previous pages has not
been entered, the row will not be highlighted in green. As a
reminder, the green highlight for the row indicates that the
item has been transferred or corrected.

____________________________________________________________________________________________________________________________________|]
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Non-Salary Cost Transfers (cont.)

To move the entire amount of the line item to another Cost Object:

1. Select the line or lines that are being transferred per steps previously outlined
(lines previously selected and shown in gold don’t need to be selected again).

] A HICE@Q  CEE DTL8 BHE @ b

Select Transfer ltems to Process

2

dBHeader [1|BfpCost Object ||§$G.-"L Espit ||| BlLnltm ||E0mplete Document &1 ||| & ||||& |I§ |[‘ﬁ']| |$|E ||E|E| |E ||| 0 |(]§
QCacd (ODocko MDocMo OFiscal ¥r| OPeriod Qltermn|OCost Ohject [N Cost Object | O GIL Ace Amount in LC|Text
0010 100000748 2009 1 2(3030148 645000 366.7T |CATJT
0010 100002193 2009 1 2(3030148 645000 115.00 |CAT 80
0010 100002524 2009 1 2(3030148 645000 51.72 |CAT DI

2. Click on the Move to Cost Object button.

Enter Cost Object

Company Code: | E‘I
WBS
Caost Center:

f

Frofit Center:

S vl x

3. In the resulting Enter Cost Object box, input the following:
e Enter a four digit value in the Company Code field.

e Enter the Cost Object (where the amount is to be moved) in the appropriate
field (WBS for projects, Cost Center, Fund, or Profit Center).

Note: The Fund field displays only if the transfer is for a line that
contains a Balance Sheet G/L Account (1XXXXX Or 2XXXXX).

e Click on the OK, Continue, Choose button to validate and save the
updated fields and return to the report.

4, Review the “X” mark that now appears in the Corrected column to indicate that
you have made a change to this line item.
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Non-Salary Cost Transfers (cont.)

To move the entire amount of the line item to another G/L Account:

1. Select the line or lines that are being transferred per steps previously outlined
(lines previously selected and shown in gold don’t need to be selected again).

& A eE@ SHE Do n EE @M
Select Transfer ltems to Process
2 ~—

JE:Header |||%Cost0biect@ﬁﬂ Espit ||| BlLnltm ||E0mpleteDocument E|||'ﬂI E||||&|?|[‘|ﬂ| |$|E||E|E| |E |||a|ﬂ§
|| QCacd (ODocko MDocMo OFiscal ¥r| OPeriod Qltermn|OCost Ohject [N Cost Object | O GIL Ace Amount in LC|Text
|_| a0 100000748 2009 1 2|30301449 645000 366.7T |CATJT
|_| o010 100002193 2009 1 2130301449 645000 115.00 | CAT 8(
|_| a0 100002524 2009 1 2|30301449 645000 51.72 [CAT DI

2. Click on the EpeL Move to G/L button.
Enter Gil
A - (=)
]
3. In the resulting Enter G/L box, input the six-digit G/L account (where the amount

is to be moved) in the G/L field.

4, Click on the OK, Continue, Choose button to validate and save the updated
fields and return to the report.

5. Review the “X” mark that now appears in the Corrected column to indicate that
you have made a change to this line item.

Original: 09/22/2008 Revised: 11/14/2008 11:54 AM

Page 12 of 29



Non-Salary Cost Transfers (cont.)

To move a partial amount of the line item to other Cost Object(s):

1.

Select the line or lines that are being transferred per steps previously outlined
(lines previously selected and shown in gold don’t need to be selected again).

Select Transfer ltems to Process

2.

dBHeader || |EPCost Object | (PG | [ Spit ||| BlLnitm ||| Complete Document 21 ||| T 21| 8 ||| & | F | H TFa| =2z |2 | &
QCaocd MDocMo OFiscal ¥r| OPeriod Qltermn|OCost Ohject [N Cost Object | O GIL Ace Amount in LC|Text
0010 100000748 2009 1 2(3030148 645000 366.7T |CAT JT

0010 100002193 2004 1 23030149 645000 115.00 |CAT S
0010 (100002524 2004 1 23030149 645000 51.72 |CATD

Split
Click on the Split Transfer button.

Enter Cost Allocation for Selected Line
115,00 af  115.00 is currently allacated
Armount WHS Element Cost Center  |Profit Center Me... E
15.00 (3030140 [a1a -
a[» <[»
oo a8
3 X

In the resulting Enter Cost Allocation for Selected Line box, change the following
as desired:

e Change the Cost Object (either WBS Element, Cost Center, Profit Center, or
Fund — example: change the 3030149 WBS Element to 3030140)
AND

e Change the amount (if splitting the amount, enter the partial amount on the
cost object changed per this step — example change $115.00 to $15.00).

Click on the OK, Continue, Choose button to update the screen and
generate the balancing line (see screen example on next page).
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Non-Salary Cost Transfers (cont.)

h15.DD af  115.00 is currently allocated
Armount WEBS Element Cost Center  |Profit Center MNe.. I':
15.80 (3030140 [ae1e -
o 100.00 3030149 [ae1e il
5 >
4| Ak
048
ARk
5. Review the updated the screen which displays a second entry for the original

WBS Element with the balancing amount (example: a $100.00 entry to the WBS
Element 3030149 so that the two entries balance to the original $115.00 charge).

Enter Cost Allocation for Selected Line

115. 80 of 115.00 is currently allocated
Armaunt WHS Elament Cost Center  |Profit Center Me... E
15.00 (3030140 EleN Rt -

6 TEB.DB 3030146 oo1e
50,00 (3030149 [E1e

7 4|k 4|k
b | ||
8
v X
6. To further split the entry (see example above):

e Change the cost object and amount for the second line item now displayed.
e Click on the OK, Continue, Choose button.

e Note that the system will continue to add a new line item with the balancing
amount to the original WBS Element, if the entry is not already balanced.
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Non-Salary Cost Transfers (cont.)

7. As needed, use the buttons to move and down the pages of the screen

( First page, Previous Page, E Next Page, and Last Page).

8. When all the lines for the split transfer have been entered, click on the Save
button to update and return to the report.

Systern  Help

ald @ @aE@ 8EE aTOaa BRI @M

Select Transfer Items to Process

9 .

[EHeader ||B$Cost Object TG
8 @u@a|s) A

||Lnltm |||CompleteDocument ElllﬂI E|I|- = ||H| |$|E IP=E |E

| PO Line ltern Description Err Disc|Err Co... Errcfmwtim._ UT Co...|Caorrec..|Saved |[Compl..|User MName
H
=
[l Ia
9. Review the “X” mark that now appears in the Corrected column to indicate that
you have made a change to this line item.

System  Help
& laE @@ EHE Do BE @m
Select Transfer ftems to Process
10 \
||BHeader ||||§$Eost0biect Biemtaay [ St ||| [BLritm ||E0mplete Document El || o \||E |I§ ||H| |$|E |||E|E| | El |
S EREEIERNG
|| QCocd |ODocMo MDocHo OFiscal ¥r| OPeriod @osl Ohject [N Cost Object |0 GIL Acc Amountin LT
~ |on1o [100000748 2008 1 2 BM 645000 36677 |0
0010 100002193 2009 1 2(3030144 @ 645000 115.00 |4
0010 (100002524 2009 1 2(30301449 645000 51.72 |(
| |DD1D 100002525 2009 1 2(30301449 645000 1238 a2
| nntn A0N0N25497 2Nn4 1 1 L3N3N1 46 TA1000 17A 00 1 E
[ ] | el

10. Note the List icon that now displays in the New Cost Object column.
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Non-Salary Cost Transfers (cont.)

To enter the required documentation for each line item transferred:

Note: For each Non-Salary Cost Transfer line item, the proper
documentation must be completed. These steps help you to
enter that documentation in a standard format.

1. Select the line or lines that are being transferred per steps previously outlined
(lines previously selected and shown in gold don’t need to be selected again).

V] B e@@ SEE DD O8 EE @

Select Transfer ltems to Process

2 =

dBHeader || |BpCost Object |BEGAL | ESpht ||| ElLnitm ||| Complete Document 21 || T &1 S8 || & |F | H Flal = =l 2|
QCacd (ODocko MDocMo OFiscal ¥r| OPeriod Qltermn|OCost Ohject [N Cost Object | O GIL Ace Amount in LC|Text

0010 100000748 2009 1 2(3030148 645000 366.7T |CAT JT

0010 100002193 2009 1 2(3030148 645000 115.00 |CAT 8

nndn ANOONTIETS annn El 2lanan4 40 =¥ =atalal g4 72 ety

2. Click on the Enter Line Item Info button (see example on next page).

Enter Line ltem (Error Code) Information for Selected Lines
/"
Error Discovery: [:P
3 _< Reason for Correction: The Untimely Code field
Howy Error Qccurred: displays ONLY if the
Location of Supporting Documentation: transfer iS not done in a
_ EEEOE: < timely manner. A value
p % must be entered in this
= v (X field if it is displayed.
3. In the resulting Enter Line Item (Error Code) Information for Selected Lines box,
enter the numerical values directly in the field if known, OR click in the field and
[ .
use the © Drop-down button to choose a value from a list, as follows:

e Error Discovery: — to indicate how the error was discovered.

e Reason for Correction: — to indicate the reason the line item needs to be
corrected or transferred.

e How Error Occurred: - to indicate how the error occurred initially.

Note: As an alternative to using a separate screen, if preferred,
enter the values right into the columns on the report for

that line item. Use the IFF Drop-down buttons in each field

as needed. Otherwise, use the steps outlined below to enter

the values on a separate screen.
____________________________________________________________________________________________________________________________________|]
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Non-Salary Cost Transfers (cont.)

e Location of Supporting Documentation: - to indicate where the supporting
documentation is located for this Cost Tranfer.

e (As Required) Untimely Code: - this field must be completed if displayed
and will display ONLY if the Cost Transfer was not done in a timely
manner (not done within 3 fiscal periods from the fiscal period when the
original entry was posted — see note below).

Note: Important: An Untimely Calculation is automatically done
when the report is generated and computes what the
number of months between the line item transfer and the
original document would be if the transfer is performed in the
current posting period. The calculation is computed for the
number of fiscal periods between the current fiscal period
and the posting period of the original line item. If a line item
is selected and a transfer processed, additional
documentation will be required for all transfers greater than 3
accounting periods.

4. Click on the OK, Continue, Choose button to validate and save the updated
fields and return to the report.

5. Review the values that are now displayed in the corresponding columns on the
report for the documentation.

Note: If the documentation has been entered per the above steps,
but the transfer information from previous pages has not
been entered, the row will not be highlighted in green. As a
reminder, the green highlight for the row indicates that the
item has been transferred or corrected.
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Non-Salary Cost Transfers (cont.)

To save a Cost Transfer at any point in time as a work in process:

Note: At any point in time, you may save the information already
entered for the Cost Transfer that is in process and not yet
completed. This action will highlight the saved items in
green and update the report with an “X” mark in the
Saved column and you may exit the report in SAP
without loosing the data already entered. When you
execute the report again for the same criteria

] il@@&l@[ﬂ][ﬁlﬁj@ﬁ@l@l@

Select Transfer s to Process

/

/ ||@Header ||||§$Eost0biect ||§$G.-"L ||§Split || EElLnltm ||E0mplete Document El ||| &z ||||& |I§ |[‘ﬁ|] |

NERIEREE

S ERERERIE]

OCocd (ODocMo NDocMo

OFiscal vr

OPeriod

Oltern

QCost Ohject

M Cost Object

O GIL Acc

Amaunt in Lt

0010 |ep 100000748

2009

3030149

645000

366.77

o010 100002193

2004

3030144

B

645000

115.00

o010 (100002524

2004

3030144

645000

51.73

0010 (100002525

[ || [ [

2004

1
1
1
1
1

= k| k3R R

3030144

645000

1239

noin_ Mnonn2a47

N4

AN3N1 4K

Ta10nn

1740

[l

|[«]

1. To save the data already entered, click on the Save button on the toolbar at

the top of the screen.

Select Transfer Items to Process

||@Header |||%Costﬂbiect |@GHL ||§Split |||Ln|tm |||E0mplete Document & ||| = ||||& |? |[H_'|| |$|E |I|E|E| |
D@aEal=Ez][H]

[E|PO Line lem Descrmrom Ex Dise |Err Co,. [Er Ca.. [ Locati. [untim... |UT Co...|Correc. |Saved  [Compl..[User Mame

[ | N

|:| Tl

[

[

1
[«][»]] [

2. Review the “X” mark that now appears in the Saved column to indicate that you

have saved the changes for all the line items transferred so far on this report.

3. If needed, exit the report and/or SAP without losing the data already entered.

4, When you are ready to work on the Cost Transfer again, re-execute the report to

finish at a later point in time and note that all saved data for the transfer will be
displayed (including any data transferred by other users, if applicable).

Revised: 11/14/2008 11:54 AM
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Non-Salary Cost Transfers (cont.)

To delete any data previously entered or saved:

Note: IMPORTANT: Use caution when performing this
function.

This function applies to lines where corrections have
been entered or saved (this function does NOT apply to
lines that have been previously corrected in a completed
and / or posted Cost Transfer document)

This function allows for two types of data deletions for
work that has been entered or saved:

e To clear a session which deletes only what has been
entered and not yet saved.

e To start over with the Cost Transfer and delete all
data that has been entered and saved, even if done by
other users.

1. Select the line item or line items to be “deleted” per steps previously outlined
(lines previously selected and shown in gold don’t need to be selected again).

] 2l EeEa SEE DO ER @M

Select Transfer [tems to Process

2 \
|@Header |||[§@I:Dst0biect |[§@G£L Espi |||Lnltm |||C0mplete Don::l.m_ﬂ'ﬂ> I & || [hﬂ- “EE |@
|| OCoCd |0Docho MDocho OFiscal ¥r|  OPeriod Qltern|OCostt  Clear Session 3L Acc

| |oo10 100000748 2009 1 2|303014  gtant over 5000

0010 100002133 2000 1 2/3030149 L u+5000
| |oo10 100002524 2000 1 2(3030149 645000
| |oo10 1000025325 2009 1 (3030148 545000

. e . .
2. Click on the Clear Lines button and choose one of the two options as
outlined below:

e Clear Session - to remove all data entered and not yet saved for the selected
line item(s).

e Start Over — to remove all data, including any saved data (your data and
other user’s data) for the selected line item(s).

3. Review the results once the function has been performed and note that all the
fields have been cleared, including the “X” marks in the various columns.

____________________________________________________________________________________________________________________________________|]
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Non-Salary Cost Transfers (cont.)

To display the details for a selected line item:

1.

Select the line or lines that are being transferred per steps previously outlined
(lines previously selected and shown in gold don’t need to be selected again).

Select Transfer [tems to Process

BHeader || Bprost Object |BpeL | Espit ||| BLoim ||:.:||E. RN

|| OCoCd |[ODocMNo MDocMNo OFiscal ¥r| OPeriod Oltem |0 Cost Ohject |N Cost Object |0 GIL Acc
E0010  |100000748 2009 1 2|3030144 645000
oofo 100002183 2009 1 2|3030144 [ 645000

Click on the Details button.

Details
Group description Cell Content
Qriginating Company Code o010
f Qriginating Docutment Mumber 100000748
Qriginating Posting Date O7r0ziz00a
Qriginating Document Date a7iotiz200a
Criginating Fiscal Year 20049

Criginating Cost Ohject Kame

ZR0M-Al0555858-05-A1

Criginating Fosting Period

1

Orignating GL Short Text LABORATORY & RESEA...
3 < Qriginating Line Hem 2

Qriginating Cost Ohject 30301449

Qriginating GiL Account 645000

Amaount in LC 3BE.TT

Text CATJTFTE0-2.0Ty 1 .U

VB
Criginating Reference 34987714
\ Qriginating Docurment Header Text REQ 36777 THE6

4 Dacument Type Ayl

Currency LISD

S

5 b—a « « v [H

In the resulting Details box, review all the fields of information for the originating
document and the cost transfer data, if applicable, for the selected item (use the
scroll bar to view all fields).

If more than one item was selected, use the E Previous Entry and E Next
Entry buttons to navigate through the items selected (these buttons only display
if multiple line items were selected).

Click on the Close button to return to the report.
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Non-Salary Cost Transfers (cont.)

To enter additional information for Untimely Transfers (required) or
for timely entries if desired (optional):

Note: When the Non-Salary Cost Transfer report is run, the tool
computes the number of periods that have passed between
the posting period of the original document and the posting
period for the transfer line item(s), if the transfer of the line
item(s) is performed in the current posting period. In other
words, the calculation computes the number of fiscal periods
between the current fiscal period and the original posting
period of the line item(s). If aline item is selected and a
cost transfer is processed via this report/ tool, then
additional documentation is required for all transfers
greater than 3 accounting periods.

This feature may also be used just to add
documentation for any line items transferred on a timely
basis as well.

1. Select the line item or line items that need the Untimely documentation or the
timely line items where documentation is desired (use the steps for selecting line
items previously outlined in the guide if needed).

elect Transfer [tems to Process
[»Ensll]h\e:l |[§$EKL ||jSpI|l ‘ Ln\tm |<!3Headal ‘ |@Enmp\ete Docurnent I ‘&l?lﬂﬂl |$ B| E El i ‘ |Q | e} @ g Ilﬁf
Amount in LC| Text Orig Reference Crig Docurment Header Text Err Disc | Err Co..|Err Ca...| Locati..|Untim... [UT Co...| Col
\ 1,000.00 |ZF106 Org Unit Test1. NGETRER Zf106 tast 1 a7
\ 2,000.00 |ZF106 Org Unit Test 1. NGETRRR Zf106 tast 1 a7 %
B 3,000.00 |ZF106 Org Unit Test1. NGETRER Zf106 tast1 a7 %
B 4,000.00 |ZF106 Org Unit Test1. V081111 Zf106 test 1 a7
N 5,000.00 |ZF106 Org Unit Test 1. NGERRRR Zf106 test 1 Fid %
| 100,00 |ZF106 Org Unit Test 1 VOST111 2106 tast 1 a7
| 20000 |ZF106 Org Unit Test 1 NERREE] 7106 test 1 77
\ 300,00 |ZF106 Org Unit Test 1 VOGT111 Zf106 test 1 1 E] 3 T[27 [iE] X
2and 3 \ 400,00 |ZF106 Org Unit Test 1 V0G1111 7106 test 1 a7
0| ZF106 Org Unit Test 1. VD911 Zf106 test 1 7 X
B 10.00 [ZF100 OToomshestdan V091111 2106 test 1 i
| 2000 |ZF106 Qrg Unit Test 1. Zf1 06 test 1 a7 %
B 30.00 |ZF106 Org Unit Test 1. 1091111 ZT 05 1T T —— 27
\ 40.00 |ZF106 Org Unit Test 1. V081111 Zf106 test1 —— a7
N 5000 |ZF106 Org Unit Test 1. V081111 Zf106 test 1 paan S %
I 0000 1Soons Poms Revenie Accriigl 34 051781 V151781 19
2. Ensure that a value has been entered in the Untimely Code column to indicate

the reason that the Cost Transfer is being done after more than 3 accounting
periods have passed (see steps for entering codes covered earlier in the Guide).

____________________________________________________________________________________________________________________________________|]
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Non-Salary Cost Transfers (cont.)

3. Double click into the Untimely Code field for the line item to access a free text
window (see next page) for entering the required additional documentation.

Note: If any line item has been transferred, i.e., corrected, the
Untimely Code field highlights in red if the Cost Transfer
for the line item is being done after 3 accounting periods
have passed AND the appropriate documentation is not
entered and present.

T4y "

Table Edit

Litilities Help

I

00100 1932009002
5

ol el ) il i

Enter wyour explanation here.

Goto Systern

s

* LiZ Co24 Ln1-Ln2of2lines

4, In the resulting free text window, enter a detailed untimely justification for why the
Cost Transfer is being done after 3 accounting periods have passed.

Note: Text must be entered for each individual line item in the Cost
Transfer. Use the Ctrl + C (Copy) and Ctrl + V (Paste)
functions to copy and paste the text for each line item if
desired.

5. When done, click on the Save button to save the text and exit the window.

____________________________________________________________________________________________________________________________________|]
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Non-Salary Cost Transfers (cont.)

To understand the general steps for completing the Non-Salary Cost
Transfer document:

1. Note the following about completing the document:

The act of completing the document per the steps below will generate
the Non-Salary Cost Transfer document (basically a journal entry /
journal voucher document).

SAP automatically processes all the green highlighted items (indicating a
transfer has been entered) as part of the Cost Transfer document.

The Cost Transfer document will contain the debits and credits to correct or
transfer the items that were selected.

The Cost Transfer document could have error or warning messages just like
any journal entry and routes through the JV Workflow process as well.

Refer to the Journal Entry Guide for more details on the JV Workflow process,
attaching files (Word, Excel, etc.) to the journal entry, and completing
documents if needed

Select Transfer ltems to Process

‘\
dBHeader || |EfpCost Object |BGAL | B soit ||| BlLnim Complete Document @ ||| T 2| €0 & |'F | [H Flal =@
OCocd |ODocMo MDOocko OFiscalr| 0O  CheckLline ltems M Cost Object |0 GIL Ace Armoy
0010 =] 100000745 2004 Breviow Iy £45000
Ly (0010 1000032193 2009 Cormplete Document E G45000
< 0010 (100002524 2009 . rem—— 45000
0010 (100002525 2009 1 23030148 G45000
\0010 100002597 2009 1 13030146 Ta1000
0010 100002606 2009 1 1 3030146 3030140 781000 1
0010 (100003735 2009 1 23030148 G45000
2. Note that the line items do NOT need to be selected, since SAP automatically

pro

cesses all line items highlighted in green as part of the Cost Transfer

document (the green highlighted lines indicate a transfer has been entered).

3. Click on the [2Cemetc booument 3 Complete Document button and choose one of

the

options per below (and outlined in detail in the next sections of this Guide):

Check Line Items = to perform error checks on the green line(s) that have
been corrected in this Cost Transfer via a pop-up window (see next steps).

Preview JV = to preview the Journal Entry / Journal Voucher (JV) for the
Non-Salary Cost Transfer before completing the document and starting the
JV Workflow approval process.

Complete Document = to create the parked document and complete the
document, which will begin the JV Workflow approval process.
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Non-Salary Cost Transfers (cont.)

To check line items for errors before completing the Non-Salary Cost

Transfer document:

Select Transfer ltems to Process

| |@Header |||%Cost0biect |%GHL ESplim”EDmplete Document £ ||| I = ||| = |F

CIEREE-REE

! Ococd nnocklo LlCocn OEiccali p 0 Check Line ltems M Cost Object | O GIL Acc Amaount in LU
- |0010 || 1000007 48 2009 Preview Jv 45000 36B.7)
|_| o010 100002133 2009 Complete Docurnent E 645000 115.0
| |0010 100002524 2009 : e 645000 a1.7
| |0010 100002525 2009 1 2|30301449 645000 12.3
|_| o010 100002597 2009 1 1/3030146 Ta1000 175.0
|_| 0010 100002606 2009 1 1 3030146 3030140 TE1000 1,400.0,
| Vaoan AnoooaTa ~ann A Alanandan cAconn a4 A
. L& Complete Document E ‘
1. Click on the “" e | Complete Document button.
2. Click on the Check Line Items option to perform error checks on the green

shaded line(s) that have been corrected in the Cost Transfer.

Ty... |Mame of the colurmn Message Text
@ Multiple header lines defined, will generate mutiple documents
- @ |MNew Document Date Header field - Document Date is hlank
@ |Mew Posting Date Header field - Posting Date is blank
@ |Mew Reference Daocum... |Header field - Ref Doc Mumber is hlank
3 _< @ |Mew Document Header ... |Error Code is Blank
@ |Error Discovery Error Code is Blank
@ |Error Code Error Code is Blank
i@ |Error Cause Error Code is Blank
o || @ |Location of Supporting ... |Error Code is Blank
@ |MNew Document Date Header field - Document Date is blank
3. In the resulting Error Log pop-up box:

e Review the details provided for the error.

¢ Note that the errors are indicated with a red circle icon in the Message Type
(first) column.

e Double click on the row for an error to go to the line item with the error in the
Cost Transfer report.

e Correct each error as needed.

4. After all errors are reviewed, click on the “X” button in the upper right corner to
close the pop-up box.
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Non-Salary Cost Transfers (cont.)

To preview the Journal Voucher before completing the Non-Salary
Cost Transfer document:

Select Transfer ltems to Process

4B Header || |EfCost Object |EPGAL | [ Splt an [ Complete Document 21 || T 2| &8 || & |F | H Tl =S = E

@ OCoCd |[ODocMo MDocko OFiscal¥r| O  Check Line tems M Cost Object |0 GiL Acc Armount in
[ 10070 o) To0o0n e 45 03] 7 Preview Jv 645000 366.7
oo10 100002193 2009 Complete Document E B45000 1148.0
o010 100002524 2009 . oo 645000 51.7]
oof0 (100002525 20049 1 230301449 B45000 123
o010 100002597 2009 1 1/3030146 Ta1000 175.0
aof0 100002606 20049 1 1 3030146 3030140 751000 1,400.0
. ’ L& Complete Document El
1. Click on the Complete Document button.
2. Click on the Preview JV option to display the Journal Entry / Journal Voucher

(JV) for the Non-Salary Cost Transfer (includes all lines shaded in green) before
completing the document and starting the JV Workflow approval process.

Note: The Preview JV function will display all documents that will
be created / posted from the Non-Salary Cost Transfer
report.

List Edit Goto Setlings stern Help
V] L Qe CHRER DDhOo0 BEE @ @
JV PREVIEW

& &EFE B HAETEHT. HE B WA

Doc.Type: ( Cost Transfers ) Parked document

parked by STUDENTBE1 posted by

Doc. MNumber Company code oE1e Fiscal wear

Doc. date oo/oosan Fosting date gEsoosop Period [el2]
Calculate Tax

Doc.currency UsD

Ref.doc.
Doc. Hdr Text

Itm |PE|CoCd |G/L dccount short text |Cost Ctr|WBS Element |Profit Ct|Fund | Text

140/ 0010645000 LABORATORY & RESEARC 3030140 0e10, 8180002193, 61 /69 , CAT 80057 -150.0TY 1.1
\ 2140|0010 | 645000 LABORATORY & RESEARC 3030146 o0, 8180002193, 61 /69, CAT 80057 -150.0TY 1.1
3. In the resulting JV Preview window, review the header information and detailed

line items with the debits, credits, and documentation for this Cost Transfer.

4. Click on the Back button to view the next document if applicable or to
return to the Non-Salary Cost Transfer report if there are no other documents.
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Non-Salary Cost Transfers (cont.)

To complete the Non-Salary Cost Transfer document:

Note: Once the document is completed per the steps below, the
system will generate the Non-Salary Cost Transfer
document (a journal entry / journal voucher document). This
system generated document will contain the debits and
credits to correct or transfer the lines where data was
entered or edited via the Non-Salary Cost Transfer tool.
Once completed, the document will route through the JV
Workflow process as well. Refer to the Journal Entry Guide
for more details on the JV Workflow process and completing
documents if needed.

Select Transfer [tems to Process

- T [
dBHeader |||EPCost Object |BRaL | ESpit ||| Bl |G Camplete Dacument 1 ||| T 21|/ &8 || & | T | [H Flall| = e

OCoCd | ODocko MOocHo OFiscalYr| @ Check Line ltems M CostOhject |0 GIL Acc Amountin |
2 00748 20049 Ereview JV 645000 366.7]

0010 100002153 & Complete Dacurment | 645000 115.0
0010 |100002524 2009 . e reroweTre 645000 51.7]

1. Click on the [2Cemete Dooumen 3 Complete Document button.

2. Click on the Complete Document option to complete the parked document for
lines shaded in green and to start the JV Workflow approval process.

Note: Review any messages displayed for system tax calculations
and to verify that a document(s) are created and close the
window when ready.
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Non-Salary Cost Transfers (cont.)

240 @ DHE STOS HE @ m

Select Transfer Items to Process

||gHeader |I|%Cost0biect |@GIL |E8plit ||Ln|tm |I|C0mplete Document & ||| ma |||||E| |? |[H] I:I?IE ||EIE]| |E |

MEREEERIED
|| QCoCd |[QDocMNo MDocumentMo QFizcal Yr| ©Period Qltern | OCost Ohject |M Cost Ohject |0 GIL Acc Amountin L
|_| 0010 |epj 1000007 42 20049 1 213030149 45000 366.7
I 010 100002193 100010599 2009 1 2 3030148 E E45000 114.C
|_| 0010 (100002524 2009 1 213030148 E45000 a1.7
_| 0010 (100002525 2009 1 23030148 E45000 124
|¥| 0010 (100002587 2009 1 113030146 751000 174.C
I_I 0010 100002606 100010594 20049 1 13030146 3030140 751000 1,400.C

KD I i

3. Review the updated Non-Salary Cost Transfer report and note the following for

the line item(s) that were part of the completed Cost Transfer document(s):

e The line(s) transferred in a completed Cost Transfer document are now
highlighted in blue and are routing through the JV Workflow approval
process.

e The New Document Number for the Cost Transfer is inserted into a new
column

e A“C”is now displayed in the Completed column of the report.

Note: After the JV Workflow approval process is completed
and document is posted, a “P” will display in the
Completed column to indicate that the line was posted.
Please note that the column will not be updated to reflect
the “P” until the next time that the ZF418 Non-Salary
Cost Transfer tool is executed.
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Non-Salary Cost Transfers (cont.)

To display the completed Non-Salary Cost Transfer document and
view the system generated text:

Note: The completed (parked) document can be displayed from
the Non-Salary Cost Transfer tool/report, including the extra
text that is populated by the system from the codes that were
entered as part of the proper documentation for each line.
Refer to the Journal Entry Guide for all other display
options for parked documents.

Select Transfer ltems to Process

EPCost Object |BPG.L | ESpit ||| [BlLnitm || |G Complete Document 21 ||| T @ ||| EF| | & |F | Flo| = &

B
MNDocumentMo OFiscal¥r|  OPeriod Qltemn|OCost Ohject |M Cost Ohject |0 GIL Acc Amaunt in |f
0010 [erf 1000007 2008 1 213030149 645000 3667
o110 100002193 100010595 2008 1 213030149 B 45000 115.q
0010 100002524 2008 1 213030149 B45000 213
4. Double click on the document number that was inserted in the New Document

Number column.

Document Edit Goto E Environment Systerm  Help

& 7 Trading parner 5EE BnOan BE @D

6 8| Display Park T " lew

i Cu & FastDal t Header

S _ —® Tods.

Document Date: 1001342 Caompany Code [o1e

Fosting Date 1041372 e Currency UsD

Docurment Humber 1808132539 Fiscal¥ear 20089  Translatn Date 10/1342008

Reference J¥O41234 Trading part.BA

Doc.Header Text  PROPER DOCT

Line items

Itm PK  Bush tcct no. Descriptiaon Tx Amaunt
aat 4o 45008 LABORATORY & RESEARC 1 15.00

5 ez 40 45000 LABORATORY & RESEARC 1 hE. 00
03 40 45000 LABORATORY & RESEARC 1 hE. 00
o4 5o G45000 LABORATORY & RESEARC U1 115.008-
oos 40 751200 CREDIT FOR SERWICES 1,400, 00
0og 5o 751oea CREDIT FOR SERWICES 1,400.00-
aey 40 646000 OFFICE SUPPLIES &ND 1 35.61
s 5o G93600 FREIGHT ,POSTAGE , BULEK Io 35.01-
\ 01,6580 C 1,5660.M Itm 8 [0
5. Review the Display Parked Document screen.
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Non-Salary Cost Transfers (cont.)

6. To view the system generated text from the codes that were entered in the
documentation fields (error codes, etc.), follow the menu path: Extras = Texts.

AL
Text Edit Goto Farmat |nsert  Systern Help A

20,000 DHME DD

8| Dis e; 001001000105992009 Language EN
[ &p Formats o | & 9
8

/ Parag.Formats L Paragraph, left-aligned &  Char.Formats el

Line Item Information -
0010, 01000021593, 2009
002

Error Discovery Reconciliation of code.

Error Code Other.

Error Cause Accounts Pavable Entry Error.

Enter yvour explanation here.

0010, 0100002606, 2009
7 001

Error Discovery FReconciliation of code.
Error Code Other.
Error Cause Accounts Pavable Entry Error.

Enter your explanation here.

0010, 0100008055, 2009

009
Error Discovery EReconciliation of code.
Error Code Other.

\ Error Cause Service Center Entry Error. s

-
4 3

7. On the Display Note... screen, review the system generated text from the
documentation codes entered, as well as any additional text that was added for
Untimely Justification or as additional information on timely entries.

8. Use the Back button to exit the Display Notes... window.

Note: Use other display functions for the parked document per the
Journal Entry Guide, such as Goto = Display as list to
view the document in a better layout (as it will appear once
posted).

9. Use the Back button again to exit the Display Parked Document screen and
return to the Non-Salary Cost Transfer report screen.

To view the help information provided:

10.  Click on the Information (Help) button to view instructions for how to use the
Non-Salary Cost Transfer report tool.

To exit the Non-Salary Cost Transfer report tool:

11. Click on the Back button (remember to save your work in progress if needed
before exiting the tool).
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