Financial Transactions System
FiTS




FiTS

Financial Transaction System

Table of Contents
SECTION L: WH AT IS FlIT S 2o e e e e eaan 3
ACCESS TO THE SYSTEM .ottt ettt et e s e ene e e e eae e eneenenenas 4
INACEIVITY LOGOUT ....eeeeeieeeeeecee ettt et e e e et e e e e aaae e e e e eanaan s 4
SECTION 2: CREATING A COST TRANSFER ..o 5
STEP 1 — CREATE A COST TRANSFER vttt ettt ettt eeeeeeeeeees et eseeteaeeeeeeeeseeeeaenas 5
STEP 2 — QUESTIONS, ATTACHMENTS, COMMENTS w..ccouveiririreieieieieeseiseiseiseesesseseieeeseenees 9
STEP 3 = FINISH ettt ettt ettt et et e e s e e et e e et e e et eaeeneeenas 12
SECTION 3: STATUS SCREEN ... ottt e et eeeeeeeeaeees 13
SECTION 4: HISTORY SCREEN ....coveieiieeeieee ettt eeee e 16
SECTION 5: CREATING A REVENUE JV ... 17
STEP 1 — CREATE A REVENUE JV ettt ittt ettt et ea e e e e eanes 17
STEP 2 — QUESTIONS, ATTACHMENTS, COMMENTS ....ooviieieeieeeeeeeeeeeeeeeeeveee e 20
STEP 3 = FINISH ettt ettt ettt et et et ee et e et et eee e ese et ea et ese et eaeeeeaeeseeeeneaeenas 21
SECTION 6: CREATING AN INTRA-INSTITUTIONAL VOCHER (IV)....ccvvvvvveeeeee. 23
STEP 1 = CREATING AN IV ettt ittt ettt et e et e e e eanes 23
STEP 2 — ATTACHMENTS & COMMENTS ....vvveeeeeeeeeee e eeeeteeeeete et teeeeeeeeeeeeeseeeeeeeeeeeeeeeeeeeeeeans 27
STEP 3 = FINISH ettt ettt ettt e et e e e e e e et e e e e e et eeeeneeenas 28
SECTION 7: APPROVING/REJECTING A REQUEST ..o, 29

Page 2|32



F 1 TS
1 i
Financial Transaction System m

Whatis FiTS?

The purpose of FiTS (Financial Transactions System) is to allow users to electronically submit and process

documents within three modules: cost transfers, revenue journal vouchers, and intra-institutional
vouchers (IVs). Cost transfers are initiated for the transfer of an expense in full or part from one FOP to
another. Revenue JVs are initiated to move revenue from the department revenue clearing fund to the
appropriate FOP that generated the revenue and may also be used to record a reimbursement for an expense
(usually tax). Finally, IVs ate initiated by a revenue center to charge another TTUS/TTU/TTUHSC

department for goods or services.

This electronic system will be required for all cost transfers, revenue JVs and IVs with the exception of cost
transfers to re-classify (change) the account code or those which involve multiple chart of accounts (#bese requests

will need to be submitted with all approvals via electronic forms.) and approved Systens 1Ds processing transactions via Gateway.

*Note: Please refer to Texas Tech Operating Policy 62.27 and 65.04 for specific policy information.
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Access to the System

The URL to the system is http://FiTS.texastech.edu/ or may be found by clicking on the FiTS link under the
‘Finance’ section of the ‘A&F Work Tools’ tab in Raiderlink.

Access to the system to process cost transfers and/or revenue journal vouchers is available to any employees
with an active eRaider account. Users must request special access to process IVs. This request should be sent

to accountingservices(@ttu.edu. The request should include the revenue FOAP, uset’s Oracle ID, and approval
from the revenue organization manager or an alternate approver (as defined in TeamApp).

Inactivity Logout
The system automatically logs a user out who has been idle for over 35 minutes. A session clock is always

visible in the upper right-hand corner of the screen (see below).

Session inactive for 0 minutes
Remaining time is 35 minutes
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Creating a Cost Transfer

\

Welcome to FITS Create New Cost Transfer Create New IV Status History

Step 1 -Create Cost Transfer

After clicking on the ‘Create New Cost Transfer’ tab, the system will display two panels. The top panel allows
the user to search Banner transaction history to select specific charges to be moved to a different FOP. The
search results are limited to operating expenses (account type 70s). Movement of salary expenses (account

type 60s) requires a Job Iabor Change Form.

This section allows for a number of options to search for transactions, which include: Chart of Accounts,
Fund, Organization, Account, Program, Document 1D, and Transaction Amount (range). A Chart of
Accounts must be selected. After which, there are a number of combinations of parameter choices to make

finding the document(s) you need easy:

e Fund code and/or Organization code (along with any additional fields you choose).
e Account code and/or Program code (you must first specify a Fund or Organization).
e Document ID (you may enter all or a portion of the Document ID for searching).

e Transaction Amount (you must first specify at least one of the above).

Chart SelectChart ~ Fund Orgn Account Program
Document Id You may enter all or a portion of the Document Id for searching
Transaction Amount Transaction Amount To

After inputting your search criteria, you will use the Searvh button to display results. There is also a second

option to Clear Search, which clears any prior entries you have made.
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After completing a search, you will either receive a message that no documents were found for your criteria,

or you will be provided with a list of documents that you may choose to transfer. (See example list below)

DoC 1D FUND ORGN ACCT PROG DESCRIPTION AMOUNT TRANSFERRED PENDING ORIG TRANS DATE
CC12G998 16A085 C11000 781001 600 FY12 JV085943 379.40 0.00 0.00 05/10/2012 \fSeIecl /
CC12G998 16A085 C11000 781101 600 FY12 JV085943 " 106.85 0.00 0.00 05/10/2012 ’S'e]?cr;
CC12G998 16A085 C11000 781102 600 FY12 JV085943 916.00 0.00 0.00 05/10/2012 ["Select |
CC12G998 16A085 C11000 781075 600 FY12 JV085943 154.72 0.00 0.00 05/10/2012 Select |
CC12G998 16A085 C11000 781077 600 FY12 Jv085943 40.00 0.00 0.00 05/10/2012 [“Select |
CC12G998 16A085 C11000 781004 600 FY12 JV085943 : 15.00 0.00 0.00 05/10/2012 @:
CC12G998 16A085 C11000 781025 600 FY12 JV085943 944 0.00 0.00 05/10/2012 ("Select |
CC12G998 16A085 C11000 781075 600 FY12 JV085943 20.05 0.00 0.00 05/1012012 LSW;
CT000755 16A085 C11000 7N0013 600 595.00 0.00 0.00 09/15/2011 (“Select |
CT000767 16A085 C11000 7C0010 600 L 318 0.00 0.00 11/09/2011 [“Select |

[1-10/308]
1 131 » %

The results will display the resulting Document ID(s), FOAP(s), Transaction Description(s), Transaction
Date(s), and three Amount fields:

¢ Amount — Original transaction amount.

e Transferred — Portion of the original amount that has already been transferred to another
FOAP.

¢ Pending — Portion of the original amount that has been requested to be transferred to another
FOAP, and has not yet posted.

The list will default to show 10 records at a time but will also display the total number of search results in the
lower right-hand corner of the top panel. You may use the left ' and right " | arrow buttons to navigate
to the previous or next 10 records or move to the first 0 orlast | set of results. Your results may be

sorted in ascending » or descending - order for any column by simply clicking on the column’s header.

For each transaction you wish to cost transfer, you will click the Se/ecs button to the right of the
transaction. Itis not suggested to select transactions from multiple Funds or Organizations on one request,

as this may increase the number of approvals needed and delay posting time.)

When a transaction is selected, it is populated in the lower panel (example below). This lower panel
serves as the cost transfer request that will be posted to Banner (after meeting approval requirements).
The original expense details are provided on the first line, and the second line enables the user to enter

the transfer FOP information.
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A. The Document ID of the original document is displayed in the left-hand column.

B. A unique ‘Cost Transfer Request ID’ (a.k.a. “FiTS ID”) is generated each time a new
request is started in the system. This ID may be used to search for the document on the
history tab after it has been fully processed and posted to Banner Finance. This ID is
specific to FiTS and is different from the new document ID that will be assigned when
posting the document to Banner (CX#).

C. A document description is pre-populated and includes the original transaction’s Doc ID,
the fund the charge is being moved (To or From), and vendor information (if applicable).
If the cost transfer involves a grant or cost share fund, this description will also reference
the reason code, or purpose of the transfer (chosen on Step 2 — Questions, Attachments and
Comments). The reason code will apply to the entire request and as such will be appended to
all lines of the description.

The user will then select Edi to edit each line to provide the new FOP information of where each
charge will be transferred (see below). The next field allows you to input the amount you would like
transferred to the FOP you have entered. (This amount — combined with any other pending or posted
cost transfers associated with the selected document - may not exceed the original transaction
amount.) Once you have completed all fields, you will click Save and continue editing any additional

lines. A Cancel button is also available to clear any entry you have made.

CC12G6998 T

11A02 oo ed0ot gop  CC12G998 F 16A085 NO VENDOR g0 D 032r2013

*Note: FiTS pre-populates the defanlt Organization code for the fund entered; please ensure the FOP combination shown
15 accurate for the desired transaction.
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In the example below the top panel shows an original posted expenditure for 595.00, and the bottom
panel shows 495.00 of this amount being transferred from 16A085 to 11A002. You may also see the

reference of the original transaction’s Document ID:

Cost Transfer Select

Search FOBTRNH

Chant ¥ v Fund 1ADSS Orpgn CI1000 Account Program
Document i YOu May enter & O 8 DOMON Of e DOCUment iI R searching
Transaction Amount Transacton Amount To

Search Chear Search

0OC 10 FUND ORGN ACCY PROG DE SCRPTION AMOUNT TRANSFERRID  PENDING ORIG TRANS DATY
. - Seect
Crooorss wases  C110 00 QEISERVIN -AM SOC TRANNG ANC Sead
. Seect
» »
Transter Expendtures
ost Transter Reguest i1 CT000292
DOCID CHMART  FUND ORGN ACCY PROG DE SCRIPTION AMOUNT DI/C ORIG TRANS DATE POSTING DATE
CT0007SS Y 184085 ™NDO1) TO0OTSS T 11A002 NO VENDOR 495 00 04182013
CTO007SS Y 11A002 TNGO1) 000 CTO00795 F 14A085 NO VENDOR 4950 OU18201) o Oeiete

If you decide you no longer want to process a certain transfer in the lower panel, a Delete button is

available to remove this portion of the cost transfer request.

*Note: 1f your Cost Transfer only has one transaction selected and you delete the line, the entire request will be deleted,

including any question answers, comments, etc., and you will need to ‘Create a New Cost Transfer
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After your lower panel contains all cost transfer requests you wish to process, you will click on the second tab

‘Step 2 — Questions Attachments Comments’:

~

Step 1 - Create Cost Transfer Step 2 - Questions Attachments Comments Step 3 - Finish

This tab enables the user to provide important justification, comments, or attach documents for all approvers

to review the request and may be mandatory for certain types of cost transfer requests.

The first section under Step 2 is the ‘Questions’ section. Begin by clicking on the Edit Answers button

which will open up text boxes to answer each of the required questions.

CT000292
Questons

Save Answeny Cancel

Ansen

Prestae
g . Sy S, Spearar fee 10 PNave Cruck NOms 00 3 MOtwatoNN S006CH K Dres Sepanments AFISM Francal

Servces. and Aetcs

AFTSM focted T 0rgmal B and fOw B POrBON of The CONt 1§ Deng Yanaferred 1 ADvetcy

e Text boxes to allow answering all questions.
e Be sure to use the scroll bar to answer all questions in the list before saving your answers.

e After completing all answers, you will choose the Save Answers button or click Cancel to remove

any answers you have already provided and return to Step 1.

*Note:  If a grant or cost share fund is the To/ From fund on a cost transfer and the original document is greater than
90 days in the past, additional questions will need to be answered on tab “Step 2”. A Department Chair and Financial
Manager must approve in addition to the normal approval routing for these late transfers. Please refer to TTU OP
65.04 ‘Cost Transfers Involving Sponsored Projects and Cost Share Funds’ for more guidance.
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The second section under Step 2 is the “Reason Codes” section.

Reason Codes
Whatis the reason for this cost transfer toffrom grant funds? Please select one.

Reason Code Reason Description

Clear the Reason Code N

0 OVERSPENT GRANT
P PRE-AWARD COSTS
R7 DATAENTRY ERROR Select
v
u UNALLOWABLE EXPENSES [Gaiact |

This section is required when the cost transfer is moving costs to or from grant or cost share funds. Based on
the justification for the transfer of costs, you will select the most appropriate reason by clicking the Select

button. The reason code will apply to the entire request and populate on the transaction description for

each line in Step 1.

The third section under Step 2 is the ‘Attachments’ section. This section allows you to attach one (or multiple)

supporting documents for your request. The allowable file formats are as follows: CSV, DOC, DOCX,
PDF, RTF, TEXT, XLS, XLSX and XML

" @@ﬁ.ﬂ‘@@g&

After clicking Upload Attachment, you will be prompted to choose the file you would like to attach and
click Open. You will then see the file you selected in the Attachments panel (see next page for

screenshot). This process may be repeated for multiple attachments.

*Note: Attachments may not exceed 5mb in size and may not contain any confidential or Personal Health Information

(PHI) governed by HIPPA regulations.

Page 10|



FiTS

Financial Transaction System

Attachments

Upload Attachment

Maximum File Size : 5 MB
Allowed file types: csv - doc - docx - pdf - rtf - txt - xIs - xIsx - xml

DOCUMENT NAME DATE ACTION
April 2013 (Rev JB).docx 04/18/2013 [“Open ] [ Delete ]
Prepare Training Records for Import to ROD.pdf 04/18/2013 [ Open ] [ Delete ]

An Open button is available to view the document you have attached, or you may choose to remove
an attachment using the De/efe button. Once all approvals have been acquired and the document has

posted to Banner, attached documents may not be deleted

The final section under Step 2 is for adding ‘Comments’. You may add any additional information

you wish to provide to the cost transfer request and click on Add.

After each comment is saved, it is moved to the ‘Comment’ pane to the right (see below). You may
review the comment in full by clicking on it and a dialog box displaying the full comment, who entered
the comment, and what date the comment was entered will be shown. Comments may also be

removed using the Delete button next to the comment.

Comments

Add

COMMENT ACTION

Jonathan Botros 4/18/13 10:39:36 AM ....... This
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Step 3 - Finish

~

Step 1 - Create Cost Transfer Step 2 - Questions Attachments Comments Step 3 - Finish

After answering all questions and attaching any supporting documents and/or comments, you ate ready to
move on to Step 3. This step allows you the option to Clear your request. Doing so will retain the FiTS
ID of the request with a status of “Started” so you may return to work on it later. This option does save all
work done on the request at the time the button is clicked. You may also mark your document as
complete with the Complete button, which saves all work, verifies all information entered and sets the request
status to “Complete”. Lastly, you may submit your request to approvals with the Approvals button. This
option sets the status to “Submitted” and notifies approvers that the request is available for their review

and approval.

A display of all required approvals is shown after a document has been submitted. This is the same screen

approvers will see when using the hypetlink in the approvals email to view and approve/reject the cost transfer

request.
Approvals
CT000371
APPROVAL LEVEL APPROVAL GROUP APPROVERS APPROVE/REJECT APPROVED BY APPROVAL DATE
FROM Financial Manager TEAM Orgn Group Mary Catherine Wall
Jonathan Ramsey Botros Select e @
Jill Ann Lindsey
Shawn C Massie
Byron Manning Anderson
TO Financial Manager TEAM Orgn Group Crista Danys McCune
Nicholas Ryan Ervin
Vickie Cobb Craig
Ricky W Baker
Jessica Lynn Peace
Paula R Webb
Beverly D Loran
FROM Accountant Fund Class Group - T 16A Elisabeth Ailinn Grisham
Jerry T Trevino
TO Accountant Fund Class Group-T 18C Michael Kwun Soo-Hoo

Elisabeth Ailinn Grisham

*Note: Cost transfers involving grant or cost share funds require Principal Investigator approval per OP 65.04. In the
event it is necessary for an alternate approver (found in TeamApp) to approve a cost transfer in FiTS, an email indicating

PI approval of the FiTS' transaction will be required to be uploaded and attached in order to process the cost transfer.
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Status Screen

~

Welcome to FiTS Create New Cost Transfer Create New IV Status History

The ‘Status’ tab in FiTS serves multiple purposes but primarily allows the user to view any request in
the system and the current status of the request. This screen provides multiple ways to search for the

document and by default displays a list of documents you originated or are one of the required

approvers.
Status
Chart SelectChart ~ Fund Orgn User Q
Date from B Date to [ [ Clear Dates
FiTS1d You may enter all or a portion of the Id for searching
Clear Search

Select a Document Type: @ ALL C CT C IV C JV
Select the number of rows todisplay : C 5 @ 10 C 25 C 50 € 100

Your FiTS Documents

FITSID STATUS ORIGINATOR LAST MODIFIED TIME LAST MODIFIED BY
CT000189 Started Byron Anderson 2013/02/26 Byron Anderson Not Completed
CT000248 Submitted Jonathan Botros 2013/05/31 Jonathan Botros
CT000249 Started Jonathan Botros 2013/03727 Jonathan Botros
CT000292 Started Jonathan Botros 2013/04/18 Jonathan Botros

Users may search using similar criteria as in Step 1 of Creating a Cost Transfer:

e Tund code and/or Organization code (along with any additional fields you choose).

o User Name (Best 20 type in full first and last name). A drop-down list will display your results, and the
intended user may be selected.

Jonathan Botros| a4

Select from the following

Jonathan Ramsey Botros

e TTSID (This ID will begin with “CT” for all cost transfer requests and exists only within FTS)
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e Date (From and To). Users have the option to use the calendar to choose dates.

Date from May 15,2013 [ Date to 51| Clear Dates

*

May 2013
Tanapr i b BRC R SR
Mon Tue Wed Thu Fri
gt s (AAL « » 1 1 1 2 3 4
5 6 7 8 9 10 11

ta - 1 12 13 14 15 16 17 18
19 20 21 22 23 24 25
27 28 29 30 31

Searched DoCcuments 26

e The Document Type — ALL, CT, IV, RT, or PT- HSC only

Your search results (or the defaulted list of requests) will each have a status. Each request will have

one of the following possible statuses:

e Started — The request has been initiated by the originator but has not yet been marked as
complete or been sent for approvals.
o The originator may Edit or Delete the request.
¢ Completed — The request has been finalized and marked as complete by the originator
and been verified to contain no errors. (It is ready to be submitted for required approvals.)
o The originator may edit, delete or submit the request to approvals.
e Submitted — The request has been completed, verified, and has now been submitted for
the appropriate required approvals.
o The request may no longer be edited or deleted by the originator, but anyone
involved with the request may Review it.
¢ Rejected — The request has been rejected (sent back to the originator) by one of the
required approval levels.

o The originator is notified by e-mail and may now choose to Edit or Delete.

Essentially, the request is back to a ‘Started” status after it has been rejected.
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e Errors — In rare instances, errors may occur when the document has received all approvals

and is trying to post to Banner.

O

The original request will not post to Banner. The originator is notified by e-mail
and may now choose to Edit or Delete the original request. Essentially, the request
is back to a ‘Started’ status after it has been rejected. Upon going back into the
request, the originator will see a comment automatically logged by the system
showing that the request experienced errors. This comment may assist the user in
resolving the error so they may resubmit the request. In rare cases users are unable

to cotrect the error. In these cases, please contact accountingservices@ttu.edu with

the document ID for assistance.
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History Screen

Nelcome to FiTS

Create New Cost Transfer

Create New IV

Section

Status History

The ‘History’ tab in Fi'TS is designed and operates very similarly to the ‘Status’ screen, only it displays

requests which have been finalized and sent to Banner for posting.

FiTSID

CT000248

CT000338

CT000339

CT000343

CT000345

DOCID

CX000005

CX000001

CX000002

CX000003

CX000004

ORIGINATOR

Jonathan Botros
Christina Jones
Christina Jones
Christina Jones

Sherrelle Vaughn

LAST MODIFIED BY

Jonathan Botros
Christina Jones
Christina Jones
Christina Jones

Sherrelle Vaughn

Two new fields are now visible for your reference:

LAST MODIFIED TIME

2013/05/31

2013/05/02

2013/05/02

2013/05/06

2013/05/07

TRANSACTION DATE

2013/05/31
2013/05/02
2013/05/02
2013/05/06
2013/05/07

Doc ID — shows the Document ID used to post to Banner Finance (different from the

“FiTS ID” which is specific to this system).

Transaction Date — The date the transaction was posted to Banner Finance.

A VView button is available from the ‘History” screen, which will navigate the user back through the

original screens to review the request, comments, approvals, etc. No changes may be made to the

document as this is a historical view only.
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Creating a Revenue JV

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

Welcome to FiTS

A Revenue JV is used to move deposited funds (TC# document) from a departmental revenue clearing
fund and balance sheet account (2A0) to a departmental FOAP as revenue (5x). After clicking the
“Create Revenue JV” tab, the system will open up the search feature to search posted Banner Finance
transaction history for revenue documents that are available to move. After choosing the chart and
entering the fund, the user has various search options. A search may be conducted on any
combination of the available options. The search below will return all available transactions for the

fund and account. To limit the data returned and time searching, the user should enter a date range.

e A search on Fund, Account, and Date range will return multiple transactions available to

select. A multiple line revenue JV may be entered for several TC documents.

e A search on Fund, Account, and Document Id will return a specific transaction and will

only return the specific transactions associated with the Document ID.

Step 1 - Revenue JV Step 2 - Questions Attachments Comments Step 3 - Finish

Revenue JV Select

Search Transaction History

Chart T ¥ Fund 18A071 Account 2A0073

Document Id

Transaction Amount From Transaction Amount To

Date from T Date to 7‘
Search H Clear Search
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After clicking “Search”, the results of the search will return and are available for selection.

Ravenue 1V Select

Search Transacton Hslory

Chart T = Fund Aecount

Cocumant k8 TC200717

Tramnsston Ameunt I iem Trariscnon Amaus Te

Jate Troes T pew o T | Cooar Daes
Sasreh | Clear Seareh

DOC 1D FukD RGN ACCT FROS Ol SCRIP TRON AMOUNT TRAMAFERRED FlHDNG GFG TRANS CATD

TCO0FIT 180T JALGITY K 14 BOO 00 el 000 20140211 Fawrct

Once selected, the revenue transaction is created and assigned a FiTS identification number beginning

with “RT”. Click “Edit” to enter the FOAP and description information.

Reerrus M

Fvpru 1y Rogordd 1 RTO0000

DOC I CHART Flail AN AZcE PROG DO REF DR G R T ABECLE Qi O TRAMSQATE POATHOD DATE

= T LT 2A00TY CHOTT  TCMOTTT T e MO VENDOR 14 B0 L0 e
L=y i hh T T cear? TCIRATAT F 186071 WO VENDOR 4 800 00 s (- b g ] e [

Enter the FOAP and description desired by the user. A default description will populate, but the user
may wish to provide more detail. This description will pull into Cognos reports. The user will also
enter the amount to be credited to each FOAP entered. Multiple FOAPs may be used for one TC

revenue document. Click “Save” when done with each credit entry.

e To use multiple FOAPs: Select the TC document, Edit, and enter the FOAP and credit
amount for that FOAP. Click Save. Then Select the TC document from the list at the top
again, Edit, and enter another FOAP and the credit amount. Continue this process until all

of the TC document amount has been recorded.
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TOO0001
| UMD LN BLCT PR DESCHIF TN ARVIUNT L/ ORI THANS DATE | POSTING DAIE
SAADTY DROGTY TCIROTHT TCIROTYT T VD00 NO VEHDOR 20000 [+] 2Nz Ny
: B10000 BG4 Bt G TEHOTIT TCIROTT Mavk Hammeid 20 00 L5 T
HRADTY 28007 TCHROTT TC200T1T T e MO VERDOR 14 800,00 +] a1 Qe
| stDooy  Bseter 0014 G0 TCIOTIT  TCINOTIT F 18A071 MO VENDOR T R anrand  ee]

If the total of all credits entered is more than the TC document, the user will receive an error message.

You will be required to correct the amount before the system will save the transactions.

$14,800.00 will exceed original

@ Document TC290717 with amount
transaction amount

Click OK and then fix the errors.

Below is an example of an entry to move all revenue deposited into the clearing account for one TC

document split between multiple FOAPs.

T000001

FUND ORGN ACCT PROG DOC REF DESCRIPTION AMOUNT D/C ORIG TRANS DATE POSTING DATE

18A071 2A0073 TC290717 TC290717 T 81D003 NO VENDOR 200.00 D 02/11/2014 02/17/2014

81D003 B56142 5N0010 G10 TC290717 TC290717 Mark Harris#9534 200.00 C 02/17/2014
18A071 2A0073 TC290717 TC290717 T 81D003 NO VENDOR 400.00 D 02/11/2014 02/17/2014

81D003 B56142 5N0010 G10 TC290717 TC290717 Montwood HS#31849 400.00 C 02/17/2014
18A071 2A0073 TC290717 TC290717 T 18A323 NO VENDOR 14,200.00 D 02/11/2014 02/17/2014

18A323 B56144 5J0125 100 TC290717 TC290717 Adam Stoud/Raytheo 14,200.00 (o] 02/17/2014
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Step 2 - Questions Attachments and Comments

When the user is done entering revenue transactions, click on Step 2 to access the attachments and
comments section. The user may upload documents to support the revenue transactions. Supporting

information will need to be uploaded for a reimbursement of an expense. Comments may be entered as

well.

Weicome in FTS | Creake Coest Transfer | Create IV Croste Revemse JW Creale PFT | Staluz | Hichery

fep 1« Revenue N Step T - Gossions Afachmants Commants Sep 3 = Fmih

Quaestions Attachments and Commants

RTOO0001
AfLa Pty

L3 AL Pl

Maximum File Size : 5 M8
Allowed file types: C8V = doC « doox « pdf = rif = tat = xls = xksx « xmi

Type comment text here and click are eeronmi 217734 0700 Pl — Esered for Siothanioel Bginessng - K
Add.
Comments added will post here.
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Step 3 - Finish

Click the Finish tab for options regarding the transaction. The user may select one of three options — started,
complete, or approvals. “Approvals” must be selected for the transaction to submit to the appropriate

approvet.

Step 1 - Revenue JV Step 2 - Questions Attachments Comments Step 3 - Finish 'f""—__—-

Finish Process

RT000001
started | Started and will mark Complete later

| complete | Mark as Complete

Approvals  Submit to Approvals

The user will verify that document is to be submitted for approval.

Submit to Approvals X

P You selected to send the document
@ RT000001 to Approvals.

Are you sure?

Cancel
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Helpful Tips:

Gifts (5L.0001) should only be posted by Institutional Advancement and should not be deposited into a
department revenue clearing fund. These monies should be sent to Institutional Advancement for
donor acknowledgement and depositing. If gift money has been deposited into a department revenue

clearing fund, please stop and contact Institutional Advancement at IA.Financial@ttu.edu.

All grant revenue received from a sponsoring agency should be sent to Accounting Services to be
recorded in Banner Finance. However, grant related income/program income may be applied using FiTS
by transferring from a departmental revenue clearing fund into the 28P fund assigned to a specific grant

ID earning this revenue.
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CreatinganlV
el

Weilcome to FiTS Create Mew Cost Transfer Create New [V Status History Control Tables

After clicking on the “Create IV” tab, the system will require you to select a System ID from a drop down
menu. Users will only be able to see ID’s they are authorized to use. If you do not see the System ID you need please

contact accountingservices@#ttn.edn. An ID must be selected to proceed.

Step 1 - Create IV

IV Select

lselect System ID ~
Select System ID
XHOSP
XTAP

Once an ID has been selected, the rest of the Step 1 pane opens up. OPTIONAL: If you are using a
template, the user may select his/her name from the drop-down screen immediately below the System
ID. The user may then also select a saved template from the third drop down box or may proceed

without selecting a template.
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IV Select

XHOSP v
NXE282 - Patrick Malone >

Select Template 2

| Select Template ’
Template 1
Test 3 |

© Non Inter Chart
C Inter Chart

Revenue Total Amount: 0.00

CHART FUND ORGN ACCT PROG DESCRIPTION AMOUNT D/C
Seect - c
Expenses oy

Expense Total Amount: 0.00

CHART FUND ORGN ACCT PROG DESCRIPTION AMOUNT DiC
Save As Template Delete Template

Notice the “Non-Inter Chart” and “Inter Chart” buttons. Non-Inter Chart is the default. If the user
entering an Inter Chart IV (using 2 different chart codes), the Inter Chart Button may not be selected

until after the first revenue entry has been made and prior to completing the document

The user will then begin to fill out the required revenue sections. Once the first line has been

completed, the user will need to click the “Add” button.

CHART FUMD DRGN ACCT PROG DE SCRIPTION ARSCHLINT Drc l
Add

T 2 ADIE BEI00S So0¥12 Al Test 15000 ©
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Once you click on “Add”, the pane opens with more options:

Step 1 - Create IV Step 2 - Attachments Comments Step 3 - Finish
1V Select
XHOSP e New Description
© Prior EOM .
NXE282 - Patrick Malone % Posting Date Replace Description
@ Current Date 10/04/2013
Select Template X Replace Entire Description |
IV Request Id IV000283
Revenues -
© Non Inter Chart
© Inter Chart
Revenue Total Amount: 150.00 Credits do not equal the Debits
CHART FUND ORGN ACCT PROG DESCRIPTION AMOUNT D/C
T 31A018 B63009 5D0312 A10 Test 15000 C
T c
Expenses =
Expense Total Amount: 0.00 Debits do not equal the Credits
CHART FUND ORGN ACCT PROG DESCRIPTION AMOUNT D/C
T °  [Awm
Save As Template Delete Template

e Posting Date: During the first 10 days of each month, users may choose to post the IV into
the prior month or into the current month. Once the 10" has passed, only the current month
may be selected.

e Description: The user may change the description to provide more clear and concise details
that represent the transaction. The new description must not exceed 35 characters including
spaces.

e Inter Chart Transactions: If a transaction will be Inter Chart (involving more than one chart)
the Inter Chart button will need to be selected after the first revenue line has been entered.
Note: on Inter Chart Transactions the revenue line will defanlt to $0.00 until the expense FOAP information
25 added.

e Transaction total not Balanced: FiTS provides a status of the balance of credits and debits
when they are not equal. FiTS will continue to give this message until the two are balanced.

The IV will not be allowed to post until the transaction is in balance.
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Favers Total dmount 150,00 Credits do not equal the Debits

; CHART FUND ORGR &CCT PROG Do RCRIPTRON AMCLINT mic
I 1 AN BANNOR Kl A Test e ¢ | aiate |
. y £ [l

T

Expascia Tots amere 0.00 Debits do not equal the Credits
| cmsmr | Pmo oRew acor | PROG

Screenshot below shows a document once all lines have been entered and the document is balanced

and ready to be completed:

Step 1 - Create IV j Step 2 - Attachments Comments | Step 3 - Finish |

1V Select
| XHOSP z‘ o New Description
i Prior EOM
| Select User -] Replace Description
= | @ Current Date 10/04/2013 o
| Select Template ~| Replace Entire Description ||
IV Request Id V000283

| @ Non Inter Chart
Eﬂnmr Chart

Revenue Total Amount: 150.00

FUND ‘ ORGN ACCT PROG

CHART {

DESCRIPTION

| AMOUNT | mc!

L 31A018 B63009 5D0312 A10 Test

150.00 C

[T

¢ (aad]  [Clear]

Expense Total Amount: 150.00
| | |
CHART = FUND ‘ ORGN ‘ ACCT = PROG ‘ DESCRIPTION AMOUNT  DIC ‘
] ! |
T 31A156 C17053 7N6016 A10 Test 15000 D

O (Ad]  [lear]

[ SweAsTempte ] [ DeleteTemplate ]
D
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OPTIONAL: At this point, the user may choose to save this as a template for future use. This will be
the most efficient manner of processing I'Vs if the user will be entering recurring transactions weekly or
monthly. The “Save as Template” button will then ask the user to name the template, and it will
appear in all future logins under the “Select Template” drop down box at the top of the pane. The
user may also delete a template by selecting the “Delete Template” button. Note: Templates may be

seen by all users accessing that specific System ID.

Step 2 - Attachments & Comments
This section for I'Vs is similar to the section for Cost Transfers. However, IV’s have no questions that
are required to be answered before the user may proceed.

Users atre required to attach the invoice/other documentation providing approval to charge the

expense FOP.

Step 1-Create IV = Step 2 - Attachments Comments = Step 3 - Finish

Attachments and Comments

V000283
Attachments

[ Upload Attachment

Maximum File Size : 5 MB
Allowed file types: csv - doc - docx - pdf - rtf - txt - xIs - xIsx - xml

DOCUMENT NAME DATE ACTION

Comments

Add

COMMENT
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Step 3 - Finish
IV’s do not require approval. The “Finish” tab allows the user to:

e  “Clear” the IV, which will leave the IV started, but not completed.

e  “Complete” the IV, which will mark the IV as complete, but will not submit it for processing.

Or

e  “Submit” the IV, which will send the transaction to be loaded into Banner.

Step 1 - Create IV Step 2 - Attachments Comments Step 3 - Finish

Finish Process

V000283

[E Started and will mark Complete later
[ Complete | Mark as Compl

Submit For Processing

Once the document has been loaded into Banner, the transaction will be assigned a document 1D
beginning with the prefix specifically designated for the particular System ID. The user will be able to
search history in FiTS using either the FiTS ID (IVxxxxxx) number, or the Banner document ID. You

may refer to the Document Prefix Identifier list for more information on System IDs and document

prefixes.
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Approving/Rejecting a Request

Cost transfer and revenue JV FiTS requests require approval from an organization financial manager or
approved alternate approver authorized in TeamApp. Following approval from each transaction line’s
Organization financial manager/approver, the request is submitted for final review/approval by

Accounting Services.

*Note: Cost transfers involving grant funds require Principal Investigator approval per OP 65.04. In the event it is
necessary for an alternate approver designated in TeamApp to approve a cost transfer in Fi'TS, an email indicating Pl

approval of the FiTS' transaction will be required to be uploaded and attached in order to process the cost transfer.

After a transaction has been submitted for approvals by the originator, the first level of approvers are
notified of the pending request via e-mail. In addition, a link is provided to the approver which will
direct them to the ‘Status’ screen. The e-mail will also include the FiTS ID of the document they need

to review. An example of the e-mail notification to approvers is shown below:

From: ITIS Financial Transaction Entry System
Sent: Tuesday, May 07, 2013 1:01 PM

To: Sloan, Noel A

Subject: FiTS ID CT000345 is Ready for Approval

The following document(s) have been submitted for your approval.

FiTS ID CT000345

The document(s) can be accessed for review at the following address :
http://preprodfits.texastech.edu/email Approve?ApproveR eject=A &fwbftctId=505&fwbftctDoc=CT000345

After following the link, the approver will find the request in their defaulted list and click Revzes.

FiTSId
They may also find the request by using the FiTS ID search box:

The approver is able to review the request including the transactional information (S%p 7 tab),

comments, attachments, questions and responses ($#p 2 tab), and/or ptior approvals (Approvals tab).
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Approvers will navigate to the ‘Approvals’ tab and use the ‘Approve/Reject’ drop-down box and click

‘Save’.

Approvals
CTo003T1

TS Cleirnarival s e TIE Bl P Pamiss

To approve a document, choose ‘Approve’ from the drop-down box and click Save. The transaction will
be marked as ‘Approved’ for this level, notating the approver’s name and the date. The next group of

approvers are sent an e-mail stating the request is ready for their review.

If an approver chooses to ‘Reject’ a transaction, a new dialog box will appear below the Approvals
section. A “rejection reason” should be chosen from the drop-down list. Additional information may

be added to the comments box. Be sure to provide all rejection information before clicking Save.

REJECTION REASON: Select One

Belect
R1-INSUFFICIENT JUSTIFICATION FOR QUESTION 1
R2-INSUFFICIENT JUSTIFICATION FOR QUESTION 2
R3-INSUFFICIENT JUSTIFICATION FOR QUESTION 3 -
R4-INSUFFICIENT JUSTIFICATION FOR QUESTION 4
RS-INSUFFICIENT JUSTIFICATION FOR ALL QUESTIONS
R6-EXPENSE NOT ALLOWED ON TRANSFER TO FUND
R7-SEE COMMENTS

C
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The originator of a request is notified by e-mail if their cost transfer or revenue JV is rejected. See
below for an example of the e-mail notification:

FiTS ID CT000369 has been Rejected

ITIS Financial Transaction Entry System
Fri 5/31/2013 2:08 PM
# Botros, Jonathan

FiTS ID CT000369 has been rejected.

Please review the comments for this document at :
http://preprodfits.texastech.edu/emailStatus? ApproveR eject=R &fwbftctld=545&fwbftctDoc=CT000369

Rejection comments are logged in the Comments tab, so the originator may review and
resubmit the request.

Adding an Approver

An originator or approver has the option to add an additional approver(s), beyond those already
required by FiTS. To do so, the user may type the additional approver’s name into the dialog box

below the ‘Approvals’ section, choose their name from the drop-down list, and click .Add Approver.

Karen Envin 1l Q [ Add Approver ]

Select from the following

Karen Lynn Ervin karen.ervin@ttu.edu

Once the additional approver has been added, you will see their name added to the list of required

approvals. They will be notified by e-mail when the request is in their approval queue.
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Section

FiTS Error Checking

The system includes many elements of “error checking” to ensure only valid requests are submitted for

approval.

Examples of these include verification that “budget available balance” (or “BAVL”) is sufficient to
support the cost transfer request. For example, a user who tries to move an expense on to a FOAP
which does not have sufficient budget will see an error similar to the one below (A), or if a transfer
request would exceed the amount of the original transaction including all prior cost transfers (B):

y . Document CT000958 with amount
'@ $50.00 will exceed original

Document CT000958 has this BAVL transaction amount

error —- No balance information found in
FGBBAVL for T 11A002 C11000 7C0 600
infiscal year 13 Click OK and then fix the errors.

A) B)
Other examples of error checking provided by the system are: verifying a transaction is not entered
with a 0.00 amount (C), verifying all required questions have been answered (D), and a valid FOP

combination/valid index has been entered (E):

Document CT000958 - you entered a Please answer all questions before
zero amount marking as Complete.
o) D)
The Chart T
Fund
Orgn
Program

combination does not have avalid
Account Index defined.
E)

For further assistance, please contact Accounting Services:

accountingservices@ttu.edu
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