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The Transfer of Funds Document

SECTION A. Basic Information

The Transfer of Funds (TF) document is used to transfer funds (cash) between accounts. There
are two kinds of transfer transactions, mandatory and non-mandatory.

Mandatory transfers are required to meet contractual agreements. Specific object codes are used
to identify these transactions. Examples of these are: moving dedicated student fees to the
retirement of indebtedness fund group for principal and interest payments on bonds.

Non-mandatory transfers are allocations of unrestricted cash between fund groups which are not
required either by the terms of a loan or by other external agreements. These transfers are the
most commonly used throughout the university.

1. WHAT IS IT?

The TF is used to transfer cash between accounts. This transaction might be necessary to cover
an overdraft, reimburse an account for an expense without transferring the expense, and to fulfill
a funding commitment made by an entity. Specific object codes can be used to distinguish a
transfer from an income/expense transaction (see pages 9 and 14).

2. WHY IS IT USED?

The TF is used to transfer cash from one account to another in order to increase/ decrease cash
in the participating accounts. The system allows the use of all object codes except assets,
liabilities and fund balance.

3. WHO USES IT?

Account managers and their delegates, support, department and campus administration staff are
typical users of the TF. Each account manager’s or delegate’s approval is required. Additional
approvals may be established within the review hierarchy.
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4. WHEN IS IT USED?

The TF is used when cash needs to be transferred from one account to another. The TF can be
used:

A. for monthly administrative charges between fund groups to book revenue to one
and expenditure to another (example 2).

B. for monthly non-mandatory transfers from auxiliary operating accounts to
renewal and replacement accounts (example 3).

C. torecord an interdepartmental sale of capital equipment (example 4).
D. for non-mandatory additions to loan funds.
E. for non-mandatory additions to quasi-endowment funds.
F. for non-mandatory transfers to plant funds for:
e general or specific plant additions.
o renewals and replacements of plant assets.

o voluntary payments of debt principal.

G. to fund non-budgeted accounts from another account for expenses or purchases
(example 5).

H. to correct a prior TF. Corrections to a TF should always be done ona TF.

I. to transfer funds to close out accounts. (For Contract & Grant accounts, this
would include residual balances.)

NOTE: Contract & Grant fund groups will only use the TF for G, H, and | above.
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5. HOW DOES IT APPEAR ON MONTHLY OPERATING

REPORTS?

The transfer of funds transaction can be identified as a transfer on the Monthly Operating
Statement (MOS) if a transfer object code is used. If an income or expense object code is used,
the transaction will be shown as income or expense on the MOS; the transaction thus will not be
segregated from other revenues and expenditures and only can be identified as a transfer on the
Monthly Transaction Listing (under regular income and expense) by the TF type. This reporting
difference may impact organizational management analysis.

On the Contract and Grant MOS, transfers will be displayed in a separate section: “transfers in”
will be displayed after the income section; “transfers out” will be displayed after the
expenditures section.

Please note that ALL transactions performed using a TF in Transaction Processing will produce
transfer entries and not income/expenditure entries, regardless of the object code used.

6A. HOW IS IT USED (NON-C&G FUND GROUPS)?

In the TP system, the TF looks like this:

EFIS Tranzaction Processing - [Transfer of Funds]

File  Edit ‘workflow Ilnquiriez  Optionz  Actions Help
—|'I‘ra.nsfer of Funds —Departmental—Information

Document #: 01-LO6GT04996 Status: ? org Ref #:

Initiator: BWALSH V
Created: 03/04/1996 Hk
Amount : on

Description: Explanation: | x
CaHMCEL
F'xoxmr
Chart ARccount Obhject Amount
® [ 7
ouT!
-
Insert Line Delete Line Total: o.o0n
Tor =
n
Chart hoccount Obhject fomount
3 [ =
- E
aubAcel
| Insert Line I Delete Line I Total: 0. 00
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The TF is composed of three zones:

The Document Information Zone

File  Edit Waorkflow  |nquities

Options

Actions  Help

Document #:
Initiator:
Created:

—|Trans fer of Funds

01-AM4188496
DEAWRIGH
0z/05/1996

Status: 7

—Departmental—Information

org Ref #:

Amount: 0.
Description: |

Explanation:

This zone is composed of two sections. The information in the first half of the zone is similar to
that of other TP. The information that goes in the “Departmental Information” section is used by
the department for its own record keeping purposes and varies from document to document.

The “From” Zone

From.
Chart Account Ohject Amount
L& [ 1[4 | |
O
| ImseriLine | | Delete Line | Total: 0.00

This zone automatically decreases the income or increases the expense associated with the object
code entered.

o the use of an income code decreases the income line (i.e., it debits income)
o the use of an expense code increases the expense line (i.e., it debits expense)
e no negative amounts are allowed

“To” Zone
To
Chart Account Ohject Amount
L & [ 3 | |
O
| InsertLine | | Delete Line | Total: 0.00
TF Document 7 2/22/2011
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This zone automatically increases the income or decreases the expense associated with the object

code entered.

e The use of an income code increases the income line (i.e., it credits income)
e Use of an expense code decreases expense lines (i.e., it credits expense)
¢ No negative amounts are allowed

NOTE: Once you have entered an object code in the “Object” field, double-clicking on the
number will access an inquiry screen. You may check the object type to make sure that you have

the correct code (i.e., “IN” for income or “EX” for expense).

Field Requirements

The following table provides a breakdown of field requirements specific to this document:

Field Name | Title & Description Other information
Description Description
This field requires the user to Up to forty alphanumeric characters.
provide a brief description of the Required.
distribution of the transfer of funds.
The description from this field will
be printed on the monthly standard
report.
Org Ref # Organization Reference Number
This field provides a reference Up to eight alphanumeric characters.
number for the department or Optional.
organization initiating the document.
Explanation Explanation
This field allows the initiator to Up to four hundred characters.
explain the reason for the transaction | Double-click on empty field for an
in greater detail than the expansion window. Double-click on
“Description” field in the filled-in field to see the complete
“Document Header” zone allows. text in the expansion window.
Optional.
Chart Financial COA Code
This code identifies the chart of Two characters. This field is
accounts for an account. It is part of | automatically generated when a valid
the primary key. account number is entered in the
account field.
Display only.

TF Document

2/22/2011
FMS




Field Name | Title & Description Other information
Object Financial Object Code
This field provides a specific Four characters. Double-click on
classification identifier used in a empty field for look-up screen.
particular financial transaction. Double-click on filled-in field for
more information about that object
code.
Required.
Amount Amount
This field provides the amount of the | Up to fifteen characters, plus two
transaction referenced on an characters separated by a decimal
individual line of the “From” or point. Negative numbers are not
“To” zones. allowed.
Required.
Total Total
This field provides the total amount | Up to fifteen characters, plus two
for the transactions listed within a characters separated by a decimal
Zone. point. Automatically generated
based on individual amounts entered.
Display only.
Use of Object Codes

Below is the list of transfer object codes which may be used on the TF for non-Contract & Grant

fund groups.

Transfer Object Code | Type Description

1697 Income | Mandatory Transfer Principle/Interest: This object code
will only be used by FMS & Budget Administration.

1698 Income | Mandatory Transfer Dedicated Student Fees: This object
code will only be used by FMS & Budget Administration.

1699 Income | Transfer In (Non-Mandatory): This object code is used to
record an increase in cash. The monthly statement of
accounts will indicate the transaction as a transfer.

5197 Expense | Mandatory Transfer Principle/Interest: This object code
will only be used by FMS & Budget Administration.

5198 Expense | Mandatory Transfer Dedicated Student Fees: This object
code will only be used by FMS & Budget Administration.

5199 Expense | Transfer Out (Non-Mandatory): This object code is used to
record an decrease in cash. The monthly statement of
accounts will indicate the transaction as a transfer.
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NOTES:
e You may use all income or expense object codes on the TF. However, if you do not
want to use income or expense object codes and you want to keep a transaction as a
separate transfer item, 1699 and 5199 object codes are always appropriate to use.
e Any object code used other than the ones shown above will be indicated on the
Monthly Operating Detail transaction listing as an increase or decrease in income or
expenditures.

Sub Accounting Distribution Screen

When transfers of cash for TF needs to be distributed to an existing sub account (or sub
accounts), sub object codes, or projects associated with an account, placing the cursor on the
accounting line you wish to distribute and then clicking on the “Sub Account” button will access
the “Sub Accounting Distribution” window. Once sub accounting has been created for a TF
account line, the box under the accounting line will be red and checked.

Sub& et

EFIS Transaction Processing - [Sub Accounting Distribution]
Fiie Edit wiorkiow [naures Optans Actions Help

Cok hoeount  Subbect Cbject SubOhj  Project Reference Irmount

B ® ® @ £l

‘ 0K ‘ Cancel

The fields for the “Sub Accounting Distribution” screen are as follows:

Field Name | Title & Description Other information

COA Financial COA Code
This code identifies the chart of Two characters. This field is system
accounts for an account. Itis part of | retrieved when a valid account
the primary key. number is entered in the account

field. Display only.

Account Account Number
The account number entered on the Seven alphanumeric characters. This
face of your document. field is system retrieved. Display
only.
TF Document 10 2/22/2011
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Field Name

Title & Description

Other information

Sub Account Sub Account Number
This is an identifier specified by the Five alphanumeric characters. Click
account manager to further break on down arrow for a lookup screen.
down the distribution of income/ Optional.
expense. Reports to the account.
Object Financial Object Code
The object code entered on the face Four characters. This field is system
of your document. retrieved. Display only.
SubObj Sub Object Code
This is an identifier for further Three alphanumeric characters.
breakdown of the object code. Optional.
Reports to the object code.
Project Project
This field tracks individual projects Ten alphanumeric characters.
or specific items across an account or | Optional.
several accounts, units or RCs.
Reference Reference
This is an additional reference field Eight characters. Optional.
for any further information that needs
to be added to the document.
Amount Amount

This field provides the amount of the
transaction referenced on an
individual line of the “From” or “To”
ZONes.

Up to fifteen characters, plus two
characters separated by a decimal
point. Negative numbers are not
allowed. Required.

TF Document
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6B. HOW IS IT USED (C&G FUND GROUPS)?

In the TP system, the TF looks like this:

ﬁFIS Tranzaction Proceszing - [Transfer of Funds]

File Edit ‘“#forkflow Inguirez  Optionz Actions Help
—|‘I‘ra_nsfer of Fund=s —Departmental—Information

Document #: 01-LO6T041996 Status: 7?7 Org Ref #:

Initiator: BWALSH V
Created: 0370471996 Ik
Amount : o. 00

Description: | Explanation: Ii x
CAMCEL
F'x ormr
Chart Ahccount Ohject Amount
H [
ouT!
-
BALANC
| Insert Line I Delete Line I Total: O.00
Tor -
i
Chart ARccount Obhject Amount
M [ o
- =
ub.A2 el
| Insert Line | Delete Line Total: 0.00

The TF is composed of three zones:

The Document Information Zone

File  Edit “Waorkflow Inquiries  Options  Actions  Help
—|Transfer of Funds —Departmental—Information
Document #: 01-AM4188496 Status: 7 org Ref #:
Initiator: DEAWREIGH
Created: 02/05/1996
Emount: o.oo

Description: | Explanation:

This zone is composed of two sections. The information in the first half of the zone is similar to
that of other TP. The information that goes in the “Departmental Information” section is used by
the department for its own record keeping purposes and varies from document to document.

TF Document 12 2/22/2011
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The “From” Zone

From:
Chart Account Ohject Amount
L & [ [ | I
O
| ImgeriLine | | Delete Line | Tatal: 0.00

This zone automatically decreases the cash in the account and is displayed as a “transfer out.”
Object code 5199 is recommended.

“To” Zone
To
Chart Account Ohject Amount
L & [ 3 | |
O
| InsertLine | | Delete Line | Total: 0.00

This zone automatically increases the cash in the account and is displayed as a “transfer in.”
Object code 1699 is recommended.

Field Requirements

The following table provides a breakdown of field requirements specific to this document:

Field Name

Title & Description

Other information

Description

Description

This field requires the user to
provide a brief description of the
distribution of the transfer of funds.
The description from this field will
be printed on the monthly standard
report.

Up to forty alphanumeric characters.
Required.

Org Ref #

Organization Reference Number
This field provides a reference
number for the department or
organization initiating the document.

Up to eight alphanumeric characters.
Optional.

TF Document
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Field Name | Title & Description Other information
Chart Financial COA Code
This code identifies the chart of accounts | Two characters. This field is
for an account. It is part of the primary automatically generated when a valid
key. account number is entered in the account
field.
Display only.
Account Account Number
This number is an identifier for a pool of | Seven alphanumeric characters. Double-
funds assigned to a specific university click on empty field for look-up screen.
division, for a specific function. Double-click on filled-in field for more
information about that account number.
Required.
Object Financial Object Code
This field provides a specific Four characters. Double-click on empty
classification identifier used in a field for look-up screen. Double-click
particular financial transaction. on filled-in field for more information
about that object code.
Required.
Amount Amount
This field provides the amount of the Up to fifteen characters, plus two
transaction referenced on an individual characters separated by a decimal point.
line of the “From” or “To” zones. Negative numbers are not allowed.
Required.
Total Total
This field provides the total amount for Up to fifteen characters, plus two
the transactions listed within a zone. characters separated by a decimal point.
Automatically generated based on
individual amounts entered.
Display only.
Use of Object Codes

Below is the list of transfer object codes which may be used on the TF for the C&G fund group.

Transfer Object Code

Type Description

1699

Income

Transfer In (Non-Mandatory): This object code is used to
record an increase in cash. The monthly operating
statement will indicate the transaction as a transfer.

5199

Expense

Transfer Out (Non-Mandatory): This object code is used to
record an decrease in cash. The monthly operating
statement will indicate the transaction as a transfer.

TF Document
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Sub& et

Sub Accounting Distribution Screen

When transfers of cash for TF needs to be distributed to an existing sub account (or sub
accounts), sub object codes, or projects associated with an account, placing the cursor on the
accounting line you wish to distribute and then clicking on the “Sub Account” button will access
the “Sub Accounting Distribution” window. Once sub accounting has been created for a TF
account line, the box under the accounting line will be red and checked.

ﬁFIS Transaction Proceszsing - [Sub Accounting Dizstribution]

Amount

File Edit wiokfow  Inaures Optone Actions Help
Coh Aooount  Subdcct Chject SubOh)  Project Reference
g # ™ ™ |
‘ 0K ‘ Cancel

The fields for the “Sub Accounting Distribution” screen are as follows:

Field Name | Title & Description Other information
COA Financial COA Code
This code identifies the chart of Two characters. This field is system
accounts for an account. Itis part of | retrieved when a valid account
the primary key. number is entered in the account
field. Display only.
Account Account Number
The account number entered on the Seven alphanumeric characters. This
face of your document. field is system retrieved. Display
only.
Sub Account Sub Account Number

This is an identifier specified by the
account manager to further break
down the distribution of income/
expense. Reports to the account.

Five alphanumeric characters. Click
on down arrow for a lookup screen.
Optional.

TF Document
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Field Name

Title & Description

Other information

SubObj

Sub Object Code

This is an identifier for further
breakdown of the object code.
Reports to the object code.

Three alphanumeric characters.
Optional.

Project

Project

This field tracks individual projects
or specific items across an account or
several accounts, units or RCs.

Ten alphanumeric characters.
Optional.

Reference

Reference

This is an additional reference field
for any further information that needs
to be added to the document.

Eight characters. Optional.

Amount

Amount

This field provides the amount of the
transaction referenced on an
individual line of the “From” or “To”
ZOnes.

Up to fifteen characters, plus two
characters separated by a decimal
point. Negative numbers are not
allowed. Required.

/. DOCUMENT RULES AND RESTRICTIONS

e The total of the FROM and TO zones must balance.

o Transfers of funds between clearing fund groups and university funds are
prohibited.

e Transfers of funds between agency fund groups and university funds are
prohibited.

o If the transfer object code in the FROM segment is a mandatory expense, the
corresponding mandatory income transfer object code must be used within the TO
segment. The amounts assigned to each side must balance (based on sub-object type).

e Object codes associated with an object consolidation of FDBL (Fund Balance),
ASST (Asset), LIAB (Liability) are prohibited within this document.

e Object codes associated with an object type of ES (expense not expenditure) and
IC (income not cash) are prohibited within this document. To make transactions
involving these object types, use the Auxiliary VVoucher.

TF Document
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8. EXAMPLES OF ITS USE

Example 1: To transfer cash to cover expenses from a prior year

Situation Steps Results
A Real Estate account is “From” zone: enter account Debit expense (decrease the
transferring cash from one number, object code, and total cash of the account which
account to another to cover amount to be transferred from covered the expense)/credit
expenses paid in a prior year. the account. income (increase the cash of
the account which incurred the
“To” zone: enter account expense).

number, object code, and total
amount to which the expense
will be transferred.

EFIS Transaction Proceszsing - [Transfer of Funds]

Ele Edt “Workflews  lnguines  Opbion: Achtions  Help
—Transfer of Funds —Departmental—Information
Document #: 01-MVZeda6196 Itatus: A Org Ref #:
Initiator: MMCDOLL
Created: 01/15/1996 ok
Awmount : 15,561.45
Dezscriprtion: Transfer Elanket FPur Explanation: Trahsfer
LA MCEL
From (decreases)
Chart Account Chiject Amount ]
1 UA 60155003 s195(3] 15,561 .45 (
OuTE
[ AUXENT REAL OTHER RENTAL PROPERTIES TRAMNSFEE OUT I
BALANCE
[ Insert Line | | Dpelete Line | Tot=l: 15,561.45 .
— To(increases) é
T
Chart Account Chiject Amount
1 UA 60154003 16599(%] 15,561 .45
l_ LATTXENT REAL CEMNTRELL HOUSES AMND REMT.ALL TRAMSFER IM M ?E
Subsceth
[ Insert Line | | Delete Line | Total: 15,561 .45
TF Document 17 2/22/2011
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Results of transaction in General Ledger

Origin Code: 01 Document Hbr: MVYZod61%

Seq # Chart Account 0Obj Bal Typ 0hj typ

Amount DE/CR

6015500
60155300
6015400
6015400

S558

5199
gooo
1699
o000

ac
AC
nc
ac

TE
As
II
ns

18,561.45
18,561.45
18,561.45
18,561.45

=T o B e B

Explanation of the Results

The result of the above transaction is as follows:

e Line 1 represents the debit entry to expense.

e Line 3 represents the credit entry to income.

Lines 2 and 4 represent cash offsets and are automatically generated by the system. These take

place “behind the scenes.”

TF Document
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Example 2: To transfer cash from auxiliary accounts to a general fund account for

administrative charges

Situation

Steps

Results

Administrative charge from the
university for its services are
charged individually to each
auxiliary account and the
income is applied to a general
fund account.

“From” zone: Enter account
number, object code (5002 —
Administrative Cost
Allowance), and amount of
administrative charge for each
auxiliary account number.

“To” zone: Enter account
number, object code (1200 —
General Fund Service
Revenue), and total amount of
all auxiliary charges.

Debits expense (decrease cash
and increase the expense of
auxiliary accounts for the
administrative cost)/credits
income (increases cash to the
university general fund).

EFIS Transachtion Processing - [Transfer of Funds]

Eile Edit ‘wWorkflow  Inguiies  COphon:  Actionz: Help
—ITran=sfer of Fund=s —Departmental=Information
Document #: D1-GGT216896 Status: P Org Ref #: OCT 1995
Initiator: BWALSH a
Created: 0372171996 ak
Amount : 24 ,.559.00
Description: hﬂm:i.nistrative charig Explanation: Administra X
CAMCEL

— From (decreases)

[ GEHFHD IHCO ADMIN CHARGE AUILIARY LEF SERY REY H

Chart Account Object Amount
1 UR 611111131@ 5un2 23,598. 00 (
[T AUXEHT ATHL ATHLETICS UNCLASSIFIED ADM CST ALL W auT
——
2 R 60130013 50023 961.00 .
[ AUXENT GOLF GOLF COURSE ADMINISTRATIO ADM CST ALL H ‘
| Insert Line | | Delete Line | Total: 24,559. 00
e —
To (increases) o
n
Chart Account Object Amnunt
e —
1 UR 19110112 12|m 24,559. 00

o
=
o
I
n
oh,

| insert Line | | Delete Line | Total: 24,559. 00

2/22/2011
FMS
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Results of transaction in General Ledger

Origin Code: 01 Document Hbr: GGT216896

Seq # Chart Account 0Obhj Bal Typ 0bj typ Amount DE/CR
1 UR 6010181 5002 AC TE 23,598. 00 D
2 UR 6010181 S000 AC AS 23,598. 00 C
3 Uy 6013001 5002 AC TE 961. 00 D
! Un 6013001 &000 Ac ns 961. 00 C
5 ] 1917002 1200 AC I 24 ,.559. 00 C
6 Un 1917002 S000 Ac ns 24 ,.599. 00 D

Explanation of the Results

The result of the above transaction is as follows:

e Line 1 represents a debit to expense.
e Line 3 represents a debit to expense.

e Line 5 represents a credit to income.

Lines 2, 4 and 6 represent cash offsets and are automatically generated by the system. These take
place “behind the scenes.”

TF Document
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Example 3: Non-Mandatory transfer of funds to renewal and replacement accounts
for auxiliaries

Situation Steps Results

Monthly transfer of funds from | “From” zone: Enter auxiliary Debits expense in the

an auxiliary operating account account number, object code auxiliary account (decreasing
to its related renewal and (5199* -- Transfer Out), and the cash)/credits income in the
replacement account. amount. corresponding renewal and

replacement account
“To” zone: Enter renewal and (increasing the cash)
replacement account number,
object code (1699* -- Transfer
In), and amount.

*You must use the generic
object codes (5199 and 1699)
for reporting purposes.

If you have more than two lines in either the “From” or “To” zones, a scroll bar will appear in the

ﬁ FI5 Tranzaction Processing - [Tranzfer of Funds]

File Edit ‘“waorkfloww  Inguiriez Options Actionz Help

—fl‘ransfer of Funds ——r—fepartmental—Information
Document #: 01-J57266296 Statu=s: ? Org Ref #: I]LPR 1996
Initiator: BWALSH "I
Created: 05/07/1996 Ak
Amount : 17,800, 00
Description: h-[onthl]r Transfer to Explanation: W x
CAMCEL
1 omr
Chart Account Object Amount [
1 BhA [fosoooold]|  |5199(3 | 5,000.00 =
[ #UXEHT IMU THDIAHA UHIOH TRAHSFER ourT W | "odt
2 BR 6oaao003(d]  |s199%] | 2,000.00 I
[T AUXEHT IDS IDS-SUPPORT SERVICES TRANSFER OUT W~ | .
| msertLine | | Delete Line | Total: 17,800.00
Tir P
Chart Account Ohject famount i
1 B& j92aa001¥]  |1699%] | 5,000.00 =
[ PFER IMU IHDIANA UNIOH ELDG REPAIR TRAHNSFER TH H__ QE
2 BA s2aa7008]  [1699[8] | 2,000.00 B
[ PFER 1IDS IHD DAILY STUDEHT EQUIF R TRAHNSFER TH H~|
| insertLine | | Delete Line | Total: 17,800.00

field, allowing you to view all of the lines. Also, you may place the cursor in the field and

TF Document 21 2/22/2011
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choose the “Zoom” action from the action menu. This will bring up a window displaying up to

ten transaction lines at a time, with a scroll bar if needed.

ﬁ Zoom of Funds Transfer [From])

F'ron
Chart Account Object Amount

1 Ba 6040000 5199 | 5,000.

AUXERT TMU ([THDIANA UHION TRANSFER OUT

=

2 Ba 6044003 5199 | 2,000.

RUXEHT IDS [DS-SUPPORT SERVICES TRANSFER OUT

=

3 Ba 6042501 5199 | 200.

RUXEHT FOOD CAMPUS FOOD STORES-DRY GO  [TRAHSFER OUT

=]

FEETY 6042503 5199 | 100.

RUXENT FOOD CAMPUS FOOD STORES-ADMIN TRANSFER OUT

=

5 un 6615500 5199 | 500.

RUXSER CSTR CEHTRAL STORES IHVENTORY TRANSFER OUT

=

T 6617000 5199 | 10,000,

RUXSER PRIN PRINTIHG SERVICES TRANSFER OUT

=]

I [=] S

OK

Explanation of the Results

The results of the above transaction are a debit entry to expense (Transfer Out) and a credit entry

to income (Transfer In). Cash offsets are automatically generated by the system to the 8000
object code. To see a representation of the results of this type of transaction, see Example 5

results.
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Example 4: Interdepartmental sale of capital equipment

Situation Steps

Results

The School of Music sells a
baby grand piano to the
Auditorium for $1,200.

No new capital asset is created,;
thus the department transferring
the capital equipment can use
either income or expense object
codes. The department
receiving the capital equipment
should use an capital equipment
expense object code (70xx).

NOTE: This transaction
transfers the funds only. To
transfer the asset, use the “Asset
Transfer” document in the
FIS/ICAMS.

“From” zone: enter account
number, object code, and total
amount to be transferred from
the Auditorium.

“To” zone: enter account
number, object code, and total
amount to be transferred to the
School of Music.

Debits Capital Equipment
(decrease cash and increase
capital equipment expense) for
the Auditorium.

Credits Other Income
(increase cash) for the School
of Music.

If an expense object code,
such as 7000, is used in the
“To” zone, the transaction
would credit Capital
Equipment (increase cash and
decrease capital equipment
expense) for the School of
Music.

= Transfer of Funds =] E3
—Era.nsfer of Fund= ———lepartmental—Information
Document #: 01-Z07231496 Status: ? Org Ref #: F].[E'IJSS
Initiator: BWALSH V‘
Created: 0372971996 e
Fomount : 1,200.00
Description: lPurchase piano from Explanation: Eu x
CAMCEL
—From (decreases)
Chart Account DObject Amount
1 BR 6oa1400(8]  [7oooH] 1,200.00
[ AUXENT AUTHM AUDITORIUM PRODUCTIOHS CAP EQUIP H auT
BALAnC
| Ingert Line I | Delete Line I Total: 1,200.00
To (increases) —F
n
Chart Account Ohject Amount
1 BL 1042697 18003 1,200.00
[T GEHNFHD MUS SCH OF MUSIC - EQUIP OTHR. THC H =
ubecl
| Insert Line I | Delete Line I Total: 1,200.00
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Results of transaction in General Ledger

Origin Code: 01 Document Hbr: Z0723119%6

Seq # Chart Account 0hj Bal Typ 0bj typ

Amount DB /CR

BA 6041400 TOO0D ac TE
Bh 6011400 &000 ac ns
BL 1042697 1800 AC TI
BL 1042697 &000 ac ns

o M e

1,200.00
1,200.00
1,200.00
1,200.00

[ B T —

Explanation of the Results
The result of the above transaction is as follows:
e Line 1 represents a debit to Capital Equipment expense.

e Line 3 represents a credit to income.

Lines 2 and 4 represent cash offsets and are automatically generated by the system. These take

place “behind the scenes.”
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Example 5: To transfer funds from one account to another when no reimbursement
is expected

Situation Steps Results

FMS supports a film festival “From” zone: enter account Debits Transfer Out (decrease
that will focus on accounting number, object code, and total cash and increase expense) to
documentaries. The amount to be transferred from FMS/ Credits Transfer In
organization setting up the the FMS account. (increase cash and decrease
festival is Film Studies. expense) to Film Studies.

“To” zone: enter account
number, object code, and total Moves funds from FMS
amount to be transferred to the | account to Film Studies
Film Studies account. account

m FI5 Transaction Processzing - [Transfer of Fundsz]
File  Edit “workflows  [nouinez  Options Actions Help

—fl‘ra.ns fer of Funds ——rDepartmental-Information

Document #: 01-YET1231696 Status: ? Org Ref #: F].[E'U’Sal I
ok

Initiator: BWALSH
Created: 0372971996
hmount : 500. 00

Description: ISpunsur Accountimng F Explanation: Eu—spunsur x

— From (decreases)

Chart Ahccount Object Amount
1 UR n912610(]  |5199(3] 500.00
[T GEHFHD FMOP FMS ADMINISTRATION TRANSFER OUT H auT
e —

Ingert Line l | Delete Line I Total: 500. 00

To {increases) =

Chart Account Ohject Amount
1 BL 10232258  [1699(3] 500. 00
[T GEHFHD FILM FILM STUDIES PROGRAM TRAHSFER TH H =
bl
[[insertLine | | DeleteLine | Total: 500.00
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Results of transaction in General Ledger

Origin Code: 01 Document Hbr: VYKT231696

Seq # Chart fAccount O0bj] Bal Typ 0b] typ

fmount DBFCR

1 i 1912610
2 i 19212610
3 BL 1023225
4 BL 1023225

5199
soon
1699
Soon

AC
nC
RC
RC

TE
ns
TI
ns

500.00
300. 00
300. 00
300. 00

L= = N v

Explanation of the Results

The result of the above transaction is as follows:

e Line 1 represents a debit to expense.

e Line 3 represents a credit to income.

Lines 2 and 4 represent cash offsets and are automatically generated by the system. These take

place “behind the scenes.”
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Example 6: Reimbursement of expenses

Situation Steps Results

The School of Journalism is “From” zone: enter account Debit expense in Academic
being reimbursed for expenses | number, object code, and total Prog Reviews account
incurred to provide a amount to be transferred from (decrease cash)/ Credit income
reception/dinner for a review the “Academic Prog Reviews” | in Special Expenses account
team. account. (increase cash).

The goal of this transaction is “To” zone: enter the account

for the expenses to be number, object code, and total Appropriate expense object
maintained in the School of amount to be transferred to the | codes may also be used.
Journalism account and for the | “IUPUI - Special Expenses”

school to be reimbursed with account.

cash only.

!"ﬂFIS Transaction Processing - [Transfer of Funds]
File Edit “Workflow  Inguinez  Options:  Actionz  Help

—f[‘ra.nsfer of Funds ———{epartmental=TInformation
Document #: 01-KO7233696 Status: ? Org Ref #: IT]:"
Initiator: BWALSH

Created: 0470271996

Tmount : 487.98

Dezcription: tre:i:rhurs Spec exp Explanation: Eceptiunf

S |

u]

X

CAMCEL

—— From (decreases)

Chart Account Object Amount
1 IN 2370130(3]  |5199(3] 487.98 (
[T DOFDS ACAD ACADEMIC PROG REVIEWS TRAHNSFER OUT H oL
—
BALATC
| Ingert Line l | Delete Line l Total: 187.98

=]
) [ B
i

To (Increases)

Chart Account Ohject Amount
1 IN 12700253  [1699(3] 487.98
[ GENFHD EXEM IUPUL - SPECIAL EXPEHSES TRAHSFER IH H =
ub& el
| In=sert Line I | Delete Line I Total: 187.98
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Results of transaction in General Ledger

Origin Code: 01 Document Hbhr: EOT233696

Seqq # Chart Account 0bj Bal Typ 0b] typ Amount DE/CR
1 IH 2370130 5199 @AC TE 487.9% D
2 TH 2370130 &000 AC s 487.98 C
3 IH 1270025 1699 AC TI 487.98 C
4 IH 1270025 &000 AC s 487.9% D
Explanation of the Results
The result of the above transaction is as follows:
e Line 1 represents a debit to expense.
e Line 3 represents a credit to income.
Lines 2 and 4 represent cash offsets and are automatically generated by the system. These take
place “behind the scenes.”
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Example 7: Using a TF for a

Situation

C&G account

Steps

Results

An account has residual funds
from a fixed price award that
need to be moved to another

non-C&G account.

“From” zone: enter account
number, object code (5199 is
recommended), and total
amount to be transferred from
the account.

“To” zone: enter the account
number, object code (1699 is
recommended), and total
amount to be transferred to the
account.

Decrease in cash/increase in
cash.

Transfers are displayed on
operating statements.

ﬁFIS Transaction Processing - [Transfer of Fundz]

Eile  Edit ‘“wWorkflow  Inguiies  Options Actionz Help
—f[‘ransfer of Funds=s ——r—{epartmental—Information
Document #: 01-HUT266396 Status: ? Org Ref #: |
Initiator: BWALSH
Created: 05/08/1996 ok
—
fmount : 100. 00
Description: 'I‘ra.nsfer residual fu Explanation: Eu close X
CAMCEL
"1 on
Chart Account Obhject Amount
1 1IN 45825598 5199 100. 00
[ COMMER HEMD HEALTH RESEARCH-LETBOWITZ  TRAHNSFER OUT 1 =l
BALANC
| Ingert Line I Delete Line I Total: 100. 00
——
Tor
Chart Account Obhject Amount
1 IH 23825774  [16993) 100. 00
[ DOFDS CRARD CRARDIOLOGY EF PROGRAM TRAHSFER. IH H =
b ccl
| nsertLine | | DeleteLine | Total: 100. 00
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Results of transaction in General Ledger

Origin Code: 01 Document Hbr: HUT266396

Seq # Chart ficcount 0bh] Bal Typ 0h] typ

Amount DB fCR

4382559 5199 aC TE
4382359 G000 nc ns
2382577 1699 nc TI
2382577 §000 aC ms

HEEE

100. 00
100. 00
100. 00
100. 00

= & A 2

Explanation of the Results

The result of the above transaction is as follows:
e Line 1 represents a debit to expense.

e Line 3 represents a credit to income.

Lines 2 and 4 represent cash offsets and are automatically generated by the system. These take

place “behind the scenes.”
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9. ROUTING/APPROVAL

Account managers or delegates for all FROM and TO accounting segments must approve the
TF. Additional approvals may be established within the review hierarchy.

SECTION B: Additional Requirements

The TF should be used to record the interdepartmental sale of capital equipment. The TF records
the necessary financial transaction between the accounts involved, while it prevents the asset
from being reflected twice in the Plant Fund (general ledger).

If you are using the Financial Data Retrieval System (FDRS) on the FMS Web pages to extract
data about your accounts, you should be aware that the TF will automatically change the object
type on the produced general ledger entries to T (Transfer Income) if the original object code
utilized was either an IN or CH code, or to a TE (Transfer Expense) if the original object code
utilized was either an EX or EE. This will facilitate the inclusion or exclusion of this data in an
easy manner, while still producing the offsetting cash entries, and allowing the academic units to
reflect these entries as income and expense.

For C&G accounts, do not use the TF to record income or expenditures, or to move income or
expenditures. Use the DI (Distribution of Income and Expense), GEC (General Error
Correction), or IB (Internal Billing) document. Using the TF will result in “transfer out” and
“transfer in” entries (and the resulting movement of cash) ONLY.
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TF CHAPTER SUMMARY

In this chapter you have learned that the TF:
o allows for the electronic transfer of funds (cash) between accounts.
e is composed of three zones: document header, “From” and “To” zones.
e has various restrictions and regulations governing its use.

e should not be corrected with the GEC document. You must use a new TF to
correct a previous TF.

e should be used to record the interdepartmental sale of capital equipment.

e always decreases cash on the “From” side and increases cash on the “To” side of
the transaction.

If you have specific questions about the TF that are not covered here, please contact the FMS
help desk by calling 812/855-0375, or by e-mail at FMSHELP@INDIANA.EDU.

TF Document 32 2/22/2011
FMS



	SECTION A.  Basic Information
	1.  WHAT IS IT?
	2.  WHY IS IT USED?
	3.  WHO USES IT?
	4.  WHEN IS IT USED?
	5. HOW DOES IT APPEAR ON MONTHLY OPERATING REPORTS?
	6A.  HOW IS IT USED (NON-C&G FUND GROUPS)?
	The Document Information Zone
	The “From” Zone
	“To” Zone
	Field Requirements
	Use of Object Codes
	Sub Accounting Distribution Screen

	6B. HOW IS IT USED (C&G FUND GROUPS)?
	The Document Information Zone
	The “From” Zone
	“To” Zone
	Field Requirements
	Use of Object Codes
	Sub Accounting Distribution Screen

	7.  DOCUMENT RULES AND RESTRICTIONS
	8.  EXAMPLES OF ITS USE
	Example 1: To transfer cash to cover expenses from a prior year
	Example 2: To transfer cash from auxiliary accounts to a general fund account for administrative charges
	Example 3: Non-Mandatory transfer of funds to renewal and replacement accounts for auxiliaries
	Example 4: Interdepartmental sale of capital equipment
	Example 5: To transfer funds from one account to another when no reimbursement is expected
	Example 6: Reimbursement of expenses
	Example 7: Using a TF for a C&G account

	9.  ROUTING/APPROVAL

	SECTION B:  Additional Requirements
	TF CHAPTER SUMMARY

