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The University of Texas at San Antonio™

Overview

Change in Process (Current vs. New)

Go Live!!
Monday
August 3, 2020

Budget Transfer Fund Rules

Fund Matrix (new resource)

Budget Transfer Worksheet (new tool)
Routing for Approval

Tracking Approvals through the System
Inserting Additional Approvers or Reviewers
Adding Attachments

Review and Approving

© o N o ok WD~

—_
o

Resources and Additional [tems to Remember
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The University of Texas at San Antonio™

Current Process

= Cost Centers
» Budget transfers entered in PeopleSoft (saved only)
» Excel Spreadsheet
» Routing emails with approvals

* Projects
» Budget transfer request submitted to Post Award for approval
» Request routed to GCFS for processing in PeopleSoft

» Cost Share
= Cost share form submitted to GCFS with new award setup

= GCFS creates Cost Share Cost Center and enters transfer into
PeopleSoft

Budget and Financial Planning



The University of Texas at San Antonio™

Benefits of Implementing New Process

v’ Automated workflow for review/ approval process !!!!

v Verification of allowable transfers between funds

v’ Confirmation of sufficient budget prior to routing transfer
v’ Faster, streamlined process with fewer touchpoints

v" Ability to track status through approval queue

v' Automated email notifications

Budget and Financial Planning



UI.SAH The University of Texas at San Antonio”

New Automated Process

1 Budget transfer entered in PeopleSoft Yes Yes Yes
2 | Saved and routed for department approval Yes Yes Yes
3 | Routed for Pl approval No Yes Yes
4 Routed for Post Award approval No Yes Yes
5 | Routed for GCFS approval No Yes Yes
6 | Routed for GCFS posting No Yes No
7 | Routed for Budget Office approval and Yes No Yes
posting
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The University of Texas at San Antonio™

New Process — Cost Centers

OPE Ledger

« Department Initiator (Level 1) prepares and submits budget transfer
» Process a Budget Pre-Check before submitting for approval
« Watch for Error due to Insufficient Funds

« Watch for Security Error due to fund rules

« College / VP Financial Lead (Level 2) reviews and approves budget
transfer

» Level 2 approver can also submit transfer on behalf of Level 1
initiator

Note: Department Approval is only required on “From” side of
transfers
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The University of Texas at San Antonio™

New Process — Cost Centers cont.

OPE Ledger

» Additional Reviewer/ Approver can be inserted by College/ VP
Financial Lead

» Reviewer is not required to take action on the transfer
« Approver is required to review/approve as part of official routing

« Depending on the funds in the transfer, it may route to Accounting or
GCFS

» GCFS will approve to/from transfers involving Cost Share

« Budget transfers with cost centers end in the Budget Office for final
review and posting

» Automated email notification when budget transfer is posted

Budget and Financial Planning



The University of Texas at San Antonio™

New Process — Projects

GRT_CHILD1 Ledger
 Initiator can be departmental user or Office of Post Award Administration (OPAA)

» Prepares budget transfer
» Processes a Budget Pre-Check before submitting for approval
« Watch for Error due to Insufficient Funds
» Watch for Security Error due to fund rules
» Submits for approval
« Approval by:
» Project Principal Investigator (Pl)
« OPAA

» Grants Contracts Financial Services (GCFS)

Grants Contracts Financial Services


Presenter
Presentation Notes
Budget transfers for Projects can be initiated by a user in the department or by a Post Award Administrator in central office. In either case, the initiator will create the budget transfer in PeopleSoft, run the Budget Pre-Check Process, and then submit the journal for approval. The budget check process may generate errors or warnings. For details on how to resolve some of the common issues, refer to the detailed job aid. A link to this job aid will be provided at the end of this presentation. For questions on other errors, reach out to GCFS.

The approval workflow for Budget Transfer Journals on Projects begins with the Principal Investigator and then flows to the Post Award Administrator team. GCFS will provide the final approval, and will post the journal.

If the budget transfer request involves a Cost Share Cost Center, the Vice President for Academic Affairs will be included in the approval workflow. These journals will be posted by the Budget Office.


The University of Texas at San Antonio™
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Budget Transfer Journal Requirements
Projects (GRT_CHILD1 Ledger)

Funds 5100, 5200, 5300, 5400

You can transfer amounts only between budgets within a single
Commitment Control ledger group and business unit combination.

Only transfers within the same Project and between the same Fund
Code are allowed.

If the Project’s budget control option is set to control, then a transfer
cannot reduce the budget amount below the amount that has already
been expended and encumbered on the Project.

At a minimum, Budget Transfer Worksheet must be attached to
journal. Specific situations may require additional documentation.

Transfers must be entered at the same level as original budget (i.e.
G5010 or G4010).

Grants Contracts Financial Services


Presenter
Presentation Notes
Most of the requirements for budget transfers involving a Project remain unchanged from our previous process. One new requirement, however, as that a Budget Transfer Worksheet must be attached to the journal.  We will review that later in this presentation. The job aid also provided step by step instructions for completing the worksheet.


\ [ ]
‘.\\9"“?’ Budget Transfer Journal Requirements, cont.
© Cost Share Cost Centers

* The Speedtype cannot be used for Budget transfers
involving Cost Share Cost Centers. Each Chartfield
needs to be entered.

* The funding Cost Center and Cost Share Cost Center
must have the same Fund Code

Grants Contracts Financial Services


Presenter
Presentation Notes
For budget transfers involving a Cost Share Cost Center, it is very important to remember that the Speedtype cannot be used. Each Chartfield needs to be entered when creating the journal. As always, please also make certain that the funding Cost Center and the Cost Share Cost Center have the same Fund Code.



The University of Texas at San Antonio™
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qujﬁ/ Budget Transfer Fund Rules

= Transfers between the same fund are allowed
* (i.e. Fund 2100 to Fund 2100, Fund 5200 to Fund 5200, etc.)

= Some funds have additional requirements -

*» Fund 2115 E&G Special Items
= Only allowed for “like” programs
= Examples include SALSI, SBDC

= Fund 2120 E&G State Pass Thru

= Only allowed when cost centers are related to same award

= Department approver should confirm; add to approver
comments

Budget and Financial Planning



The University of Texas at San Antonio™
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‘_ﬁ‘,\ﬁ"' Budget Transfer Fund Rules

» Some funds have additional requirements (cont.)

= Fund 2150 E&G Local Funds

» Only allowed when cost centers are related to same award

» Department approver should confirm; add to approver
comments

= Fund 3100 Organized Ed Activity Designated Funds
= Only allowed for a “like” purpose
» Examples include Official Occasions, Fees, F&A

Budget and Financial Planning



The University of Texas at San Antonio™
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>  Budget Transfer Fund Rules

= Other Fund Rules

= Transfers between Fund 2100 and Fund 3105 are Allowed for
Level 2 Approvers Only; Level 1 can initiate the transfer but
Level 2 must submit on behalf of Level 1

= Auxiliary Funds have more flexibility
= Funds 4100, 4200, 4300, 4400, 4500, 4600, 4700, 4800
» Transfers between Auxiliary Funds are allowed

» Transfers between Fund 3100 and Auxiliary Funds are allowed,
when appropriate

Budget and Financial Planning



The University of Texas at San Antonio™

Two Levels of Department Users

Level 1 Initiators (OPE/Cost Share and Projects)
» Those with initiator role in PeopleSoft
 Limited access for budget transfer submittals

« Based on fund rules, allowed to submit the majority of budget
transfers

Level 2 Approvers (OPE only)
 Broader access than a Level 1 initiator
« Department Approvers are set up as Level 2 approvers

« Certain cross-fund transfers require submittal by a department
Level 2 approver

 When Level 2 approver submits transfer on behalf of Level 1
initiator, department approval is automatic

Budget and Financial Planning



The University of Texas at San Antonio™

Example of Level 2 Submittal

A department wants to make a transfer from fund 2100 to fund
3105, which requires submittal by Level 2 approver.

* Processing Steps:

1) Transfer is created in PeopleSoft by Level 1 initiator
2) Error Message stops the transfer from being routed

3) Level 1 initiator contacts the Level 2 approver in their college/ VP
area to review and submit the transfer

4) Level 2 approver reviews and then submits the budget transfer
on behalf of the Level 1 initiator

5) Automatic approval, since submitted by Level 2 approver

Budget and Financial Planning



The University of Texas at San Antonio™

New Tool — Fund Matrix

How to Read the Matrix:

o The vertical list of funds reflect the “From” side of the budget transfer
o The horizontal list of funds reflect the “To” side of the budget transfer
o Find the intersection of the From and To funds to identify the rule
o The color provides the rule —

o Gray = Transfer between funds is disallowed

o Green = Transfer between funds is allowed

o Pink = Transfer between funds is allowed, but can only be
submitted by Level 2 Approver

Budget and Financial Planning




m The University of Texas at San Antonio”

Fund Matrix (on Budget Office Website)

Fund Type

Designated Funds
Designated Funds
Designated Funds
Designated Service Ctrs
Auxiliary Funds
Auxiliary Funds
Auxiliary Funds
Auxiliary Funds
Auxiliary Funds
Auxiliary Funds
Auxiliary Funds

Auxiliary Funds

FUND

"FROM"

TRANSFER

Fund

2100

2110

2115

2120

2150

3100

3105

3115

3200

4100

4200

4300

4400

4500

4600

4700

4800

2100 | 2110 | 2115

Level
1

Level

Level

Level

2120 | 2150 | 3100 | 3105 | 3115

Level

Level

Budget and Financial Planning

Level

Level
2

Level

Level

Level

TRANSFER

Level Level Level
1 1 1

Level Level Level
1 1 1
Level Level Level
1 1 1
Level Level Level
1 1 1
Level Level Level
1 1 1
Level Level Level
1 1 1
Level Level Level
1 1 1
level Level level
1 1 1
Level Level Level
1 1 1

Level

1

Level

1

Level

1

Level

1

Level

1

Level

1

Level

1

Level

1

Level

1

IIT oll

Level
1

Level
1
Level
1
Level
1
Level
1
Level
1
Level
1
Level
1
Level
1

FUND
3200 | 4100 | 4200 | 4300 | 4400 | 4500 | 4600 | 4700 | 4800

Level
1

Level
1
Level
1
Level
1
Level
1
Level
1
Level
1
Level
1
Level
1

Level
1

Level
1
Level
1
Level
1
Level
1
Level
1
Level
1
Level
1
Level
1

Level
1

Level
1
Level
1
Level
1
Level
1
Level
1
Level
1
Level
1
Level
1

5100 | 5200 | 5300 | 5400

5500 | 5515 | 5600 | 5800

Level Level Level Level
2 2 2 2

Level




The University of Texas at San Antonio™

Fund Matrix (continued)

TRANSFER "TO" FUND
Fund Type Fund 2100 | 2110 | 2115 | 2120 | 2150 | 3100 | 3105 | 3115 | 3200 | 4100 | 4200 | 4300 | 4400 | 4500 | 4600 | 4700 | 4800 | 5100 | 5200
Grants & Contracts Q 5100
2
D
Grants & Contracts w 5200
Grants & Contracts E 5300
Q
Grants & Contracts E 5400
3 Level
Restricted Gift Funds o 5500 2
[*T]
w
Restricted Gift Funds wn 5515
2
) : <
Restricted Gift Funds - 5600
~
Restricted Other 5800
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New Tool — Budget Transfer
& Worksheet
P

urpose: To ensure that the funds being
transferred correctly account for F&A

» Step 1: Determine the appropriate F&A Rate
and F&A Base for the Project.

= Step 2: Complete the Budget Transfer
Worksheet.

= Step 3: Attach completed worksheet to
Budget Journal.

Grants Contracts Financial Services


Presenter
Presentation Notes
Prior to creating a budget transfer journal for a Project, the Budget Transfer Worksheet needs to be completed. The purpose of this worksheet is to verify the Project’s F&A Rate and F&A Base. Since the F&A base determines which budget categories are excluded from F&A, it may have an impact on the budget transfer. The worksheet helps to ensure that the transfer amounts are correct when moving budget funds between categories that include F&A and those that do not. This worksheet will be uploaded to the journal in PeopleSoft.



The University of Texas at San Antonio”

Budget Transfer Worksheet

Step 1: Determine F&A Rate and Base.
https://comal.it.utsa.edu/dashboard/

(VPN connection required)

As UTSA pursues. its goal in becoming a nationally recognized public research
university as measured by the Carnegie Foundation and attainment «
MNational Research University Fund (NRUF), it is important to recogniz - Notice
depth and range of the research activities undertaken by UTSA facul

Research Performance Dashboard captures these efforts in pursuing

The data on this dashboard you are about to see is based on how faculty routed

research funding through grants, contracts and subcontracts. While 1
= their propasals in :ruuhngfn-rrn

captures a certain segment of total research activities, this set of mey

tools can hﬂ'lp i rﬂ-?lﬂilgiﬁg your research ﬂlﬂ'l'lp'“"!" iﬂﬂl‘l_]dil'lg proposa If you would like to view this data by Primary Affiliation of faculty then please
select Departmental Research Activity report.

and expenditures.

Deparmmental Research Aoty

&+ If you don't have access to this report, please email vprhelp@utsa.edu.

Login Now

Close & Continue,

Grants Contracts Financial Services



Presenter
Presentation Notes
The first step in completing the worksheet is to determine the F&A Rate and Base for the Project. This information can be found in PeopleSoft by visiting certain screens, or by running reports. Here we will review a new tool that has been developed.

The new tool is found on the UTSA Research Performance Dashboard, and can be found at the link on this slide.  Please note: If you are attempting to access this site from an off-campus location, you will need to have an active VPN connection. Once you access the site, click the “Login Now” button and use your UTSA credentials to log in. 

After logging in, a notice will appear on your screen. Click “Close & Continue”.


https://comal.it.utsa.edu/dashboard/

The University of Texas at San Antonio™

Budget Transfer Worksheet

Step 1: Determine F&A Rate and Base.

First, click on “Expenditures” link:

Expenditures

N

Y

Second, click on “F&A Look-up Tool” link at the bottom of the Expenditures Page:

College level Expenditures Center & Institutes (F&A Eligible Ones) F&A Look-up Tool Pr

Third, search for Project ID:

Search ProjectiD: All

Coozsor ]

O 1000002301

'»'\

Finally, note F&A Base and F&A Rate:

Project Pl name ProjectiD Funded FA Rate rfunded Funded FA Project Project End Award Description

Effective Date FA Rate Base Start Date Date

Xie,Hongjie 1000002301 | 9/1/2017 47.00 | PSPTR 4/30/2018 | 4/29/2021 Impacts of cloud-lead coupling on the
surface enargy budaget of the Arctic sea
ice-atmosphere system - Subaward
10046284-Tx; PO#UOD0135958

Grants Contracts Financial Services


Presenter
Presentation Notes
Once you are in the Dashboard, you will see a menu list at the top of your screen. From this list, click on the “Expenditures” link:

On the next page, you will see a list of colleges and departments. Select your college/department to view the expenditure reports. At the bottom of the Expenditures page there is a series of report tabs. Click on the “F&A Look-up Tool” tab.

The lookup tool has several options for looking up a specific Project. The most direct option will be to search for the appropriate Project ID. This option is located at the top left of the screen. After you have entered the Project ID, it will be the only Project ID visible. Click the checkbox next to the Project ID.

In the main area of the screen, you will see the following information for the Project. This information will be used when completing the Budget Transfer Worksheet.




The University of Texas at San Antonio™

Budget Transfer Worksheet (Step 2)

Step 2: Complete Worksheet

http://research.utsa.edu/research-funding/financial-
management-tools-for-sponsored-projects/

Financial Management Tools for Sponsored Projects

Grants Budget and Expense Account Crosswalk

F&A Rate & Base Look Up

Budget Transfers

Th is a tool used for:

« entering amounts to be re-budgeted on sponsored projects and to document the justification for re-
budgeting

= defining what budget accounts are excluded from F&A (indirect costs) depending on the F&A base type

= it aides with ensuring proper calculations or adjustments when the transfer of funds impacts F&A.

Grants Contracts Financial Services


Presenter
Presentation Notes
After determining the correct F&A Base and Rate, the Budget Transfer Worksheet can be completed. The worksheet can be found at the link shown on this slide. At the top of this web page, you will find several links. Click the “Budget Transfers” link to go to the section of the web page that contains the Budget Transfer Worksheet.  Click on the “Budget Transfer Worksheet” link do download the worksheet. The worksheet is a MS Excel file.


http://research.utsa.edu/research-funding/financial-management-tools-for-sponsored-projects/

The University of Texas at San Antonio™

Budget Transfer Worksheet

Step 2: Complete Worksheet

. |Request Date: 7/18/2020 Completed by: River Song
Header Project ID: 1000002301
F&A Base: PSPTR Extension: x 1234
F&A Rate: 47.00%
Incorrect!
Budget
3 . G4010/G5010  Salary $ 6
L|neS. G4020/G5030 Fringe Benefits $ -
G4030/G5040  Alterations and Renovations $ -
G4040/G5050 Equipment Fabrication 3 -
G4050/G5060 Equipment Capital (Note: Minimum $5,000 per item) $ -
G4060/GH070 Curation {Center for Archaeological Research Only) $ -
G4070/G5080 Consultant Services $ -
G4080/G5090 Office Services (Center for Archaeological Research Only) $ -
G4081/G5100 Administrative Expense $ -
G4082/G5105  STEM Tuition $ -
G4090/G5110 Other Direct Costs $ -
G5115 Mileage Expense (Center for Archaeological Research Only) $ -
G5116 Waorkshop-Seminar Costs 3 -
G4100/G5120 Rent and Off Site Leases $ -
G4105/G5125 Equipment Rental $ -
G4110/G5130 Domestic Travel $ -
G4120/G5140 Foreign Travel 3 -
G4130/G5150 Participant Expenses $ -
G4140/G5160 Scholarships & Fellowships $ (6)
G5155 Participant Travel $ -
G4150/G5170  Tuition & Fees $ -
G4160/G5180  Subaward = $25k $ -
G4170/G5190  Subaward = $25K $ -
G4180/G5200 F&A 3
Net Budget Transfer (should equal to zero): $ 3

Grants Contracts Financial Services

Correct!
% 4
% _
% _
% _
% _
% _
% _
% _
% _
% _
% _
% _
% _
% _
% _
% _
$ _
% _
$ (6)
% _
% _
% _
% _
3 2
3


Presenter
Presentation Notes
In the worksheet’s header, you will enter the date that budget transfer is prepared, the appropriate Project ID, and the F&A Base and Rate identified in F&A Rate & Base Lookup Tool. The form also asks for the name and extension of the individual creating budget journal.

In the Budget Lines section of the worksheet, enter the funds to be transferred exactly as they will be entered into PeopleSoft. “Transfers Out” should be entered as a negative number, while “Transfers In” are entered as a positive number. For this example, the Project involved in the transfer request has the F&A Base of “PSPTR” and an F&A Rate of 47%. For this F&A Base, the Scholarships & Fellowships category is excluded from the F&A calculation while Salary is included. Since the transfer in this example is moving funds from Scholarships and Fellowships to Salary, the total funds being moved need to take this into account. If this is not done, the worksheet will display an error message. 

The form will automatically calculate the F&A to be moved based on the other criteria entered on the worksheet. In this example, note that moving $6 from the Scholarships & Fellowships category results in only $4 being added to the Salary category. This is because the increase in the Salary budget requires an increase in the F&A budget.

After entering the transfer amounts, the “Net Budget Transfer” line should have the value of $0. If it does not, the cell next to it will contain an error message.



The University of Texas at San Antonio™

Budget Transfer Worksheet

Step 2: Complete Worksheet

Justification:

Is this re-budgeting request due to a change in scope? No

Justification:
To reallocate funds per the Pl's request. Sponsor allows re-budgeting within 25% of original budget as long as
there is no change in scope.

Note: If the budget transfer is related to a change in the scope of the project, you will need
to attach documentation verifying that prior approval of the budget transfer has been
granted by the sponsor.

Grants Contracts Financial Services


Presenter
Presentation Notes
The next section of the form asks whether the requested budget transfer is requested due to a change in scope. If the response to this question is “Yes”, prior approval from the sponsor will be required. Documentation verifying that approval has been obtained will need to be attached to the budget journal.

Finally, provide a detailed justification as to the reason for the requested budget transfer, as well as its appropriateness.


The University of Texas at San Antonio™

Budget Transfer Worksheet

Step 3: Attach worksheet to budget journal
Budget Lines || Budget Emors

Unit UTSAT Joumal 1D HEXT Date 07THE2020

"Ledger Group [SHT_CHILLM » Fiscal Year 2040 Pericd 11
Coaitrol ChanField Projec "Currency IS0 1
Budget Header Status  None Rate Type CRRNT |
“Buiget Entry Type | Transfer Adjestment o Exchange Rate 1.00000000 R

Farent Budget Options Cur Effdt| 071872020 L

~ Generate Parent Budget|s)
' Use Default Entry Event
Parent Budget Entry Type

| ranster Adpestment

Budget Type Expensze

Attachments (1)

Details
File Name Show to Approver? Description User Name
View ]

Adding large attachments can take some time to upload, therefore, it is advisable to save the transaction
before adding large attachments.

Add Attachment

OK Cancel kﬁesh

Grants Contracts Financial Services


Presenter
Presentation Notes
Once completed, follow the usual steps for uploading documents to PeopleSoft.


The University of Texas at San Antonio™

Funds Not Included in New Automated
Process

= Excludes the following funds
* Funds 7xxx
= Funds 9xxx

= Should follow current process
= Create and save transfer in PeopleSoft
» Route email approval to Budget Office
= Budget Office will review, approve and post

» Possible future enhancement to process

Budget and Financial Planning



The University of Texas at San Antonio™

Routing for Approval

= All Funds except for 5100 — 5400

New Electronic Approval Routing

College/VP Financial Leads set up as Department Approvers

Transfers route for department approval prior to routing to the

Budget Office for approval and posting

Cost share transfers will also route to Pls, Post Award, and GCFS

Funds 5500-5800 will also route to Accounting Office

= Funds 5100 — 5400 route to Pls, Post Award, and GCFS

Budget and Financial Planning



The University of Texas at San Antonio™

Budget Pre-Check and Submit Journal

(© Budgeting and Planning Enter Budget Transfer

Budget Header || BudgetLines | Budget Errars

Unit UTSA1 Journal ID 0000445392 Date 05i07/2020 Errors Only Budget Header Status Mone
Approval Header Status  Mat Submitted

“Process | Post Journal v Ol submit For Approval Process
. Budget Pre-Check e—
Lines
Copy Jourmal
DY
) Delete Joumal
Delete Line Approval Line Ledger Budget Pefiod d Dept Function Project Cost Center Set Options  Currency Amount

Sp
Status Edit Chartfields

O NotSubrited  OFEBUD [0 | o | | D5 |q [Ascongq [200 Q @ Ds49 @ | Setoptions| [usp | Hooo

Refresh Joumal

O 2 Mot Submitted  OPE_BUD 2020 Q 150, |ASCO03 Q200 Q Q, D8X288 |Q | SetOptions 3D Q 10.00
Lines to add —
1 (=] Joumal Line Copy Down From Line To Generate Budget Period Lines
Totals
Total Lines 2 Total Debits 10.00 Total Credits 10.00

[Flsave |[@h Retumto Search ||| Motify | £ Refresh

Budeet Header | Budget Lines | Buddet Errars

Budget and Financial Planning



The University of Texas at San Antonio™

Approval Queue (OPE

= New Functionality allows for tracking the routing through PeopleSoft
Budget Header Budget Errors

Unit UTSA1

Errors Onhy

Journal lID 0000445870 Date 05/07/2020 Budget Header Status pMone

Approval Header Status Pending

*Process [ Post Journal ~ | \ Process

Approval Flow

Department Approver

Unit UTSA1, ID 0000445870, Date 2020-05-07, Line 1:Pending
Department Approver
Pending

Ron McDonald
(® KK-Department

A i

Comments
Accounting Approver
Unit UTSA1, ID 0000445870, Date 20200507, Line 1:FPending
Accounting Approver
Pending

Multiple Approvers
@ KK-Accounting Lewvel 1

Abbbbd

Budget Office Approver

Unit UTSA1, ID 0000445870, Date 20200507 : Awaiting Further Approvals
Budget Office Approver

Not Routed
Multiple Approvers
@ Budget Office Approval2

A i

Return

Budget and Financial Planning



The University of Texas at San Antonio™

Automated Email Notifications

From: Worlkflow@utsy stem. edu <Work lowi@atsy stem. edu>
Sent: Friday, May 7, 2020 3:31 PM

" TO approvers To: roshann meelrovi@uta.edu;
when they have a Subject: Approval iz Requested fof Journal ID "000044%4 55" Line "1" Business Unit "UTS41"

pending transfer
(see example)

A Budget Transfer Journal line has been entered that requires your attention.

Business Unit: UTEAL

Journal ID: 0000449455
. g Journal Date: 2020-05-07
= To initiators when Tourmal Line 1
the budget
transfer has Tou can navigate directly to the Budget Journal Approval page by clicking the link below.
posted http s://zaih-she utshare utsyster. edwp sp/ZATHSBY/EMPLOVEE/ERP/c/MANAGE COMMITMENT

Action=U&LBUSINESS UNIT=UTSAL&EJOURNAL [D=00004434 55 &JOURNAL DATE=2020-04-02

Approver has three ways to access pending budget transfers:

1. Click on link in the automated email to go directly to transfer

2. In PeopleSoft, navigate to Employee Self Service > Financial Approvals tile to
view a list of all pending approvals

3. In PeopleSoft, click on Notifications Flag to view all pending approvals

Budget and Financial Planning



The University of Texas at San Antonio™

Approval Queue (Grants

New Functionality allows for tracking the routing through PeopleSoft
Budget Header Budget Emars

Unit UTSAT Journal ID 0000445863 Date 07/18/2020 LlErrors Onty Budget Header Status Checked nly

Approval Header Status  Pending

*Process [Post Joumnal b Process

Approval Flow

Grants Funds Approver
. Unit UTSA1, ID 0000445863, Date 2020-07-18, Line 1:Pending

Grants Funds Approver

Pending Not Routed
Hongjie Xie Multiple Approvers
KK-All Project Managers KK-Granis Central Office

Unit UTSA1, ID 0000445863, Date 2020-07-18, Line 2:Pending

Grants Funds Approver

Pending Not Routed
Hongjie Xie Multiple Approvers
KK-&ll Project Managers KK-Grants Central Office

Unit UTSA1, ID 0000445863, Date 2020-07-18, Line 3:Pending

Grants Funds Approver

Pending Not Routed
Hongjie Xie Multiple Approvers
KK-All Project Managers KK-Grants Central Office

Grants Accounting Approver
Unit UTSA1, ID 0000445863, Date 2020-07-18:Awaiting Further Approvals

Grants Accounting Approver

Not Routed
Multiple Approvers

Grant Accountant Level 1

Grants Contracts Financial Services



Presenter
Presentation Notes
Once a Budget Transfer Journal for a grant project has been created and budget checked, the Approval Header Status on the will display a “Pending” link. The listed approvers for the journal can be seen by clicking the “Pending” link. The Approval Flow page provides the current approval status and shows which steps are pending. 



The University of Texas at San Antonio™

Adding Additional Approvers or

Reviewers

New Functionality allows for inserting additional approvers
or reviewers on the Approval Chain screen

Approval Chain »

Department Approver

- Unit UTSA1, ID 0000449455, Date 2020-05-07,
Line 1 Pending

Start New Path

Department Approver

% Pending -+

Roshan McElroy
KK-Department Approver »

El Mot Routed @

Jenny Jen

Inserted Approver @
Budget Office Approver

» Awaiting Further
Unit UTSA1, ID 0000449455, Date 2020-05-07, Approvals

Budget and Financial Planning



Adding Attachments

= Additional documentation can be added to transfer
= Sponsored projects budget transfer worksheet is required

» Cost share commitment form is required (if applicable)

Budget and Financial Planning



The University of Texas at San Antonio™

Approvals / Review

» Required approval on the reduction line of a transfer (“From” side)
= Review full budget transfer journal by clicking on the tab labeled “All”
= |f click the “Pending” tab, will only show the line that requires approval

vLings
Pending| | A&l
1]

[
Selest  Line Arount Becount  Project Fund Code Department Cast Center Funetion

. £4000
i { Operating Expenses 000 13D Bil A5C008- COS BIOLOGY (15249 BI0 DR HYONG-GOM LEE STARTLR il

. #4000

7 Opersting Expenses 1000 UsD Bil A5C008- COS BIOLOGY (5K280- BI0 SAVELLI STRRTUP il

Bpprover Comments
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The University of Texas at San Antonio™

Approvals / Review cont.

Approval Options (All require comments, except

Approval)

1. Approve

2. Deny

3. Pushback (return)

4. Hold

Budget and Financial Planning

‘ Approve ‘ Deny

More

. Pushback

Hold




The University of Texas at San Antonio™

Training Materials / Resources

= PowerPoint Presentation

Go Live!!
Monday
August 3, 2020

= Training Materials for Cost Centers:

= Step-by-Step User Guide
https://www.utsa.edu/financialaffairs/budget/training.cfm

= Fund Matrix Tool
https://www.utsa.edu/financialaffairs/budget/training.cfm

» Training Materials for Projects:

» Budget Transfer Job Aid and Worksheet: _
http://research.utsa.edu/research-funding/financial-
management-tools-for-sponsored-projects/

» UTSA Research Performance Dashboard:
https://comal.it.utsa.edu/dashboard/

Budget and Financial Planning



https://www.utsa.edu/financialaffairs/budget/training.cfm
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The University of Texas at San Antonio™

Wrap Up

» Schedule Work Sessions
» Communications coming soon for dates/times
» Bring transfers to get assistance
= Bring questions

= Contact Information
= Budget@utsa.edu
= qcfs@utsa.edu
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Presenter
Presentation Notes

Add icons for each department.  
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