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Overview

The Cost Transfers application is accessible via access.caltech and:

= Generates Cost Transfer Requests (CTR) for the processing of non-labor expenditures from one Project-
Task-Award (PTA) to a different PTA. This is for Non-Labor Requests

= Imports LD batches from the Oracle LD module for the processing of Labor expenditures from one or
more Project-Task-Award (PTAs) to different PTAs. This is for Labor Requests

The application automates the CTR creation and submission process, as well as the routing for approval within
the proper Finance processing areas (Controller Office or Project Accounting).

Non-Labor Requests

Property

Campus Services Finance
(if applicable)

NOTE: If the cost transfer crosses processing areas, finance procedures require the FROM PTA processing area to review
and approve the transfer prior to being reviewed and approved for processing by the TO processing area.

The Non-Labor Request will:

= |dentify cost transfer requests subject to the Federal Cost Transfer Policy (i.e., high risk), thus ensuring
the appropriate justification questions are completed and the proper approvals are obtained (see Cost
Transfer Policy in Appendix A).

= |dentify transfers that require review by the Property Services group.
= [|dentify cost transfer expenditures that are nearing 90 days and/or have been previously transferred.

= Allow for transfer of a partial amount.

The Non-Labor Request will not:

= Allow transfers to more than one PTA.
= Process Expenditure Type (E-type) changes.

= Process Labor Distribution Adjustments (LDA).
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Creating & Processing Steps for Non-Labor CTRs

Creating

Preparation

Create Expenditure
List

Build Justification
Form

Submit Request

Processing (Central Finance)

Receive Request

Review Request

Submitted for Oracle
Procesing

e Run OBI Cost Transfer Report
¢ |[dentify Expenditures

¢ Load Expenditure Item IDs
¢ Add/Delete/Split

® TO PTA, Justification questions and validations
* Route for approval

* Approve/Return/Reject
¢ Submitted to Central Finance

* Property Services
¢ Controller's Office
e Project Accounting

® Process splits
* Approve/Route/Return/Reject

¢ Expenditures Validated
¢ Nightly Processing
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Approval Levels, Groups, Actions, and User Roles

Each CTR creates a hierarchy based on several factors including the preparer’s role, TO and FROM PTA,
expenditure type being transferred (e.g. equipment), expenditures subject to Federal Cost Transfer policy (i.e.,
high risk). This hierarchy ensures the CTR has the proper approvals and is routed to the appropriate processing
areas for review and submission for processing in Oracle. This hierarchy consists of the Approval Level, Approval

Group, and Approval Action based on the user’s role. The hierarchy is used when the CTR is ready for its next
step (addressed in the Routing section).

Approval Levels
Preparer
Cognizant Admin
Property Services
FROM PTA First Review
FROM PTA Certified Level 1 or 2
TO PTA First Review

TO PTA Certified Level 1 or 2

Approval Groups
Preparer
Cognizant Admin
Property Services
Controller’s Office 1 & 2
PA Reviewer

PA Certifier 1 & 2

Approval Actions
Submit: Routes the CTR to the next Approval Group. An email is sent to the next Approval Group.

Submit - Route for Pl On-line Approval: Routes the high risk CTR for the PI’s on-line approval. An email is
sent to the next Approval Group.

Submit - PI/DC Approval Attached: Routes the high risk CTR to Central Finance. The Justification must be

signed by both the Pl and Division Chair and the scanned document attached to the CTR. An email is sent to
the next Approval Group.

WIP - Assign to Me: Used by someone in either Post Award Administration or the Controller’s Office to
indicate they have grabbed the CTR for review.
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WIP - Reassign to Group: Used to release the CTR if it had been previously grabbed.

Approve: Used in Central Finance to route the CTR to the next Approval Group and sends an email to the
next approval group.

Return: Used to return the CTR to the Preparer for additional information. The expenditures are still linked
to the CTR and may not be selected by any other CTR. An email is sent all who have taken action on the CTR.

Rejected: Used to essentially void the CTR. The preparer receives an email that the CTR has been rejected,
the CTR may not be updated and the expenditures are released and available for transfer by a new CTR. An
email is sent all who have taken action on the CTR.

Submit CTR: Used for final approval and processing by Central Finance.

Completed: Used to indicate the CTR has been sent to the queue to be processed overnight. An email is sent
to the preparer and cognizant admin who have taken action on the CTR.

Cost Transfer User Roles

Campus

Preparer: The Preparer begins the CTR and is typically a Grant Manager or administrative assistant. A
Preparer can see only their CTRs. A Preparer may attach pertinent documents and route the CTR to a
Cognizant Admin for approval and routing to Central Finance.

Cognizant Admin: The Cognizant Admin can do everything a Preparer can, plus see all CTRs for their
Organization and submit the CTR to Central Finance.

Principal Investigator: The Principal Investigator (PI) approval is required if any expenditure on the CTR is
subject to the Federal Cost Transfer Policy (i.e., high risk).

Division Chair: The Division Chair (DC) approval is required if any expenditure on the CTR is subject to the
Federal Cost Transfer Policy (i.e., high risk).

Central Finance

Preparer: A PAA or Controller’s Office Preparer may create a CTR. However, they cannot submit the CTR for
processing. They must route the CTR for submission to Oracle. The CTR is routed to Controller’s Office
Review 2 if non-sponsored, or Certifier 1 or 2, if sponsored.

Property Services: A CTR is routed to Property Services if the CTR contains expenditure types of Equipment-
Caltech, Equipment-Govt, or Equipment-Other Owned. Property Service reviews the CTR, updates the Fixed
Asset record (if applicable), and then, based on the TO PTA, routes the CTR to either Post Award
Administration or the Controller’s Office.

Controller’s Office Review 1 and Controller’s Office Review 2: The Controller’s Office Reviewer receives the
CTR, from either campus, Property Services, or Project Accounting. The CTR is reviewed and the appropriate
routing action is selected.

PA Reviewer: The PA Reviewer receives the CTR, from either campus, Property Services, or the Controller’s
Office. The CTR is reviewed and the appropriate routing action is selected.
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PA Certifier 1: CTRs that are not considered high risk are received by the PA Certifier 1 from the PA
Reviewer. The CTR is reviewed and the appropriate routing action is selected.

PA Certifier 2: CTRs that are considered high risk are received by the PA Certifier 2 from the PA Reviewer.
The CTR is reviewed and the appropriate routing action is selected.

View Only: The View Only role allows the user to view all pending and completed CTRs. The user of this role
would typically be staff in Post Award Administration and Internal Audit.

What Can be Done and Seen in the Cost Transfers Application

What Campus Can Do (Based on Role)

Preparer Cognizant Admin
= The person who: = All Preparer actions
- Searches/Uploads = For all requests prepared by their
expenditures to be transferred Division:
- Creates the Cost Transfer - Reject, Request Rework by Preparer, or
Request Approve
- Prepares the on-line - Submit request to Post Award
Justification form Administration/Controller’s Office
- Can upload supporting PI/Division Chair
documents
=  Cannot submit request to = For requests routed to them for approval:
Post Award Administration/ - Reject, Request Rework, or Approve
Controller’s Office - Submit requests to Post Award
Administration/Controller’s Office
— Online approval routing WILL need to
be sequential - Pl first, then Div Chair
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What Campus Can See (Based on Role)

Preparer Cognizant Admin
= View only requests created by = View all requests created by all Preparers

themselves. and Cognizant Admins for their Division.

= For Cross Division Transfers: View all
Pl
requests routed for approval from another

= View only requests assigned to Division to their Division’s Cognizant

them for approval by the Admins.

Cognizant Admin.

Division Chair
= View only requests assigned to
them for approval by PI.

What Central Finance Can Do and See

Controller’s Office 1 & 2 PAA Reviewer

= View all requests. = View all requests.

= Approve, Return, Reject CTRs on their = Approve, Return, Reject CTRs on their
Approval Level. Approval Level.

= Submit CTRs for processing in their = Submit CTRs for processing on their
Approval Level. Approval Level.

= Prepare CTR. = Prepare CTR.

PAA Certifier 1 PAA Certifier 2

= View all requests. = View all requests.

= Approve, Return, Reject CTRs on their = Approve, Return, Reject High Risk and Non-
Approval Level. High Risk CTRs.

= Submit CTRs for processing on their = Submit High Risk and Non-High Risk CTRs.
Approval Level.

Property Services View Only

= View all requests. = View all requests.

= Approve, Return, Reject CTRs that
contain Equipment expenditure types.
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Creating a New Request

Preparation

1. Run the Cost Transfer (Campus) report in OBl and export to Excel.
2. Determine the expenditure(s) that will be transferred.
3. Copy the applicable Expenditure Item IDs (for pasting into the Cost Transfer application).

Create Expenditure List

1. From the Request List select Create New Request.

CA LTEC H Cost Transfer

Y Non-Labor Requests Labor Reguests

Request List
Include: [V]pending [] completed [ Rejected

A | &)

[ Create New Request ]

2. Paste (or manually enter) the Expenditure Item IDs identified in the Cost Transfer (Campus) report and
select Load Data.

Request List > Data Load Source for New Batch

Load Expenditure IDs

You are creating a new cost transfer request.

*Copy and Paste
Expenditure Item IDs:
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3. Add additional Expenditure Items or go to the Justification Form.

Edit Request EI List
Request Number: CTR-00190
From PTA: IMS3.IB5-1,2-GB.IM35
™
/v | @ Actions | Justification Form Add Expenditures
Remove Period Over 90 Transferred Item Exp Exp Trans
e Name Days Before Date Cateqory Type Sol
‘ Other
DEC- JMOY- Materials and
i FY2013 i . 12 Supplies fiizifl - Uezg
Charges

Splitting the Expenditure Item Amount

To move only a specific amount of the expenditure, it may be split into two separate amounts. To split an

expenditure:

1. Click on the Split icon on the expenditure lines.

7 r.
 Non-Labor Requests Setup

Request List > Justification Form > Edit Request EI List
Edit Request FI List
Request Number: CTR-00746
From PTA: ADV.LIGO-A0.42.C.MBA-NSFLIGO.ALIGO
~
/v | | [ Actions ] [ Justification Form ] [ Add Expenditures
Period Over 90 Transferred Item Exp Exp Transaction Exp Transfer : ait for
Remove Name Days Before Date Category Type Source Amt Amt S Ora Split
Other “
@ APR- Y " 01-APR- Materials and Internal e 129.58 129,58 <
FY2013 13 Supplies Trere
i E\EEU_B ¥ N E-DEC_ ?:;;:sls and Smli‘gg;sa_ Supplier Invoice 8.57 8.57 <

2. Enter the amount to transfer and save.

[ e
¥ Non-Labor Requests Setup
Partial Transfer

Request Number: CTR-00746

Trans ID: 27500847
Expenditure Date: 01-APR-13
Expenditure Type: Other Internal Charges

* Amount to Transfer: 100

nce unt:

Request List > Justification Form > Edit Request EI List > Split EI

From PTA: ADV.LIGO-AQ.42.C.MBA-NSFLIGO.ALIGO
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The example below displays the result of the split (Expenditure amount of 129.58 and the Transferred amount
of 100).

it Request EI List
squest Number: CTR-00746
From PTA: ADV.LIGO-AO.42,.C.MBA-NSFLIGO.ALIGO
=
= ‘ [ Actions | [ Justification Form ] [ Add Expenditures ]
Period Over 90 Transferred Item Exp Exp Transaction Exp Transfer Wait for
e Name Days Before Date Category Iype Source Amt Amt Ora Split e Sol
Other
& s ¥ N B g':;;’l':f e 129,58 100.00 27500847
Charges
& AR s Y N et g:s;’l':f ad Sumoles - g pler Invoice 14.60 14,50 e
To remove the split go back to split El page by clicking on the split icon and click on the Remove Split

button.

?' Non-Labor Requests Y Setup

Request List > Justification Form > Edit Request EI List > Split FI
Partial Transfer

[Cancel ] [_ Remawve Split ] Save

Request Number: CTR-00746
From PTA: ADV.LIGO-AQ.42.C.MBA-NSFLIGO.ALIGO
Trans ID: 27500847
Expenditure Date: 01-APR-13
Expenditure Type: Other Internal Charges
Original Cost: 129.58
* Amount to Transfer: 100

Balance Amount: 29.58
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Building Justification Form
The Justification form is the hub of the CTR. The form contains four distinct regions or sections:

= Justification: Contains the TO and FROM PTAs, action buttons (Cancel, Delete, and Save), and
Justification question(s). The justification form is auto populated with the FROM PTA information based
on expenditures from the Load Expenditure ID process.

= Task Links: Contains processing buttons.
= Required Steps: Lists the required steps for the CTR and whether or not they have been completed.

= Notes: Allows the user to send an email about the CTR, however, the email is not saved in the CTR. This
may be used if the Preparer or Cognizant Admin would like a pre-review prior to submitting the CTR to
Central Finance or the validation process has failed, and help is required to resolve the issue (see
Validation in the Task Links Section).

" Won-Labor Requests Labor Requests
\. E L -_I_"'l'_ __--j'
_ortaie |
Request Nmber CTR-0014 Fegues Statin Pending Preparsr- —
Mgt ket 0214 Tntr e Trivwdlar: W/ C —
Dwerapent: i i » W Dawr WL x Illl‘l-_-\-:l
PR et DSBS . 'Nﬁ‘-'-'l_- ] Lacfanes - et Bose
Tk 11 & r‘nl'i 4 i - et Dot
Rt 0458 * et [ 4, Ry iy ey
i, INECRMATION WABAGEMENT 7 TEMG A0 SERVICES (5] G e 4 D I ——
[ i _:__:}
Sangd Wil b O DU 202

By e o Trarsfler Seatem,

1. Enter the TO PTA in the Justification section and click on Save. The Project, Task, and Award must be
selected from a List of Values, search by using magnify glass icon ( %).

Labar Requests

Rogunt Lot > dafiction bos

Datfuaten Fask Lk
oot | e | ou | '
Request Rambor. CTR. 00014 Request Sttec Peadng Prpares
iedowts
Ragest Ttk 2824 s hard Tramber 4 i)
Overspest: W4 » %0 Dayx WA Reged Sios
RO Pooject S35 w | y AV St oy
U v T A et . et Dooe
R 630655 ) Ry Panug g
v NEOBUATION KANAGEVEXT §15TB4S 400 SERVICES D) 68019 oo [ 4
Jetiatom Do

By e (ot Doty Symem,
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2. Once the TO PTA is entered and save is selected, the applicable Justifications questions will be displayed.
If the cost transfer is a high-risk transfer, the applicable justification questions will be displayed. When
the justification question(s) have been entered, select Save.

Roguet List > Antdcation form
NEACon § e aeed i 18 Gt LR {7 TS
O EDED
Rt Ramber CTR 00328 Fagoest $23tn Pending Preparer :
Request Totak $382.99 Intra Awaed Trasster: A e
Overspest: WA > 90 Days: WA Aanfron - Mok Gone
TROM:  Project: DSBS W Peoget: Q e
Tak: 12 * Tk 3 Foutrg - Pending Preparer
Amard: GBS * Award: q
Dwision: INFORMATION MANAGEMENT § S TEMS AND SERVICES (P455) GROCP [ow— Q ]
Intdcations Sand Mol w0t the reguest to 2
© Wiy a0e thase conts being bransferoed and how 0 they sataly the perpose and b of the account being tramfermed tol hwl(&mm

3. When the Justification question(s) have been completed and saved, additional task buttons appear on

the Task Links.
4 Non-Labor Requests Y
Roguest Lst > Jestification Form
dwtfaton Tk Lok
(Eowan e )
ek
Overspant: WA
FROM:  Project: DSBS Tor " Peoject: 9 o
Tk 12 * Tk .{ m-_
Ao 8 3455 * hward: q S
Division: INFORNATION MANASEMENT SYSTEMS AND SERVICES (MSS) GROLP Dwesn: 4 Vakdazon - Bot Dose
Jastfications:
6 Wy are these Costs beng trsfemmed and how do they satidy the gurpose and terms of the xcoost ben transerred to? Factng - Pendeg freparer-
T
- [ T —
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Task Links Processing Buttons
Validation

The validation process is required before the CTR can be routed to the next Approval Level. This process
confirms the TO and FROM PTAs are chargeable, the expenditure item dates are valid, and the expenditures are
allowable on the TO PTA.

1. Select Validate button from the Task Links section, then OK from the Message:

Message from webpage

\ ? ) You are about ko submit a process to validate the expenditure items for tis cost transter request, click OF to Submit, or Cancel to stay on this form,

] Cancel |

2. After clicking the OK button, the following Validate Request form is displayed. Once completed (see
Phase column) check the Comments column. If the Comments column displays Passed, return to the
Justification form, for further action. If the Comments column displays Failed, review the error on the

Expenditure List by clicking on the Failed link. If you have questions, contact your accounting specialist in
Central Finance for assistance.

Non-Labor Requests Labar Reguesty

Reguest Ust > Justification form > Submit Request

Validate Request

Mtfiatonram | peesh
ou et sbentind an Cracle process (Request i = SS02Z) © valcite the eperditre e n Requist CTRODIGS. The Silowrng uble will ceplay e uming $28. after e process S0 o nun. Y
tan confirue % work and et e process nun at e adkground. You wil recesve an emad f here & nvalid experditre Rems or e process tahes more han 2 mins b compiee
Validate Request
Roguestho. (oncareet)D Userdome  Phase  Stahs  Submitted Rart Tene fnd e Roguest Mode  Comments
(R W08 Corped Nomal  BMEABERH DMAQLERS PMR-0ERBY% VEN Paisic

f1.1
L}
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View/Print Form

The View/Print Form generates a PDF version of the justification form. A draft and final version can be generated
and printed.

1. Select View/Print Form from the Task Links section.

Request List = Justification Form > Print Hardcopy
 Print Hardcopy

Justification Form Draftversion |  Final version

Click on 'Draft Yersion' button to carefully review and make all necessary changes to the Justification
Form.

Click on Final Version® button to print the FINAL version of the Justification Form to obtain PI or
Division Chair's wat-ink approval signatures.

IMPORTANT : After the Final POF version |s generated, no further changes can be made to the
Justification Form,

Attachments

Attachments may be viewed/opened by those who have access to the CTR. Most document types may be
attached (e.g., .pdf, .docx, .xIsx, .msg, etc.). If the CTR is high risk, the signed Justification Form must be
attached.

To attach documents associated with the CTR, click on Attachment within the Task Links.

1. Enter the Subject and click on Browse. Once the file is located and chosen, click on Attach File.

Request List > Justification Form > Attachments
- Attachments for Request CTR-00023

s

cancel | Attach File |

* Subject: I

* File Name: | Browse...

2. The attachment is saved within the CTR. To view the attachment, click on the name link in the Name

column. To remove the attachment, click on the Delete icon m

Request List > Justification Form > Attachments
~ Attachments for Request CTR-00023 e —r————
cancel | Attach File
Name - Subject ~ Attached By  Attachment Date Delete
CTR-00023 Justification.pdf | Justification Form 09-APR-13 i
1-1
* Subject: |
* File Name: | - _Browse.. I
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Route for Approval

The Routing Log displays all the Approval Levels and Approval Groups required for the CTR. Once an action has
been performed the name of the person performing the actions, the action, and the date are populated on the
applicable action line. The Approval Level will vary for each CTR based on the preparer’s role, the TO and FROM
PTA, if an Equipment expenditure type is being transferred, and if the transferred expenditure(s) is subject to
Federal Cost Transfer policy (i.e., high risk).

Each Approval Level requires the user to select an Approval Action and Next Approver. Select the Approval
Action and Next Approver from the dropdown lists. Selections for both dropdown lists will vary based on
Approval Level and User Role.

A comment may be added to the CTR in the Comments section of the Routing Log. Anyone with access to the
CTR may add a comment. The comment, the name of the user who created the comment, and the date and time
are all saved and are viewable by anyone with access to the CTR.

-"““ L sl Rocuests T
Resquest List > Justification Form > Request Routing
| Riisting Log - CTR-00047
_Gncel |
From PTA:
To PTA:
Risquest Status:
Mt Approssal Leved: From PTA Frst Reveew Parsct Approvall Group: Cordrolier's Offce Revers 2
_* Agprovd dction: [ Select- 5] T haset Apyproer: [ Select - -]
Tendeabon, el e, n—
Approval Level Approval Group Hame ~Approval Action  Approval Date
Preparer Pregarer . - =
Cognzant Admin Cognigant Admn
Fl Pl
Davigicn Chair Davsinn Chair
From PTA Frit Riview | PA R
To PTA Certifed Level 2 | PA Certfier 2
Comments
Savik Comrmarity |
Saved Commenis:
Comments:

NoOTE: The Routing Log will display the following message if the current Approval Level/Group
is either Cognizant Admin or Pl:

By approving this justification form, [ certify, to the best of my knowledge and belief, that the information contained in this document is
accurate and reasonable.
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Processing Request for Central Finance

The CTR is routed through the appropriate Central Finance processing area. If the CTR contains the expenditure
types of Equipment-Caltech, Equipment-Govt, or Equipment-Other Owned the CTR will first be routed to
Property Services. For all other expenditure types or after approval by Property Services, the CTR will be routed
to the Controller’s Office or Post Award Administration based upon the TO and FROM PTAs. At each point of the
approval process an email is generated and sent to either the appropriate Approval Group or the specific name
selected when the CTR has been routed.

NOTE: Updates to the CTR can no longer be made (except for adding comments to the comment section of the
Routing Log) once the CTR is routed to Central Finance.

Receive Request

The CTR is accessible from the Request List, i.e., the first form displayed when logging into the Cost Transfers
application. If the CTR was routed to your Approval Group, the Request Status column will have the Pending
details in blue. If the CTR was routed to you, the Request Status column will have the Pending details in Red.

Request List
Inckade: ¥ pendng ™ Completed I Resect

Al Go| [acors| [ (eatsbewRsgest |

Reqgest + Attach Ussae . Leansfer  YValidation Incltxp,
Number Request Status  Urgest AtLachment sehl Qverspent 290 Days Total Status prev.xird
Pendrg-Lontroliee's
Crao0es ‘tfce Favew | & WA Na Qs Passed
Pending-Contyoler > 4 = s
CRo016s  Office Revew | { m ~ ) WA s 200 Piied
toler's T ——— )
' Perdng(on ; g aidated
; (oIS Offce Pevew | v NA NA 695 Not vaicited

If the CTR contains the Usage Split icon ( - ) there is at least one expenditure that must be split, using
Expenditure Inquiry split functionality in Oracle prior routing the CTR (not applicable for Property Services). The
justification form will display a message indicating a split is required. The expenditure(s) may be viewed by
clicking on the Usage Split icon (which will open the Expenditure List) or select the Expenditure List from the
Task Links section of the Justification Form.

If the CTR contains the Attachment Icon ( B9 ) there is at least one attachment. The attachment(s) may be
viewed by clicking on the Attachment icon (which will open the Attachments form) or select the Attachments
from the Task Links section of the Justification Form.
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Review, Route and Submit Request

Begin the review, approval, routing and submission to Oracle processes by retrieving (opening) the Justification

Form, by selecting the CTR from the Request List.

1. Retrieve the CTR by selecting the pencil icon /

e

Inchade: ¥ pendng I Completed [ Repct
72 | G| [actos| _CmateewRegest |
Regqoest Usaae Iransfer  Vabdation Incling,
pambeyr Request Status  Urgest  Attachmest Salil Qverspent > %0 Days Total Status Prev.xind
PendngLontrolier
PO CROOXS  Office Review 172 Wi Na s Pazed
. Pendng-Controler
3 c)nms Office Review Q] < NA Yes 200 Pased
o
» Perdng-Controller’s / r
J st b/ WA NA #e Nt valdated
@ Ron-Labor Requests
Reguest (52 > dastfication Form
e (o)
Reguest Rember: CTR 00029 Raguent $Utwx Pending Preparer prr—
Reqoest Totak $382.45 Itra Award Transter: WA Ciins )
Overspent: WA > 90 Dayx WA VeniPree Fomn
Vakie
FROM:  Project: NSSBS T et 3
Task: 12 * Takc - Reqared Steps
A GODGE * pward: '\ Mefcren - Dooe
Dovision: INFORSATION MANAGEMENT SYSTEMS AMD SERYICES (IMS5) GROLP Dvison: 3 Vakeatos - S0t Dose
Jestfcations:
6 Wiy are these costy being transferned and how 0o they Satisty the purpose and beres of the account being transterred to? Ratng - Pending Prepirer-
Pssite
B T —

The applicable justifications question(s) and answer(s) are displayed in the Justification Form.

Note: The following message is displayed, in the Justification form, if an expenditure item requires

splitting.

This cost transfer includes one or more Usage split iterns, Either the split hasm't yet been completed in Cracle, or the Cracle splt amount does not
match the user's request, Please go to the Expenditure List page to see the detais.
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Processing CTR with Split Item

Select the Expenditure List button, in the Task Links sections of the Justification form.

' won-Labor Aogeests

e LT = et st formn = C40 Regeeest 11 L
AR Rt AT A
The reguent huas 108 wnage Bars that reed 20 De 1R 0 Orace Before prooeading, O T Cracl 1p Smount S0 1ot Agrm Wi mguntad R amoune.

Argarst Mussbey: CTR 000
From PTA POSVON-2.J 01 <020

AT —

Sattesten b || 5:5 1)
Farmed Uwer 28 Trasalwroed e L L Lrmanac tian Al.'n Imuhc w "

ass Ry Saln Calsgory Tyt wwre leasa s0

O l T wacormeracatons Reamsery - (b Mhoce
oec o Waer o Narvn Rt Sememarped Oharge W MOV -
reseis v N w P :':: o of g »n A 2057 Mo Cal Castmd Por Dot 138y b aan L

N L (omntact e a ke lere B4

-

The expenditure item(s) that require splitting will designated with a caution icon A in the Wait for ORA Split
column. Process the split in Oracle using the Expenditure Inquiry form. After closing the Expenditure Inquiry
form, return to the Cost Transfer application and click on the Replace Split Item button. The original Transaction
ID will be replaced with the new Expenditure ID, created in Oracle.

Task Links Processing Buttons

Expenditure List: Use to view the expenditure(s) that will be transferred.
Attachments: Use to view the attachment(s) linked to the CTR.

View/Print Form: Use to view a printable (PDF) version of the Justification form.
View Validation: Use to view detail of the validation concurrent request.

NoOTE: The validation process confirms that the TO and FROM PTAs are chargeable, the expenditure item dates
are valid, and the expenditures are allowable on the TO PTA.

Route for Approval: Use the Routing Log form to Approve, Return or Reject the CTR. A comment may be added
to the CTR, in the Comments section of the Routing Log. The Comment, the name of the user who created the
comment, the date and time are all saved are viewable by anyone with access to the CTR.

If the CTR is at the last Approval Level of the approval hierarchy, the Approval Action options are Return, Reject,
and Submit CTR.

Son-Labor Raquests ! : !

Request List > Justification Form > Request Routing
- Routing Log - CTR-00047

From PTA:
To PTAC

Request Status:
WWMW mem‘m'-l
< npproval Action: [-Seect- 5] Gt Approver: [“Sbct- B D
Mm -—\Wﬁ;um
Prepares Preparer - . -

Cogoant Admin Cognizant Admn
Pl M

Dwsion Char Dwvson Ohar
From PTA Frst Review PA Revewer

To PTA Cortfiad Level 2 PA Cortfiar 2
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Labor Requests

Campus Finance

The Labor Request will:

= |dentify cost transfer requests subject to the Federal Cost Transfer Policy (i.e., high risk), thus ensuring
the appropriate justification questions are completed and proper approvals are obtained (see Cost

Transfer Policy in appendix A) and

= Allow transfers to more than one PTA.

The Labor Request will not:

=  Process Expenditure Type (E-type) changes nor

= Process Non-labor Requests.
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CTR Creation & Processing Steps for Labor Request

Creation

Preparation in
Oracle LD Module

LD Batches

Build Justification
Form

Submit Request

Processing (Central Finance)

Receive Request
Review Request
LD Admin

Submitted for Oracle
Procesing

e Create LD Batch in LD Module
e Assign Cog Admin
o Add/Split

e LD batches load automatically to CTR

e Choose Pl and DC, Justification questions
e Route for approval

» Approve/Return/Reject
¢ Submitted to Central Finance

e Project Accounting

e Approve/Route/Return/Reject

¢ Approve/Route/Return/Reject

¢ Nightly Processing
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Approval Levels, Groups, Actions, and User Roles

Each CTR creates a hierarchy to ensure proper approvals and routing to the appropriate processing areas for
review. This hierarchy consists of the Approval Group and Approval Action based on the user’s role. The creation
of the hierarchy is used when the CTR is ready for the next step (see Routing section).

Approval Groups
Cognizant Admin
PI
Division Chair
PA Review

PA Certified Level 2

Approval Actions

Submit — Route for Pl On-line Approval: Used to route the CTR LD batch for the PI’s on-line approval. Upon
submission, sends an email to the next approval group.

Submit — PI/DC Approval Attached: Used to route the CTR LD batch to Central Finance. The Justification must be
signed by both the Pl and Division Chair and the scanned document attached to the CTR. Upon submission,
sends an email to the next approval group.

WIP — Assign to Me: Used by Post Award Administration to indicate they have grabbed the CTR LD batch for
review.

WIP — Reassign to Group: Used to release the CTR LD batch if it had been previously grabbed.

Approve: Used in central finance to route the CTR LD batch to the next Approval Group. Upon approval, sends
an email to the next approval group.

Return: Used to return the CTR LD batch to the Cognizant admin for additional information. The expenditures
are still linked to the CTR and may not be selected by any other CTR. An email is sent all who have taken action
on the CTR LD batch.

Rejected: Used to essentially void the CTR LD batch. The Cognizant admin receives an email that the CTR LD
batch has been rejected, the CTR may not be updated and the expenditures are released and available for
transfer by a new CTR after the LD admin deletes the batch in the Oracle LD Module. An email is sent all who
have taken action on the CTR.

Completed: Used to indicate the CTR has been sent to the queue to be processed overnight. An email is sent to
the preparer and cognizant admin who have taken action on the CTR LD Batch.
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Cost Transfer User Roles

Campus

Preparer: The Preparer, typically a Grant Manager or Admin Assistant, creates the LD batch in the Oracle LD
module. A Preparer can see only their own CTR LD batches. A Preparer may attach pertinent documents and
route the CTR LD batches to a Cognizant Admin for approval before the CTR routes to Central Finance.

Cognizant Admin: The Cognizant Admin has the same capabilities as the Preparer. In addition, the Cognizant
Admin can also see all CTR LD Batches for their Organization and can submit the CTR LD batches to Central
Finance.

Principle Investigator: If an expenditure(s) on the CTR LD batch is high risk, i.e., subject to the Federal Cost
Transfer Policy, then approval is required by the Principal Investigator (Pl) and this user role gives the Pl access
to the CTR LD Batch in order to approve.

Division Chair: If an expenditure(s) on the CTR LD batch is high risk, i.e., subject to the Federal Cost Transfer
Policy, then approval is required by the Division Chair (DC) and this user role gives the DC the Pl access to the
CTR LD Batch in order to approve.

Central Finance

PA Reviewer: The PA Reviewer receives the CTR, from campus. The CTR is reviewed and the appropriate routing
action is selected.

PA Certifier 2: The PA Certifier 2 receives the CTR from the PA Reviewer. The CTR is reviewed and the
appropriate routing action is selected.

View Only: The View Only role allows the user to view all pending and completed CTRs. The user of this role
would typically be PA Accountants and Internal Audit.
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Creating a LD Batch in Oracle LD Module

Preparation

The Preparer, typically a Grant Manager or Admin Assistant, creates the LD batch in Oracle LD.

No changes in Distribution Adjustments:

01-FEB-2013 28-FEB-2013

usbD
AROQICB.NE 7.5LM 226.60 083 L= Professorial Faculty (2,266.61) =
BIO.01000 27 5,000.00 18.0 Professorial Faculty 2,I]l]l].l]l]| 88.24
PMTLOFFSET [1.Mayo 1.437.01 5.19 Professorial Faculty 266.61) 11.76)
SLM.CHAIR 1 15,336.44| 554 :
SLM.NSSEFF1 {1 2,266.61 8.19
SLM.NSSEFF1 |1 2.266.61 8.19 = -

[ » ] »
27 666.67 | 100.00 000§ 0.00
e Dietails =] Freaze Zat
Cancel

1. Enter the Batch Name.

2. Click OK.

O Submit

Batch Mame  I=E]
werride Date !

Distribution Adjustments for Person
OO XXXXXX , Assignment 1234567890
Currency USD between 01-FEB-13 and 28-
Comments (41 Kk

-
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3. Select the Cognizant Administrator from list of values.

4. Click Save.

This adjustment batch contains transaction/s with GL dates over 90 days. 90 day deadline 05/31/2013 has
passed. This will require a Cost Transfer Justification form.

If this
do not

The Cognizant Administrator will receive notification via e-mail that the adjustment has been entered. The
Cognizant Administrator will need to log on to the Cost Transfer System to complete the justification process.

CTR LD Request List

Login to the access.caltech home page and click on the Cost Transfer link.
1. Select the Labor Request tab.
2. Selecting Labor Request will navigate you to the LD Request List.
3. Use the Include check boxes to group/filter the request list.

4. The LD batches that require action from approval group are identified by the red text under Batch

Status.
CALTECH cost Transfer Home Help Exit Logout All
(Nnn-Labor Requests ' Labor Requests
LD Request List <y~ 2
D Request List
? ]
Include:| [“Ipending [Jprocessed [peleted [CILD Approval Completed/Rejected
A &) Ceee)
LD Batch Name Bakch Status Preparer Cognizant Admin Employee Over 90 Days Overspent PDC Flag Amount Attachment LD Process Flag
Pending-
Cogrizant
7 D1-BBessex32AT-0R1S-13  AdminShu Bosse, Barbara s, shighuang (steve)  AMErSEN, Yes No - 45000 1]
b Faye Richard A
Shizhuang
(Steve) = 4
Pending-
Cognizant M Steph
S testd Admir-Sh, Irwin, CarolH  Shu, Shizhuang (Steve) 1470, 2Lepnen Yes Mo - 26.60 @
A L (Stewe)
Shizhuang
(Stewa)
1-2of2
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Building Justification Form

The Justification form is the hub of the CTR. It contains three distinct regions or sections:

A.

Justifications: Contains the TO and FROM PTAs, action buttons (Cancel and Save), and Justification

question(s) The Justification form is auto populated with the TO PTA and FROM PTA information from
the LD Batch created in Oracle.

Task Links: Contains processing buttons.

Notes: Allows the user to send an email about the CTR. The email is not saved in the CTR. This may be
used if the cognizant would like a pre-review prior to submitting the CTR to Central Finance.

Yf Labor Requests

LD Request List = LD Request Justifications

Non-L abor Requests

LD Justification for testd { Task Links 3
-tancel -Save
- - Bttachments
LD Batch Name: test4 Request Status: Panding-Cognizant Admin - 00 XXX ——
Vi Print Farm
LDA Preparer; skeskesss Employee; Agza Bbbb
Over 90 Days: Yes Overspent: o ——
I 4 |Notes
*Cognizant Acmin: \ 0K XK V\ !

. ) Send Mal about this request to 3
PL : ) Division Chair I:IQ coleague. Emals are not saved

by the Cost Transfer System,

From PTas
Begin Date  End Date PTA Drganization Expenditure Type | Amount | %
OLFEB-13  28-FEB-13 | ARDICBNETWORK-7.SLMAUCSBICE3R | Chemistry Adminstration | Professonid Faclty | 226,60 | 100
226,60 | 100
1-1

ToPTAs
Begin Date  End Date PTA Organization Expenditure Type | Amount | %

OLFEB-13 2B-FEB-13 | RAA.O027-1-NTH.AREASEVEN Biokoigy Adriristration — Professorial Faculty 2660 | 12
OLFEB-13  2BER-13 | AROICBNETWORK-Z.SLMAUCSBICESR | Chemistry Adminstration  Professorial Faculty | 200,00 | 88
226,60 | 100

1-2

Justifications
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1. (a) Choose Pl and DC from the list of values (b) Enter answers for the Justification question(s) and

(c) Click on Save.

,

L0 Request Lkt > LD Reguest Rustifications

LD Batch Name: test Recuaest Gtatin: Pendng Cogricant Admn - X0 o
LDA Preparey: $1344114 Employee: Adda 5000
Over 90 Days: Yes Overspent: o
*Cogrezant Amin: 000 000 0
PI: aked ogh 4 e Owion Char: agh A=
MM uml < ﬁi ! m *mm mw %
DIFEBY3  ZBFEB1) m:fwm7uumm Cremeny Adwetaton  Pofso Rty 2680 300
2080 100
1-1
BegnDate End Date PIA | Ogewaton  Dgedtue Type Avowt %

OLEBI) ALY MACOKMIOUMEASVEN  DobgyAdwntion  PolwowRclty %40 12
OLAEB | DREB)  APOKBAETWORGTSUMKSBKER® Cwneny Adwetuton Poksowfalty 2000 8
2080 100

1-2

POC Flage:

Ows Om /
*1 - Why wins this mperne onginally charged to the account from whwch it s now being transfemed?
mmmn Cutrbuton Adustrnts &r Paeion Mayo, Stechen L (Stiwe), Adagrewnt 11141130,
Mm@bﬂn‘nmmu nd 2056813

’2 mmnmubumnn

(how does the account berefit and wnhwmm‘b
,G)W!EQD wbwmmmn (Stewe ), wmm)m 10
|Cunercy U0 between OLFED- 13 and 20468-13

3 ey adbtrral dormation 10 gt tranfe from oversgent swand?

4 - Why &5 this cost tramfer being transferred more than 90 days after the original date
the transaction was recorded?

1CT) FORM REQTD - Dwtrbution Adustments for Person Mav, Sheghen | (Steve), Atsgrement 113413-10,
mmmmmu d 0FE8-13

4« What cormective action has boen taken to ebminate future reed for cont tranfers of thes type?

(T FORM + Detrbution Adpstmants £ Peeson Maya, Staghen L (Stewe), Assgrment $153418.10,
(Cunercy S0 QL4E813 ard 20FE8-13
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2. When the Justification question(s) have been completed and saved, additional task buttons appear on

the Task Links.

Non-Labor Requests

f Labor Requests

D Request List > LD Request Justifications

LD Justification for test4
LD Batch Name: testd Request Status: Pending-Cog
LDA Preparer: skkeeesss Employee: Aaaa,Bbbb
Over 90 Days: Yes Overspent: No
*Cognizant Admin: \ YK, XX ¥

From PTAs

Begin Date  End Date PTA Organization
OL-FEB-13  26-FEB-13 | ARCICE.MNETWORK:7 SLM-UCSE.ICB3E | Cheristry Administration

To PTAs
Begin Date  End Date PTA Organization
D1-FEBF13  2B-FEB-13 | RAA.DO0ZT-1-NIH.AREASEVEN Binlogy administration

DI-FEB-13 | 28-FEB-13 | AROICB.NETWORK:7SLMHICSE ICE3B | Chemistry Administration

lustifications

PDC Flag:
Oves O

nizant Admiri- X006 X0

PL: Q Division Chair: q

Expenditure Type = Amount
Professorial Faculty 226,60
226.60

Expenditure Type = Amount
Professorial Faculty 26,60
Professorial Faculty 200,00

226.60

*1 - Why was this expense originally charged to the account from which it is now being transferred?

CTIFORM REQD - Distribution Adiustments for Parson Mayo, Stephen L (Steve), Assignment 111
Currency LSO between O1-FER-13 and 23-FER-13

3411-10,

*2 - Why should the charge(s) be transferred to the proposed receiving account
(how does the account benefit and why are the charges allowable & allocable)?

CTIFORM REQD - Distribution Adiustments for Person Mayo, Stephen L (Steve), Assignment 111
Currency USD between 01-FEB-13 and 28-FEB-13

3411-10,

3 - Any additional information to support transfer from overspent award?

100
100
1-1

12
93
100
1-2

Task Links

Attachmerts
Yiew/Print Form
Raute for Approval

 Notes

Send Mal shout this request to a
colleague. Emals are nat saved
by the Cost Transfer System,
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Task Links Processing Buttons

View/Print Form

The View/Print form generates a PDF version of the justification form. A draft and final version can be generated
and printed.

Select View/Print from the Task Links section.

Non-Labor Requests Y Labor Requests

LD Request List = LD Request Justifications > Print LD Hardcopy

Print Hardcopy

LD Justification Farm ][ Draft \arsion ][ Final ‘ersion

Click an ‘Draft Version' button to carefully review and make all necessary changes to the Justification Farm,

Click an 'Final Version' button to print the FINAL version of the Justification Form to obtain PLor Division Chair’s
wet-ink approval signatures,

IMPCRTAMT: After the Final POF wersion is generated, no further changes can be made to the Justification
Form,

Attachments

Use the Attachment button, on the Task Links section, to attached relevant documents, associated with the CTR.
Most document types may be attached (e.g., .pdf, .docx, .xIsx, .msg, etc.). The attachment may be
viewed/opened by those who have access to the CTR.

1. Enter the Subject.
2. Select Browse.

3. Once the file is located and chosen, select Attach File.

' Non-Labor Requests ¥ Labor Requests

LD Reguest List > LD Request Justifications > LD Attachments
Attachments for Request testd

* Subject: | |
* File Name: | |[ Browse... |
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The attachment is saved within the CTR. To view the attachment click on the name link in the Name column. To
remove the attachment click on the Delete icon ( i} ).

MNon-Labor Regquests f Labor Requests

LD Request List > LD Request Justifications > LD Attachments
Attachments for Request test4

[ Back ][ attach File |

' Name Subject | Attached By Attachment Date Delete |
|d justifcation guery-rk3.pdf | test4 311013 i
. 1-1 l
* Subject: ||
* File harne: | [ Browse.

Route for Approval

The Routing Log displays all the Approval Groups required for the LD Approval. Once an ‘action’ has been
performed, the name of the person performing the actions, the action, and the date are populated on the
applicable action line. Each Approval Group requires the user to select an Approval Action. Select the Approval
Action from the dropdown lists. Selections for dropdown lists will vary based on Approval Level and User Role.

Comments may be added to the CTR in the Comments section of the Routing Log. Anyone with access to the CTR
may add a comment. The comment, the name of the user who created the comment, and the date and time are
all saved are viewable by anyone with access to the CTR.

Non-Labor Requests ¥ Labor Requests

LD Request List > LD Request Justifications > LD Approvals
LD Approvals

LD Batch Name: test4 Request Status: Pending-Cognizant Adnnin - 30008 X000
LDA Preparer: ke Employee: Aaaa Bbbb
Over 90 Days: Yes Overspent: No
Next Approval Groun: PT
& Approval Action: |- Select - v
Approver Group Name Approval Action | Approval Date
Preparer Skl Submit 30-JUL-13
Cognizant Adrnin Sk
= FkdckkkR
Division Chair belaislalataiaoial
P& Reviewer P& Ernail Box
P& Certifier 2
1-6
Comments

Saved Comments:

Comments:
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Processing Request for Central Finance

Once the CTR has been routed to Central Finance, updates to the CTR may not be made, other than comments
added to the comments section of the Routing Log form. The CTR is routed through the appropriate Central
Finance processing area: either the Controller’s office or Post Award Administration based on the TO and FROM
PTAs. An email is generated and sent to the Approval Group or the specific name selected when a CTR has been
routed.

Receive Request

The CTR is accessible from the LD Request List form. If the CTR was routed to your Approval Group, the Request
Status column will have the Pending details in blue. If the CTR was routed specifically to the person logged into
the Cost Transfers application, the Request Status column will have the Pending details in red.

¥ Non-Labor Requests ¥ Labor Requests ( Setup

LD Request List
LD Request List

Include: Pemdlng Cprocessed Coeleted LD Approval Completed/Rejected
-~
v ‘ | [ Actions ]

=] VRUW text contains 'testd’ %

LD Batch Name Batch Status Over 90 Days Overspent PDC Flag Amount Attachment LD Process Flag B Da‘tg‘ Creation Date
7 testd Pending-PA Reviewer- Yes No - 26,60 @ - 31-UL-13 30-JUL-13
o TEST4 PR Ves Mo - 266,61 & 30013
1-20of2

If the CTR contains the Attachment icon ( Al ) there is at least one attachment (view using the Attachment
button from the Task Links section, in the Justification). The attachment(s) may be viewed by clicking on the
Attachment icon (which will open the Attachments form) or select the Attachments from the Task Links section
of the Justification Form.

Review, Route and Submit Request

Begin the review, approval, routing and submission to Oracle processes by retrieving (opening) the Justification
form, by selecting the CTR from the Request List.

Retrieve the CTR by selecting the pencil icon ( 4 ).

¥ Non-Labor Requests ¥ Labor Requests 1 Setup

LD Request List
LD Request List

Include: [“lpending Clprocessed [loeleted [ILD approval Completed/Rejected
~
R (G Coeiers] |

= ?RDW text contains test4’ ﬁ

LD Batch Name Batch Status Over 90 Days Overspent PDL Flag Amount Attachment LD Process Flag El Da‘te‘ Creation Date
) testa Pending-PA Reviewer- es Mo - 26,60 @ - 31-UL-13 30-0UL-13
S TEST4 B e Ves No - 266,61 & - - 30-IUL-13
1-2of2
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The Justification form will be displayed.

LD Request List = LD Request Justifications

LD Justification for test4

|

LD Batch Name: test4 Request Status: Pending-Cognizant Admin - X300 XXX
LDA Preparer: sswasssass Employee: Aaaa Bbbb
Over 90 Days: Yes Overspent: No
*Cognizant Admin: | 2000300 v
PIL: |Aaaa,Bbbbb |, Division Chair: Cccc.Ddddd
From PTAs
Begin Date End Date PTA Organization Expenditure Type

01-FEB-12 28-FEB-13 | AROICE.METWORK-7.5LM-UCSB.ICE3E | Chemistry Administration

To PTAs
Begin Date End Date PTA Organization
O1-FEB-13 2E8-FEB-13 | RAA 00027-1-MIH.AREASEVEN EBiology Administration

01-FEB-12 28-FEB-13 | AROQICE.METWORK-7.5LM-UCSB.ICESE | Chemistry Administration

Justifications

PDC Flag:
Ofes Omo

*1 - why was this expense originally charged to the account from which it is now being transferred?

Profiessorial Faculty

Expenditure Type
Professorial Faculty
Profiessorial Faculty

Currency USD between 01-FEB-13 and 28-FEB-132

CT1FORM REQ'D - Distribution Adjustments for Person Mayo, Stephen L (Steve), Assignment 1113411-10,

*2 - Why should the charge{s) be transferred to the proposed receiving account

The applicable justifications question(s) and answer(s) are displayed in the Justification form.

Amount
226.60
226.60

Amount
26.60
200.00
226.60

%o
100
100
1-1

Yo
1z
a8
100
1-2

Task Links

Attachments
“iew Print Farm
Route for Approval

Notes

Send Mail about this request to a
colleague. Emails are not saved
by the Cost Transfer Systemn.
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Appendix A - Cost Transfer Policy

Caltech Policy for Cost Transfers to Federally Funded Awards
Issuing Authority: Office of Research Administration
Last Updated: September 15, 2015

Scope

This policy sets forth the California Institute of Technology's requirements for transferring costs after-the-fact to
a Federally funded sponsored project. The policy has been established to ensure consistency with other Caltech
policies and compliance with the requirements of the Office of Management and Budget (OMB) Uniform
Guidance in 2 CFR, Part 200 (Uniform Guidance) or OMB Circulars A-21 and A-110, as applicable. Ideally, all costs
should be charged to the appropriate Federal grant, contract, cooperative agreement, or subaward when first
incurred. However, there are circumstances where it may be necessary to transfer expenditures to a Federal
award subsequent to the initial recording of the charge.

Caltech is committed to ensuring that cost transfers are made in accordance with Federal and agency
regulations and Caltech policy. To comply with these requirements, after-the-fact transfers of costs from a
Federal or non-Federal award to a Federal award require confirmation that such costs are allowable, allocable
and benefit the receiving award. Timeliness of such transfers, along with thorough explanations of the
circumstances, is critical to support the allowability and allocability of the costs, in addition to demonstrating
stewardship of Federal funds.

Definitions

Allocable Costs: A cost is allocable to a particular Federal award or other cost objective if the goods or services
involved are chargeable or assignable to that Federal award or such cost objective in accordance with relative
benefits received. See § 200.405, Allocable Costs, of the Uniform Guidance.

Allowable Costs: Costs must be necessary and reasonable for the performance of the Federal award, be
allocable, conform to any limitations or exclusions in the Uniform Guidance or the Federal award, be consistent
with Caltech policies and procedures, receive consistent accounting treatment, be determined in accordance
with Generally Accepted Accounting Principles, not be claimed as cost sharing or matching for any other Federal
award, and be adequately documented. See § 200.403, Factors Affecting Allowability of Costs, of the Uniform
Guidance.

Cost Transfer: A cost transfer is an after-the-fact movement of costs (labor and non-labor) from a sponsored or
non-sponsored award to a Federal award.

Federal Award: Federal award is funding in the form of a grant, contract, cooperative agreement, or subaward
that a non-Federal entity receives directly from a Federal awarding agency or indirectly from a pass-through
entity.

Funding Source Award Number: The Funding Source Award Number (also known as the grant or contract
number) is the unique identifier within the Caltech financial system that designates a specific sponsored award;
by default, the Funding Source Award Number is the identifier issued by the sponsor. Multiple Project-Task-
Accounts (PTAs) can be issued to support a single sponsored award. The Funding Source Award Number for each
of those PTAs will be the same, which allows for roll-up of costs across several PTAs to a single sponsored award.
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Labor Costs: For the purpose of this policy, labor costs include bi-weekly salaries (administrative, research and
technical), monthly salaries (faculty, administrative, and research) salaries, as well as stipends and other
fellowship costs. Graduate assistantships and student wages are also included in labor costs.

Non-Labor Costs: Non-labor costs include, but are not limited to, subcontracts, materials and supplies, travel,
and equipment.

Reasonable Costs: A cost is reasonable if, in its nature and amount, it does not exceed that which would be
incurred by a prudent person under the circumstances prevailing at the time the decision was made to incur the
cost.

Policy

Ideally, all costs should be charged to the appropriate Federal grant, contract, cooperative agreement, or
subaward when first incurred. However, there are circumstances where it may be necessary to transfer
expenditures to a Federal award subsequent to the initial recording of the charge. Any cost allocable to a
particular Federal award under the principles provided for in this policy may not be moved to other Federal
awards in order to overcome fund deficiencies, to avoid restrictions imposed by Federal statutes, regulations, or
terms and conditions of the Federal awards, or for other reasons, except for those listed below.

Circumstances Requiring a Cost Transfer

Any time a transfer is initiated, the assumption is that the initial transaction was not recordedproperly. If
expenses are being transferred to federally sponsored projects, there will be considerable scrutiny of the
reasons for the transfer and of the justification for moving those charges. Auditors closely scrutinize the
allowability, allocability, and reasonableness of cost transfers and Federal research sponsors give attention to
the reason behind cost transfers from and to sponsored projects.

Federal requirements concerning the management of awards made to institutions such as Caltech limit the
circumstances under which costs transfers are allowed. Examples of typical circumstances where costs transfers
may be allowed are as follows:

=  Error Correction — May include clerical errors (transposition, typographical) or other errors identified
during the review of expenditure reports (labor distribution schedules not updated, purchase charged to
a PTA that was not the one that benefited, etc.).

= Reallocation of effort and other non-labor expenses where multiple projects benefited.
= Reallocation of shared services.

=  Transfer of pre-award costs — It is recommended that a pre-award account be established to prevent the
need for such transfers.

Overspent Accounts

Special provisions apply to cost transfers to Federal awards from overspent Federal awards. If an award is
overspent, there is a presumption that the cost transfer is being made solely to alleviate the overspending. Cost
transfers to Federal awards from overspent awards generally will not be allowed. An exception will be permitted
when the overspent project is closely related to the Federal project to which the costs are being transferred. For
the purposes of this policy, an account is overspent when at the time of the transfer, expenditures exceed
funding obligations made by the sponsor.
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Cost Transfer Deadlines

Cost transfers should be submitted as soon as the need for the transfer is identified. The deadline is 90 days
from the first day of the month following the month in which the charge is first posted in the financial system.
Cost transfer requests submitted after 90 days require the approval of both the Principal Investigator and the
Division Chair. These requests will be approved only when such requests detail acceptable extenuating
circumstances which prevented earlier identification of the need for the transfer or earlier submission of the
requests. These requests also must include a corrective action plan that identifies and addresses how the
extenuating circumstances can be reasonably prevented in the future.

Other Information

The cost transfer policy does not apply to transfers from a suspense account to a Federal award if the transfer is
processed within a month of the date when the cost is first posted.

Transfers between PTAs funded under the same Federal award (based upon the Funding Source Award Number)
are considered “intra-award reallocations.” These transactions are not “cost transfers” as that term is used
throughout this policy, except as may be required by the sponsor.

The full text of the Policy for Cost Transfers to Federally Funded Awards may be found at:

http://finance.caltech.edu/documents/15103/cost transfer policy rev 091515.pdf
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Appendix B - Application Administration

CTR users need to be setup in the CTR application. The Business users are setup by CT admin and the Campus
users are setup by Org admin.

CT Admin

CT Admin is the role for a super user who has access to setup and view all Org Admin users, Business users and
Campus users.

1. Click on the Create button to setup user.

2. CT Admin will have access to all user setup links.
To Setup a CT Admin:

1. Choose a Person from LOV.

2. Use the calendar to select a Start Date.

3. Click Create.

Superuser List > CT Admin Setup
<« 3

* Person: Testtest e 1 |Q

* Start Date: [01-Apr-13 e 2  |[S

|

End Date: | ]

4. Toend auser’s CT Admin Access, use the calendar to select an End Date.

Superuser List > CT Admin Setup

_ CT Admin Setup

| Cancel || Create |
* Person: {fm,mt - -]C\
* Start Date: [01-Apr-13 | E2

End Date: 30-Apr-13 @ 4 |EH
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5. List of super users currently setup in the system:

Ao e ey 0

Superuser List
(o B . h_m—
/v G (Acors] [oexe] > CT Adrn
o O Admn
Full lame  StartDate  fod Date o N
S Testest 014R-13 0-4PR-13
) Testiest2 15-4R-13 '
2.ty 1546813 ;
7 oo 1S4R-13
Bt 154R-13
P 15%R-13
Org Admin

The CT Admin will setup an Org Admin (Organization Administrator) for each division. The Org Admin is
responsible for adding or removing division preparers and/or cognizant admins.

To Setup an Org Admin:

1. Choose Org Admin link from the User Setup list.

Superuser List
o .  User Setup |
- Actions Create
b afl ) I o CT Admin
|+ Org Admin
Full Name Start Date End Date & Busnass Usarg
o Campus Users

2. Click on the Create button.

8, UserSetwp
p o Go] [Actens| |Cowate|g— 2
. o CT Admn
& Oeg Admin
Fall Name Division /Drg Name Start Date  End Date ¢ Busness Users
o Campys Lkers
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3. Choose Division from dropdown list.

4. Search for and select a Person from the LOV.
5. Use the calendar to select a Start Date.
6. Click on the Create button.

7. Toend auser’s CT Admin Access, use the calendar to select an End Date.

T e 0

0rg Admin List > Org Admin Setup
W
=
* Division: | ENGINEERING and APPLIED SCIENCE DIVISION Je+—3
* Person: | Abed eigh |C|.1—4
* Start Date: |01-APR-13 | +— 5
End Date: | [ 7

8. When you have competed the setup, you will view an updated list of Org Admin users.

o abutots 1 Lo bemets 50

Org Adein List

Admin sved.

/v &

5 Full Name Division/Org Name Start Date  End Date

/' Abcdegh BI0LOGY DEVESION QLAPR-13

J ENGDEGING o APPUED SOENCE DO APR-10 44—
) P PHISICS, MATH ard ASTRONOMY DEVISION 1AL

b K mm STLOENT AFFARS GROLP ARl
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To Setup Campus Users

Each division’s Org Admin can only setup campus users for their division. e.g., the BBE Org Admin can only setup
users for BBE.

1. Click Create button to setup users.

0 Campus s

E
g
.
%
‘i
i
E

2. Search for and choose the user’s Name from the LOV.

3. Choose the Division from the dropdown list.

4. To setup the user as a Preparer, check the Preparer Role box.

5. To setup the user as a Cognizant Admin, check the Cognizant Admin Role box.

6. To setup the user as a Division LD View Only, check the Division LD View Only Role box.
7. Use the calendar to select a Start Date.

8. To disable a user’s access, use the calendar to select an End Date.

9. To suppress email for the user, check the Suppress Email box. Please note, however, that this will cause
the Cost Transfer application to not generate system email for the user.

10. Click the Create button.

gereyesy o 9

Caenpus User List > Campus User Setup
 Lampiss: Usiee Setup
‘m:-m’m ................................. E E T
* Division: | ENGINEERING and APPLIED SOIENCE DIVISION e
Preparer Role: [¢] #— 4 10

Cognizant Admin Role: [ 4——— 5
Dévision LD View Only Role: [ b~ f
* Start Date: [17:May-13 | —7

41| Page



Ca":eCh Cost Transfer Application - User Guide

11. When you have competed the setup, you will view an updated List of Campus users.

i Y ietg
LT Rl
— -
gt Bemtaph (i st Brpae  [ses Gdess (v (PWes sl Hatlale  [adeir S [eel
R = T
e — bt
) wnE i L] L] T
g wmiﬂ - - ST
LT L]

Business and Finance Users (Central Finance)

Research Administration Group

1. Click on the Create button.

] - (UserSetwp
v 1
pe. (] [acors] | [custe ] — S

Choose Role Group Name from dropdown list.
Search for and select the user’s Name from the LOV.
Use the calendar to select a Start Date.

Click Create.

To disable a user’s access, use the calendar to select an End Date.

N o u ks~ w N

To suppress email for the user, check the Suppress Email box. Please note, however, that this will cause
the Cost Transfer application to not generate system email for the user.

> Business User Setup
b

(el (Gese
* Role Group Name: P4 Certiier 1 v 2 T
* Name: | sbod sbed Q4¢3 5
* Start Date: 01-4gr-13 | e—4
el Date: Be—6
Suppress Emall: [] e 7
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8. When you have competed the setup, you will view an updated list of users in the Research

Administration Group.

il Y Y SeEtup
Business User List
e Setp
A
1. Business Lkers
Hame Bole Growp Fame(s)  StartDate  Emd Date  Suporess Email
T P Caetifer | D123
T oo D B Cartifir | 01-8PR-23 T
] Pk CovtiFor 2 01-8FR-3
' emamen Fil Certiier 2 DL-APR-13 4 8
e Fih Rt DL-2PRE3
o P ittt O1-BPR:E3
S M e, P Pty 01-5PR-03
1-Tof?

Controller’s Office

1.

N o u ks~ w N

Click on the Create button.

1. Business Lkers

Choose the proper Role Group Name from drop down list.
Search for and select the user’s Name from the LOV.
Use the calendar to select a Start Date.

Click Create.

To disable a user’s access, use the calendar to select an End Date.

To suppress email for the user, check the Suppress Email box. Please note, however, that this will cause

the Cost Transfer application to not generate system email for th

e user.

* Role Group Name: ortror's Offce Rerew 1 v b 2

¥ Name: | sbed e Q43
* Start Date: 01413 e
Erd Date: Be—6

Suppress Emal: [] ¢—o 7

]
o o]
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8. When you have competed the setup, you will view an updated list of users in the Controller’s

User Group.

Business Lser List

" -
v

mmhkmm@mmwmml'

Bkt Contraber's Office Revien |
e Do Contoaler's Offce P |

7 Eeeerm Controler's Office Revess |
J ot Corkraler's Office Beview |
_.:' 1] Controler's OFfice Revess 2
' mialm Contreler's Office Review 2

/" Vo e Contnaler's Office Peview 2

O1-4PR:03
01-4PR:03
01-APR-03
0 -aPR-13
0-APR-13
0-APR:03
LUE L k]

5

1. Busiress Lsars
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Appendix C - Cost Transfer Automated Emails

The Cost Transfers application generates automated e-mails based on various approval actions or Task Links
buttons:

Notify Next Approver Person: Notifies Next Approver, specified by name, that Request is ready for Approval
Action.

Notify Next Approver Group: Notifies Next Approval Group (approver not specified by Name), that the Request
is ready for Approval Action.

CTR Validation Completes Notification - without errors (Pass). The email is generated AFTER the Validation
process completes.

CTR Validation Completes Notification - with errors (Fail). The email is generated AFTER the Validation process
completes.

Submitted in Oracle: Notifies CTR Preparer and Cognizant Admin that the Request has been submitted for
processing in Oracle.

Returned for Rework: Notifies everyone who took Approval Action that the Request has been Returned for
Rework.

Rejected: Notifies everyone who took Approval Action that the Request has been Rejected.

Free Form Email: Submitted from the Task List, the is not saved in the CTR.
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Appendix D - Apex Functionality

The search results in the Request List may be modified in many different ways by utilizing the options available with
the Actions button.

Request List
Create New Regquest
n
7 | El Reports [1. FrimaryReport o] [[actions | <
Selact Col
Request Urgent Validation Transfer Attacl @ Slect Lolmns age Erom PTA To PTA
Number truent Status Total alit —_— e
(? Fitier A8 BIOGENESTS-
S cTRoo007 ot validated 569.68 & e
@ Rows Per Page 4
! » EHD.GRNMOD2-1-  AAS BIOGENESIS-
& TR0 assed Lk & [ rormat NIH.GRNIMOD2 1-NIH.GMOS7363
ﬁ Save Report
EHD.GRNMOD2-1-  EHD,P40VR11-1-
& CTRODOCS thsts =AY é - NIH.GRAMODZ NIH RRO15044
Help
Ei Daovnload ADW LIGO-
7 CTR-OO004 bt valicated 7,604.44 & C0.46.C MAA- 013
fa arEns MSFLIGO ALIGOEQ :

Select Columns: Removing and Reordering Columns

The Select Columns option enables you to choose and reorder the columns that you want to display in your
report. Select Columns opens a window in which you can:

1. Select the column(s) you would like to display or not display.
a. Use the Ctrl key to select more than one column at a time.
2. Use the side arrows to move the columns from Display to Do Not Display and back.

3. Use the up and down arrows to change the order of the columns.

Request List

Create New Request

A So| - _Actons |

- Select Columns

Do Not Display Display in Report

Intra Award Transfer : Request Number
Orig Project Id Batch Status
Preparer
Cognizant

Orig Task Id

Orig Award Id

Created By User Id

Created By Person Id

Created By

Last Upd By User Id

Last Upd By Person Id

Last Updated By =1

Roav¥Z
6 G

=l
Cancel Apply |
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Filter on Columns

The Filter option enables you to further fine-tune your search on the specific found set. Filter opens a window
that enables you to select the column on which you want to filter, the Operator for that search, and enter or
select the details for which you want to search.

Request List

Create New Request

™
/v | 6o

Actions |

‘? Filter

Filter Type @& column ¢ Row

Column Operator

Expression

Request Number d I:

[

Cancel | Applyl

You can also filter on a specific column by simply clicking on the column, which will open up a drop-down that

allows you to:
1. Sorton the column.
2. Delete the column.

3. Enter a search phrase.

4. Select the filter item from a list of values.

Request List

Create Mew Request

EI Repgrtgll Prml!'a_qjleport J Actions |
ransfe

h.
7~ |
Reqguest Validation
Number LG Status
7 CTR-000O07 Passed
7 CTR-O0006 Passed
7 CTR-0000S Others

r
Total\ From PTA /ttachment

569,68
—_ |
A48 BIOGEMESIS-1-MIH.GMO97 363
114,34 | 4DV LIGO-COL46,C. MAA-NSFLIGD, ALIGH
EHD. GRMMODZ-1-MIH,. GRMMODZ
IMSS . IBS-1.2-GB.IMSS
B, CTA-1-IPL. 1419429

EHD.GRNMOD2-1- @
MNIH. GRNMODZ

1,567.70
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Rows Per Page

The Rows Per Page option enables you to determine how many rows are displayed on a page. This is a great
option for creating a report that will be printed out.

[Request List
Create New Request
p=
v | Gol Achonsl
o S——— ~ Select Columns
Number Urgent status Attachment From PTA
{ Filter i -
7 cTroooos Passed r & EHD.GRNMEIJD[
~~ Rows Per Page [N
» 3
_’  CTR-00005 Others Format 10 *
15
> ' Lo} "
Ve CTR-00004 Iot validate E' Save Report 20 1
25
4 CTR-00003 Passed @ -1
- = | Help 50
100
7 CTR-00001 Passed _i Download 1000 2
All
1-50f5
Ounﬂetednﬂ;.mtl.ist
Format

The Format option enables you to format the report in a variety of ways.

Sort

Sort opens a window that enables you to select the columns on which you want to sort, and the order in which

the sorts occur.

1%
4
2L sort

Column

Direction Mull Sorting

1 | Request Number

J IAscending _d |Nu||s Alwiays Last_d

2 I Urgent

d Iﬂscending d INuIIs Always Firstd

3 I - Select Column -

= IAscending =] IDefauIt =

4| - Select Column -

=] IAscending =] IDefauIt =]

5 | - Select Column -

d Iﬂscending d |Defau|t d

6| - Select Column -

J Iﬂscending ﬂ IDefauIt ﬂ

Cancel | Apply |
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Highlight

Highlight opens a window that enables you to highlight both by row or column and for specific data, as specified
by you.

Request List

Create New Request
~
79 | 60| Reports[1. CTR- Urgent =] | Actions |

~~" Highlight

Name |

Sequence IlD

Enabled | Yes x
Highlight Type I Row 'l
Background Color I#FFFFQQ l:‘ yellow] [green] [blue] [orange] [red

TextCoIorI |:| yellow] [green] [blue] [orange] [red
Highlight Condition

Column Operator Expression
Transfer Total d |> J IlDDD
Cancel | Delete | Apply |
B saved Report = "CTR - Urgent" EE"4
Transfer Total = 1000 | M %
Request Validation Usage Transfer Intra Award
Number Urgent Status Split R Total Transfer Erom PTA
» -3 AAMA.COR-1-
" CTR-00009 Passed & 1,013.88 N/A e
» AGS.PIONEER-
" CTR-oo008 Passed & 126.00 No A aanT
» AAA.BIOGENES
" CTR-00007 Others & 569.68 No e
' CTR-O0OD6 Passed & 114.34 No SRR

MIH.GRNMOD2

Save Report

Save Report opens a window that enables you save your view formatting for re-use in the future.

H Save Report

Name |C‘I’R - Urgent

Description |Sor‘ted by Urgent CTRs

Cancel Apply |
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Upon saving, a list of reports will now be available each time you display the request list sort by ‘CTR — Urgent’
(example below).

Request List
Create New Request
0 . :
P | ﬂ Reports 1. Primary Report J Actions |
Default
. 1. Primary Repaort
_— Urgent Validation Private Status
Numb er Status
- - 1. CTR - Urgent
) Pending-PA Certified
./ CTR-00006 Passed Level 2
Reset

Reset opens a window to confirm that you would like to restore the report to default settings.

O Reset
Restore report to the default settings.

Help

Help opens a new window with help on the available actions.

Download

Download opens a window that prompts you to choose the report download format.

- jgDownload

Choose report download format:

=

csv HTML Email
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