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Cost Transfer (CT) Training

Finance Systems Management

The Cost Transfer module of the Financial Transaction System allows departments to move
current fiscal year expenditures between departmental FOAPs (Fund-Organization-Account-
Program), where the Fund, Organization, and Account fields are 6-digit required codes and
the Program field is a 2-digit required code. The Activity field is not a required field and
should not be populated.

Cost Transfer operating policy and procedure information is available in HSC OP 50.18, Cost
Transfers.

FITS cannot be used to move payroll-related expenditures or encumbrances. When a current
year payroll cost transfer becomes necessary, a Labor Redistribution must be submitted
through the online Labor Redistribution system.

The FiTS Cost Transfer module cannot be used to move prior fiscal year expenditures or
correct account codes. Requests of this nature must be emailed to Accounting Services at
hscacc@ttuhsc.edu

Changes or additions for Purchase Orders (POs) should be submitted through the online
PO/Encumbrance Change Request system.

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

FITS allows a departmental user to do the following:

e Start a Cost Transfer request
Resume completion of a Cost Transfer request
Submit a Cost Transfer request to approvals
Approve, Reject, or Delete a Cost Transfer request
Review the Status of a Cost Transfer request
Review the History of a Cost Transfer request

The system can be accessed from:
e FITS
e WebRaider portal > Business Affairs tab > Links to Financial Systems > Financial
Transaction System (FIiTS)
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https://www.ttuhsc.edu/administration/documents/ops/op50/op5018.pdf
https://fits.app.texastech.edu/
https://portal.texastech.edu/web/hsc/business-affairs

Cost Transfer (CT) Training
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Creating a Cost Transfer

To begin a Cost Transfer, click the Create Cost Transfer tab at the top of the webpage.

Texas Tech University

EXAS TECH UNIVERSITY SYSTEM

[Welcome to FiTS Create Cost Transfer Create IV Create Revenue JV | Create IPFT Status History

Welcome to FiTS *

Clle Create ransaction System (FiTS) consists of 3 modules, which include:

sfers
Cost Transfer departments to move current fiscal year expenditures between departmental FOAPs

Allows Service departments to bill expenditures to departmental FOAPs

Expenses can be searched for in the following ways:

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

e Document ID - Search by a complete or portion of the Document ID

e Transaction Amount Range - Search by an amount using only the Transaction
From field or a range of amounts using the Transaction Amount From and/or the
Transaction Amount To fields

¢ Date Range - Search by a date using only the Date From field or a range of dates
using the Date From and/or the Date To fields

Begin each search by selecting H from the Chart drop-down box. Enter the desired search
parameters, and click Search.
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Cost Transfer (CT) Training

TEXAS TECH UNIVERSITY SYSTEM

Texas Tech University |

Welcome to FiTS Create Cost Transfer Create IV Create Revenue JV Create IPFT Status History
Step 1 - Cost Transfer Step 2 - Questions Attachments Comments Step 3 - Finish
Cost Transfer Select
Search Transaction History Search by FOA P
H
Chart | Select Chart | Fund Orgn Account Program D t I D
Select Chart h OC u m en 1
E Transaction Amount To Tran s acti 0 n
¥ ) pate to
I\ Amount, and Date
T
DOCID 7 FUND RIPTION AMOUNT TRANSFERRED PENDING ORIG TRANS DATE
Select H from Chart
N

When the system has finished searching, any expense transactions that match the search
criteria will populate in the section directly below the search function.

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

Cost Transfer Select
Search Transaction History
Chart H ~ Fund 231065 Orgn Account
Document Id
Transaction Amount From Transaction Amount To
Date from [ Date to o}
\ Clear Search
DOC ID FUND ORGN AcCT PROG  ACTIVITY DESCRIPTION AMOUNT TRANSFERRED  PENDING ORIG TRANS DATE
CH036494 231085 512207 721000 35 0917FURGER-DEA REGISTRATION 888.00 0.00 0.00 2024/10/14 [ Select |
CH036494 231085 512207 720100 35 0919FURGER-TEXAS MEDICAL 933.00 0.00 0.00 2024/1014
ASSOCIAT
CH036639 231065 512207 720302 35 0930FURGER-HARVARD MEDICAL- 1,085.00 0.00 0.00 2024/10123
CH036639 231085 512207 720300 35 0930FURGER-HARVARD MEDICAL- 610.00 0.00 0.00 2024/10/23
cuE
CH037317 231065 512207 720100 35 1023FURGER-AMER ASSOC FOR 195.00 0.00 0.00 20241112
PHYS LE Salect
GCO00863 231085 512207 7L1202 35 LB - FM-HOSP 4171.00 0.00 0.00 2024/10/23 Select
GC000867 231065 512207 711202 35 LB - FM-HOSP 4,171.00 0.00 0.00 2024110131 [‘select |
V8560402 231065 512207 738200 35 CB}[‘\!‘F{’L\}E‘LEFBOOK AND MEDIA 80.74 0.00 0.00 2024/09/03 I Select 1
V8561460 231065 512207 738200 CIle B ac k and FO rwar d A rrows 0.00 2024/09/05 Select
V8561460 231065 512207 738200 0.00 2024/09/05
[1-10/11]1
1 i2 » ¥

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

When you locate the specific expense to be transferred, click Select for the desired expense.
This transaction will populate in the Transfer Expenditures section below.
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Cost Transfer (CT) Training

Cost Transfer Select

Search Transaction History

Chart H = Fund 231065 Orgn Account Program Activity Am ou nt CII k
Document Id Pen d I n g Cc
Transaction Amount From Transaction Amount To Sel eCt

Date from [{] Dateto [ | Clear Dates *

Clear Search l
DOC ID FUND ORGN ACCT PROG ACTIVITY DESCRIPTION AMOUNT PENDING [ORIG TRANS DATE
CHO36494 231065 512207 721000 35 888.00 X 1.00 2024/10114
CHO036494 231065 512207 720100 35 9 Am ou nt *D . 0.00 2024/10/14
CHO36639 231065 512207 720302 35 Tran Sferred 1,085.00 X 0.00 2024/10/23
o
——

Once this has been completed, a Cost Transfer Request ID (FiTS ID) is assigned. The FiTS
ID can be used to track your Cost Transfer throughout the approval process.

In the Transfer Expenditures section, click Edit to enter the FOP you would like the expense

transferred to. The Activity field should be left blank.
Click Edit

AMOUNT D/C ORIG TRANS DATE POSTING DATE ‘

Transfer Expenditures

Cost Transfer Request

EEEEIE T el 1D (FiTS ID) assigned

poc o CHART FUND ORGN ACCT

V8561460 H 231065 512207 738200 35 V8561460 T xoocx R10374281 0.00 [ 09/05/2024 04/11/2025

V8561460 H 738200 V8561480 F 231065 R10374291 0.00 D 04/11/2025 | Edit | [ Delete

Enter the amount to be transferred in the Amount field. You can enter the entire amount or
an amount less than the original expense. After all required boxes have been completed,
click Save to save your progress.

Transfer E -
fesss  Enter Transfer FOP Enter Amount Click Save
ost Transfer R
DOCID  CHART FUND ORG* ACCT PROG ACTIVITY DESCRIPTION AMOUNT D/GC ORIG TRANS DATE POSTING DATE
V8561460 H 231065 51220 738200 35 V8561460 T xxxoax R10374291 0.00 c 09/05/2024 04/11/2025

V8561460 H I 151008 5122541 738200 I ml V8561460 F 231065 R10374291 I 0 ID 04/11/2025 [cancel |
—

You can select additional expenses from the original search or begin a new search by
clicking Clear Search.

Cost Transfer Select

Search Transaction History

Chart H = Fund 231065 Orgn Account Program Activity

Document Id

Transaction Amount From

ek s
Search claarSearch h CI ear Searc h

DOC ID FUND ORGN DESCRIPTION AMOUNT TRANSFERRED PENDING ORIG TRANS DATE
CHO036494 231065 512207 721000 35 0917FURGER-DEA REGISTRATION . 2024/10114
Click Select for
CHO036494 231065 512207 720100 35 0919FURGER-TEXAS MEDICAL m
ASSOCIAT 11
additional expenses
CHO36639 231065 512207 720302 35 ch’ngURGER-HARVARD MEDICAL- 2024/10/23
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Cost Transfer (CT) Training

After all required fields have been completed on the Step 1 - Cost Transfer tab, select the
Step 2 - Questions Attachments Comments tab.

TEST | V5.0142 | Shannon

Click Step 2 - Questions
Attachments Comments

Welcome to FiTS Create Cost Transfer *C'eale " Create Revenue JV Create IPFT Status History

Step 1 - Cost Transfer I Step 2 - Questions Attachments Comments | Step 3 - Finish

Cost Transfer Select

Search Transaction History

Chart Select Chart  ~ | Fund orgn Account Program

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

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

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

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

To add answers to the required questions, click Edit Answers. Each question requires an
answer otherwise the Cost Transfer cannot be submitted.

EXAS TECH UNIVERSITY SYSTEM

Welcome to FiTS Create Cost Transfer Create IV Create Revenue JV Create IPFT Status History

Step 1 - Cost Transfer = Step 2-Q i C Step 3 - Finish

Questions Attachments and Comments

CT032438

Questions

Click

bl it Answers

Question

Answer

Why was the expense charged to the fund from which it is now being transferred?
What justifies charging the expense to the requested fund?

How can cost transfers of this type be eliminated in the future?

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

After completing all the required questions, click Save Answers.
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Cost Transfer (CT) Training

If you do not click Save Answers before navigating to another tab, or page, the system will
not save your answers, and you will lose all the information you entered.

Questions Attachments and Comments

cToszass : Answer required questions
Questions C | I C k
L e Save Answers
Answer

= |

Question

Why was the expense charged to the fund from which it is now being transferred?

‘What justifies charging the expense to the requested fund?

How can cost transfers of this type be eliminated in the future?

In the Attachments section, you can upload attachment(s) (in one of the allowed file types) to
provide additional information regarding the Cost Transfer. Attachments can be deleted after

they have been added.

In the Comments Section, you can add a comment by typing text into the box, then click Add
to save the comment. Comments cannot be deleted after they have been added.

Atachments Click Upload

vl Attachment

Maximum File Size : 5§ MB
Allowed file types: csv - doc - docx - pdf=Ttr = b

DOCUMENT NAME DATE ACTION

Comments

Ads > el Click Add

COMMENT

After all of the questions are answered, attachments are added, and any additional
comments are provided, move to the final tab, Step 3 — Finish. Step 3 — Finish tab allows
you to perform a variety of different tasks. They are:

e Started (Started and will mark Complete later)
o Saves your progress but will not mark the Cost Transfer as complete.
o Once clicked, it will take you back to a blank Step 1 - Cost Transfer tab to
begin a new Cost Transfer, if desired.
o To mark the Cost Transfer as Complete after clicking this option, search for
the Cost Transfer in the Status tab (instructions located below).

e Complete (Mark as Complete)
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Cost Transfer (CT) Training

o Marks the Cost Transfer as complete in the system, but will not route

through approvals.
o To send the Cost Transfer to approvals after clicking this option, search for

the Cost Transfer in the Status tab (instructions located below).

e Approvals (Submit to Approvals)
o Sends the Cost Transfer to the Approval queues for each fund’s TEAM App

Financial Manager and Approver(s) and Accounting Services for review,
approval, or rejection.

TEXAS TECH UNIVERSITY SYSTEM

Welcome to FiTS Create Cost Transfer Create IV Create Revenue JV Create IPFT Status History

Step 1 - Cost Transfer | Step 2 - Questions Attachments Comments = Step 3 - Finish

Finish Process

CT032438

[started | Started and will mark Complete later Step 3 — Finish
Complete |Mark as Complete ‘ prOVideS 3 OptionS

Approvals | Submit to Approvals

Selecting Complete (Mark as Complete) or Approvals (Submit to Approvals), will notify
you of any errors that may exist in the form of a pop-up message.

e TEXAS TECH UNIVERSITY SYSTEM

Errors x

Document V8561460 has an error —*
Warning * No balance information found
in FGBBAVL for H 131008 512254 7019

40 in fiscal year 25
. +
S A= Errors dlsplay’ _* Please answer all questions before b
. marking as Complete.
oTosz4ss click OK

Started | Started and will mark Complete later l
oK

Complete | Mark as Complete

Approvals | Submit to Approvals

If you receive a budget error, a pop-up message will indicate the FOP with the error. At this
time, the Transfer To FOP may be edited, or the Cost Transfer may be set to Started and
will mark Complete later so a budget revision (BR) can be submitted through the online
Budget Revision System to budget funds in the proper Budget Account Code (BAC) in order
for the Cost Transfer to be submitted. Once the budget error is corrected, the Cost Transfer

can be set to Mark as Complete or Submit to Approvals.
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Cost Transfer (CT) Training

Selecting Mark as Complete does not send the Cost Transfer to approvals. To send the
Cost Transfer to approvals, navigate to the Status tab, locate the Cost Transfer by the FiTS
ID, and click Approvals.

g TEXAS TECH UNIVERSITY SYSTEM

Welcome to FiTS Create Cost Transfer Create IV Create Revenue JV = Create IPFT Status History

A
:

Status

Chart SelectChart ~ Fund Orgn User

Date from [l Dateto [il | Clear Dates

FiTS Id

Clear User

\: Search [ cllarSBarch:\ Click

Select a Document Type: ®@ALLOCTOIVORTOPT

Approvals

Select the number of rows to display : O5@100250500100

Your FiTS Documents l

FITSID || STATUS asc || ORIGINATOR || LASTMODDATE ||  LASTMODIFIEDBY |
CT032438 C 04/11/2025 Shannon Myers [Edt) [Delete | [Approvals |
CT032441 ampleled 04 /11/2025 Shannon Myers [ Editr‘ l Delete ] [ Approvals ]
CT032439 Started 04/11/2025 Shannon Myers [Edit) [Delete |
CT032440 | Started 0471172025 Shannon Myers Edit | Delets

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

In the case of rejection, the Cost Transfer Originator will receive a rejection email notification
from the ITIS Financial Transaction Entry System. The email will reference the specific FiTS
ID that has been rejected with a link that will take you to the Step 2 — Questions Attachments
Comments tab of the Cost Transfer.

Scroll down to the Comments section to review the rejection reason and comments about the

rejection. To expand the comments, click the desired comment within the Comments box to
review the rejection reason or comments added by the reviewer.

Click Comment —
from rev|ewer ﬁ Alexandra Galle 4/14/25 3:39:46 PM ....... See comments.

Comments

Add |

The rejection reason and any comments about the rejection will be shown in the form of a
pop-up message.
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Cost Transfer (CT) Training

CT032438

Comment by -
Alexandra Galle 4/14/25 33946 PM ...
See comments.

Click OK to close message

Rejection reason,

click OK I oK

After reviewing the rejection reason and/or comments, modify the Cost Transfer accordingly.
After providing the requested information or making the requested changes, click the

Step 3 — Finish tab and select Approvals to send the rejected Cost Transfer through the
approval process again.

Deleting a Cost Transfer

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

To delete a Cost Transfer in FiITS, select the Status tab. The screen will populate with all the
FiTS documents you originated and have not been completely approved and processed or
that need your approval (if you are a TEAM App Financial Manager or Approver).

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

bottom of the page.

Once the Cost Transfer to be deleted is located, click Delete on the line of the selected Cost
Transfer.

Status

Chart SelectChart ~ Fund Orgn User 4 Clear User

Date from 7 Date to i [ Clear Dates |
FiTS Id

Search Clear Search CIICk
Delete

Select a Document Type: ®ALLOCTOIVORTOPT
Select the number of rows to display : CO5@®100250500100

Your FiTS Documents

FITSID | STATUS asc || ORIGINATOR LAST MOD DATE LAST MODIFIED BY
CT032438 Completed  Shannon Myers 04/11/2025 Shannon Myers Edit | Delete Approvals
CT032441 Completed Shannon Myers 04/11/2025 Shannon Myers Edit [ Delete Approvals
CT032439 Started Shannon Myers 04/11/2025 Shannon Myers Edit ‘ Delete
CT032440 Started Shannon Myers 04 /11/2025 Shannon Myers Edit ] ‘ Delete ]

After clicking Delete, a pop-up message will appear to confirm the selected Cost Transfer
should be deleted. If this selection is correct, click OK. If not, click Cancel.
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Cost Transfer (CT) Training

Delete

You selected to delete the
document CT019984

Are you sure?

Select Chart CI'Ck OK to
delete > L Ok ] Cancel |h

Search Clear Search

Click Cancel to
return to Status

screen

If the Cost Transfer you have searched for does not have the Delete button populated to the
right of the transaction, you are not able to delete the request. In order to delete the Cost
Transfer, contact the TEAM App Financial Manager, Approver, or Accounting Services
Approver who is in the next approval queue to have it rejected in the system so you can then

delete the request.

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

Transfer.

1. The FROM and TO Financial Manager are in the first approval group. If any one of
these persons has not approved or rejected the request they will be able to reject the
request (when a request is approved or rejected the Approve/Reject, Approved By,
and Approval Date fields are populated with the noted information).

2. The FROM and TO Accountant are in the second approval group. If both the FROM
and TO Financial Managers have not approved the request the persons in the FROM
and TO Accountant will not be able to reject the request.

TEXAS TECH UNIVERSITY SYSTEM

Welcome to FITS | Create Cost Transfer |~ Create IV | Create Revenue JV | Create IPFT | Status | Histd
‘ Approved By Approval Date
Column Column
Step 1 - Cost Transfer Step 2 - Questions Attachments Comments Approvals
A |
Approvals \ ‘

CT033441
APPROVAL LEVEL APPROVAL GROUP APPROVERS APPROVE/REJECT || APPROVED BY APPROVAL DATE
FROM Financial Manager TEAM Fund Group Approved Julie 04/04/2025
TO Financial Manager TEAM Fund G Approve/RejeCt Approved Katie 04/07/2025
FROM Accountant Fund Class G COIU m n . Approved Micole 04/07/2025
TQ Accountant Fund Class Group -H 12 Approved Micole 04/07/2025
TO Accountant Fund Class Group -H 18 Approved Micole 04/07/2025
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Cost Transfer (CT) Training

After the Cost Transfer has been rejected, you will need to search the Status tab for the FITS
ID to be deleted. You should now have the option to delete the Cost Transfer.

Originators will receive an email from the ITIS Transaction Entry System for any Cost
Transfers that remain in the Status tab and have not been modified for 7 days informing them
the Cost Transfer will be deleted the following Monday. To prevent the Cost Transfer from
being deleted, the Originator will need to make the necessary corrections before the
following Monday.

Approving and Rejecting a Cost Transfer

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

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

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

Welcome to FiTS Create Cost Transfer Create IV Create Revenue JV Create IPFT Status History Control Tables

Step 1 - Cost Transfer Step 2 - Questions Attachments Comments m C“Ck Step 2 to
review justification
Appr*als

CT032443

A0D0OoLAL LOVEL BRRAUALGROUP APPROVERS APPROVE/REJECT = APPROVED BY APPROVAL DATE

CIle Step 1 to roup Alexandra Nicole Galle Select -

Rebecca Aguilar
review cost transfer Z% Hlandre Nools Call Select -

FROM Accountant Fund Class Group - H 18

TO Accountant Fund Class Group - H 18

Additional Routing

Q Add Approver

TEAM App Financial Manager and Approver(s) can edit the answers provided in the
Questions section by selecting the Edit Answers button and then selecting Save Answers
after the edits have been made. TEAM App Financial Manager and Approver(s) can add
additional information in the form of an attachment or comment before approving or rejecting
the Cost Transfer.
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Cost Transfer (CT) Training

After reviewing the Cost Transfer, the TEAM App Financial Manager and Approvers can
choose whether to Approve or Reject the Cost Transfer from the drop-down box. Only one
approval from a TEAM App Financial Manager or Approver is required.

W6 ARBChTREE COMmants  Appravabs

Approvals

CT032443

APPFROVAL LEVEL

FROM Firsncial Manage
TCr Financisl Mamsjor

FROM Accountani

APFPFROVAL GROUP APFPFROVERS

APPROVEREJECT

Select Approve

or Reject

[eowa -
Approve
Reect

APPROVED BY

APPROVAL DATE

Bave
S

The TEAM App Financial Manager or Approver choosing to approve a Cost Transfer will
need to select Approve from the drop-down box on the Approvals tab and then click Save.

Step 1 - Cost Transfer

Step 2 - Questions Attachments Comments

Approvals

Approvals

CT032443
APPROVAL LEVEL

FROM Financial Manager

TO Financial Manager

APPROVAL GROUP Select

TEAM Fund Group

Approve

TEAM Fund Group

APPROVE/REJECT

b | -

APPROVH

VAL DATE

— [

After selecting Save, the system will ask to confirm approval for the Cost Transfer.

If a TEAM App Financial Manager or Approver has more than one fund on a Cost Transfer,
selecting Approve Yes will initiate a blanket approval for all funds that belong to them.

If one of the funds needs to be rejected, select Reject first, otherwise the blanket approval
will go into effect, and will forward the Cost Transfer to Accounting Services for approval and

processing.

Approve

Are you sure you wish to approve
this document?

By clicking YES at this approval
level then all other approval levels
that you have available to
APPROVE will be marked as
APPROVED.

|f you need to REJECT at another
approval level then do so by
selecting REJECT on the approval
level you want to reject at.

Approvals
CT032443

Click Yes to
o B approve all your
o R fund transfers
F 0 nt Fund C - —— —

Click No to
return to
document
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Cost Transfer (CT) Training

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

“XAS TECH UNIVERSITY SYSTEM

Create Cost Transfor Croate IV Cromte Revonue JV Croate IPFT

Approvals

Approvals

CT032443

APPROVAL LEVEL APPROVAL GROUP APPROVERS APPROVEREJECT APPROVED BY

Select

FROM Financial Manager TEAM Fund Group

Pe Mh e Reject "

TO Financial Manager TEAM Fund Group

Aloxandra Nicole Gale
Rebecca Agular

Sewct

Save

FROM Accountant Fund Class Group - M 18

Fund Class Group - M 18

Addmonal Routing

Add Approver

REJECTION REASON: Soloct One

[ Setect -

R1-INSUFFICIENT JUSTIFICATION FOR QUESTION 1
R2-INSUFFICIENT JUSTIFICATION FOR QUESTION 2
[ Select
R3-INSUFFICIENT JUSTIFICATION FOR QUESTION 3
RA-INSUFFICIENT JUSTIFICATION FOR QUESTION 4 h Rejection Reason
RS- INSUFFICIENT JUSTIFICATION FOR ALL QUESTIONS
R6-EXPENSE NOT ALLOWED ON TRANSFER TO FUND
R7-SEE COMMENTS

A TEAM App Financial Manager or Approver can add comments to clarify the reason for
rejection or to request additional information from the Originator of the Cost Transfer. After

selecting the Rejection Reason and providina an explanation, click Save to save your
progress.

After clicking Save, the system will ask you in the form of a pop-up message to confirm the
rejection of the Cost Transfer. If the selection is correct, click Yes. If not, click No.

document? By clicking YES this will

@ Are you sure you wish to reject this
i
- reject the enfire document.

Click Yes to reject

the entire document [ v | No

CT032443
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Cost Transfer (CT) Training

Searching the Status Tab

The Status tab can be used to search for any Cost Transfer(s) that have not been completely
processed and are pending Completion or Approvals. To begin, click the Status tab from the
home page.

The Status tab automatically populates with all FITS transactions for which you are the
Originator or a TEAM App Financial Manager or Approver.
Users can search in the following ways:

e Chart: Select “H” for Health Sciences Center

e Fund & Orgn: Search by either Fund or Orgn, or both

e User: Search for all FITS transactions a user is involved in; use the magnifying
glass to select the correct name

e Date Range: Search by the last date a transaction was modified using the Date
from field or by a date range

e FiTS ID: Search all or a portion of the ID

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

Search by Chart ¥ Search by Fund & Orgn il

Status ‘ ‘

Chart SelectChart * ~ Fund Orgn User A || Clear User |

Date from 1 Date to BY | Clear Dates |
FiTS Id

| Search | Clear Search |

Select a Docufhent Type: ® ALLOOCTOIVOR

PT
I Searchby QESMESN Search by Search by
FiITS Id ik Date Range User
,\ s || q ST MOD DA FEDBY |

After entering the desired search parameters, click Search to perform the search. If you
would like to perform a different search, click Clear Search to clear the search fields.

Welcome o FiTS Create Cost Transfer Creale IV Create Revenue JV Create IPFT Status History
. 4

Click Search

Chart Belect Chart = Fund Orgn Lisar el Clear User
pate ate to Click Clear Search to

FiTS |

Search | Clear Soarch | s clear search fields
Select a Document Type: ® A | OCTOIVORTOPT
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Cost Transfer (CT) Training

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

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

Status

Chart Select Chart  « Fund L|m|t reSUItS by Se|ecting Q Clear User
Date from Date to Document Type (CT)

FiTS Id

Search Clear Search /

Select a Document Type: OALL® CTOINVORTOPT Select the Number

of Rows to Display

Select the number of rows to display : (0 5® 100250500100 —

The results will be sorted numerically by the FiTS ID. To sort by any of the other columnar
fields, click the column header to sort by that field.

Status

Chart SelectChart « Fund Orgn User Q
Date from [ Dateto m
FiTS Id

Select a Document Type: @ALLOCTOIVORTOPT
Select the number of rows to display : O5@®100250500100

Your FiTS Documents

FTsIDasc ||[ sTaTus || ORIGINATOR || LASTMODDATE || LASTMODIFEDBY |

CT032438 | Completed  Shannon Myers 04/11/2025 Shannon Myers [ Approvals |
CT032439 | Started Sort b 04/11/2025 Shannon Myers

CT032440 | (et : y 04/11/2025 Shannon Myers [Delete |

CT032441 Completed FITS I D 04 /11/2025 Shannon Myers [H] [m lmj
CT032442 | Completed  Shannon Myers 04/11/2025 Shannon Myers [ Delete |

The search results will also display the following information:

Status: Stage of the FiTS process for the Cost Transfer
Originator: Person who submitted the Cost Transfer

Last Mod Date: Date of the last modification to the Cost Transfer
Last Modified By: User who last modified the Cost Transfer

The Status column of the search results will reflect the current stage in the FiTS process for
a specific Cost Transfer. These stages include:
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e Started: Cost Transfer has been started by the Originator, but not marked
complete. An Originator for a Cost Transfer will have the option to Edit or Delete
the Cost Transfer from FiTS.

e Completed: Cost Transfer has been marked complete, but not submitted to
Approvals. An Originator for a Cost Transfer will have the option to Edit, Delete, or
Approve. Selecting Approvals will send the Cost Transfer into the approval
process.

e Submitted: Cost Transfer has been submitted for approval. An Originator for the
Cost Transfer will be able to check the progress of the approvals. A Fund Manager
or Approver will have the option to Approve or Reject the Cost Transfer after
clicking Review.

e Rejected: Cost Transfer has been rejected in FiTS by a Fund Manager, Approver,
or Accountant. An Originator will have the option to Edit or Delete the Cost
Transfer.

e Errors: Cost Transfer has incurred an error while trying to post. Please contact
Financial Systems Management at fsm@ttuhsc.edu for assistance.

Status

Chart SelectChart ~ Fund Orgn User Q
Da

am £ Dateto ) [ Clear Dates |
Cost Transfe Last Modification
Status Date & User cost Transfer
ORTCPT Action Options

Select the number of rdivs to display : O5@100250500100
Your FiTS Do*ments ‘
[ FITsiDasc || sTatus | ORIGINATOR || LASTMODDATE || LASTMODIFEDBY |

CT032438 Completed Shannon Myers T 04 /11/2025 Shannon Myers @ Approvals

CT032439 Started Shannon Myers 04/11/2025 Shannon Myers

CT032440 St

El /1112025 Shannon Myers Edit Delet
Cost Transfer (Ea]
CT032441 Col . . b /1112025 Shannon Myers [ Edit ] [ Delete l [ Approvals l
Originator p—
CT032442 Col 11112025 Shannon Myers Delete

Searching the History Tab

The History tab can be used to search for any Cost Transfer(s) that has been processed and
posted. To begin, click the History tab from the home page of FiTS.

The History tab does not automatically populate with any documents. Users can search for a
specific Cost Transfer in the following ways:

e Chart: Select “H” for Health Sciences Center
e Fund & Orgn: Search by either Fund or Orgn, or both

e User: Search all FiTS documents a user is involved in; use the magnifying glass to
select the correct name

e Date Range: Search by the last date a transaction was modified using the Date
from field or by a date range

e Transaction Date: Search by the documents Banner transaction date
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e Doc ID: Search by all or a portion of the Banner Document ID that the Cost
Transfer was assigned when it was fully processed and posted.
e FiTS ID: Search by all or a portion of the ID

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

After entering the desired search parameters, click Search to perform the search. To perform
a different search, click Clear Search to clear the search fields.

btatus History

Chart Select Chat ~ Fund Orgn User ea SearCh by User

Date from [ Dateto ans Date B | Cl
Doc Id

FiTs Id

‘ Search f| Clear Search |
Document Tyfle: ®m ALLCCTO| RTOPT

Search by

Date Range § Transaction Date

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

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

History

Chart H = Fund Orgn User Q

Date from Sep 4, 2024 [ii] Dateto Apr11,2025 [il Trans Date ]

Doc Id

FiTS Id

[ Search | [ Clear Search | Limit results by

Document Type: OALL@CTOIVORTOPT h

Select the number of rows to display : ®50100250500100 DOC u m ent Ty p e (CT)
FITSIDasc || DociD || ORIGINATOR || LASTMODIFIEDBY || LASTMODIFIEDTIME |[  TRANSACTION DATE |
CT032395 Select Number of ams 1171212024 11112/2024
CT032406 g ROWS to DISplay 11/15/2024 11/18 /2024

CT032407 1171372024 1171572024

= (8] 5] |3
2 12] |2 |2

CT032412 CA006682 Chandler
CT032416 CAQ06680 Chandler B aC k and FO rward ArrOWS View
I I [51-55/55]
u 4 1 "
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The results will be sorted numerically by the FiTS ID. To sort by any of the other columnar
fields, click on the column heading to sort by that field.

The search results will also display the following information:

e Doc ID: Banner Document number assigned when processed

e Originator: Person who submitted the Cost Transfer

e Last Modified By: User who last modified the Cost Transfer

e Last Modified Time: Date of the last modification to the Cost Transfer

e Transaction Date: Transaction date the Cost Transfer was posted to Banner with

To view the details of the processed Cost Transfer, click View.

History

Chart H = Fund Orgn User 1 | Clear User
Date from Sep4,2024 [ Dateto Apr 11,2025 [ Trans Date o)

Doc Id

FITS Id

Search \ Clear Search |

Document Type: OALL@CTOIVORTOPT
Select the number of rows to display : ®5100250500100

FITS ID asc | DOC ID ORIGINATOR LAST MODIFIED BY “ LAST MODIFIED TIME | TRANSACTION DATE
CT032395 CAQOBE77 Rodney Rodney 1171212024 11/12/2024
CT032406 CAD06683 Adria Adria 11/15/2024 11/18/2024

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

If you have a training question about FiTS, please contact Finance Systems Management at
fsm@ttuhsc.edu.
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