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Purpose of a Transfer of Expenditure

Purpose: To transfer actual expense from one GL account to a different GL account.

Common reasons for TOEs
= A vendor payment was charged to an incorrect project or department.
= An employee’s salary and benefits were charged to an incorrect project or department.

= An expenditure was charged to multiple GL accounts and the GL distribution is incorrect.



Cost Principles for Federal Programs

Expenditures charged, or transferred, to a federal program must meet all of the following cost
principles under the OMB Uniform Guidance.

= Be necessary and reasonable for the performance of the Federal award

= Be allocable. A cost is allocable to a particular Federal award if the goods or services involved
are chargeable or assignable to that Federal award in accordance with relative benefits received.

= Be accorded consistent treatment

POLICY: An expenditure cannot be partially charged to a Federal award unless there is
documented justification for the percentage distribution and the distribution method is
reasonable.






Accessing the TOE Form

The TOE form is available through Self Service. Under
Employment, select “Employee eForms”.

Employment

Attendance Web

Canvas Login

CE System

Check My Email (Office365)

District Safety Report

Electronic Direct Deposit
Form

Employee eForms

Hello, Welcome to Ct
‘e-t__ started.

Notifications

Title

() ITS Loaner Webcam

o Student Finance

Here you can view you
purchase student park

i | Course Catalog
: Here you can view and

5 Student Finance
Here you can view the
e W Youcan help the stude




Accessing the TOE Form

Perceptive Web Applications (Experience and WebNow)

» Experience ‘ BB B sclect to approve a TOE, or to view the status of a TOE already submitted

o WebNow WebMNow only works in Internet Explorer.

eForms

My Absence & Time Card eForms 30

Blank eForm (Timekeepers & Approvers only) Budget Change/ Transfer of Expenditures | Go ‘ e
select to prepare a TOE




Accessing the TOE Form

Timekeepers & Approvers Only

e Blank Absence eForm Link

s Blank Timecard eForm Link

s 5tatus Change eForm Link

* Budget Change eForm Link

s Transfer of Expenditures eForm Link

© Please email the Help Desk if you need access to the forms above.

| Transfer of Expenditure v | ‘ - select "Transfer of

Expenditure” from the
drop down




Accessing the TOE Form

Select the administrator who should be the first approver. For grants and categorical programs, this

S u pe r V| SO rS |_| St should be the Project Director. For other funds, this should be the supervisor.

Additional approvals are programmed based on Fund, Project, and Site.

Show 10 ~  entries Search:
Link * Supervisor Department Division Position ID Position Title Location
eFORM  De Asis, Mark J. Admissions and Records - SAC SAC Student Services TADM-AF-DM2 Af-Enrollment 5td Supp 2410 SAC

Hoffman, Simon B. Admin Services - SAC SAC Administrative Services 1ADMS-LF-VP LF-VP, Administrative Svcs

eFORM  Reynoso, Mark R Admin Services - SAC SAC Administrative Services TADMS-UF-DIR2  UF-Dir Campus Budget & Acct  SAC

eFORM  Romero, Christina R. College Advancement - SAC SAC Executive Division TADV-UF-DIRX Exec Dir College Advancement  SAC

eFORM  Adams, Jennie R. Auxiliary Svcs Office - SAC SAC Business Operations TAUX-UF-DIR3 LIF-Dir Auxiliary Services SAC







Preparing a TOE Form — Voucher Example

-

RANCHO SANTIAGO

Cﬂmmunity College District  only 1 voucher should be

Enter date the transferred on a TOE form.
voucher posted to the

. If transferring 15 or more vouchers,
GL. Refer to your Transfer of Expendltures Form contact the Accounting Department
GL0O210 report. to see if a batch upload is possible.
[ During year-end, multiple
\ fiscal years are open.
Make sure the correct N
Doc Date: 01/02/2024 [ fiscal year is selected. Fiscal Use Only:
Fiscal year: 2024 v Process Date: 7]

Reason for Transfer: |"'|"r1 098637 Complianceline LLC Fund Transfer Number:

When transferring a voucher, enter the Voucher Reference # and the Vendor Name as shown on your

Payroll and Others L0210 report. When the TOE posts, this |SGtrEEEd1e[]5tr:g§élgn that will post to the GL and show up on the

Transfer Type:
Payroll Number: . Voucher ID/Journal#: | V1098637 Enter the Voucher
y Select "Voucher” if Reference # The system
Employee ID: transferring a PO# P0249299 will automatically populate
voucher (i.e. vendor the other fields.
Employee Name: payment). Check#: 0585534
Vendor 1D 2754214

Mote: On Federal Projects, a voucher cannot be partially transferred to
a Federal award unless there is documented justification for the
percentage distribution and the distribution method is reasonable.

Vendor Name: ComplianceLine LLC




Preparing a TOE Form — Voucher Example

Routing Information Routing section is automatically populated based on the first approver selected.

Supervisor Location: DO - District Office v Supervisor Division: 5FIS - DO Business, Opertns, & Fiscal Svc v
Supervisor: O'Connor, Adam M. - 1871524 « Supervisor Position: 5FISC-LF-VCAS LF-Asst VC of Fiscal Sves »

Expenditure Information
Mote: This is not a fund transfer form. Please check with the Accounting Department if you have any guestions.

This is the GL account where the expense is This is the GL account you are trying to
Credit (From) currently posted per your GL0210 report. Debit (To) transfer the expense to.
Rnwﬁ GL Acct Amount Add/Delete Rnwﬁ GL Acct Amount Add/Delete
1 |(I£Z)_34[}1_6T2ﬂ00_54212_51ﬂﬂ 15631.00 + |:| 1 |(I£Z)_34D1_6T2{]{]0_54113_51{]{] 15631.00 + |:|

Total Amount: Total Amount:

* Only use one Fund Type. If transferring expense between different Fund Types submit the TOE in PDF.
* GL account field will show RED if account does not exist or is inactive.
: : : * Enter exact amounts including cents.
Validate Credit/Debit o -
| * Total Amount on the Debit side and Credit side must equal.

Attach the GL0210
report showing the
GL account where
the voucher is
currently posted.

Submit Attachments




TOE Attachment

Attach GL0210 Report showing the voucher.

Rancho Santiago Community College District GL Activity GLO210
07/01/2023 To 05/06/2024 Page: 1
By Reference (Tot), Obj

Source Code: AA. CA, CD, CR, DA, FA, IV, JE, FJ, PR, UA Tops: ALL
Reference: V10938637 Dept: ALL
Fund: ALL Object: ALL
Project: ALL

Date Account Src  Reference Description_ Debit Credit Net
01/02/24 12_3401_672000_54212_5100 FJ V1098837 Complianceline LLC 15,631.50 0.00 15,631.50
01/02/24 12_0000_000000_00000_%9510 FJ V1098837 ComplianceLineg LLC 0.00 15,631.50 -15,631.50
Total Reference V1098637 15,631.50 15,631.50 0.00

Grand Total $15,631.50 $15,631.50 £0.00




Preparing a TOE Form — Voucher Example

Comment

Describe the expense and explain the reason for the transfer here_ If transferning a partial voucher

(expense), explain how the percentage distribution is reasonable. Then click "Add Comment” button.

p Add Comment

Example: "Expense is for fraud hotline services (ComplianceLine LLC). Transferring expense from the
Accounting Department to the Internal Audit Department "

e

Don't forget to attach |
. the GLO210 report.
Signatures
When you are ready to submit, For Federal Projects, if
L ] click the "Sign" button and then transferring a portion of
Originator: the "Submit" button. an expense, include
| approve this Transfer of Expenditures form. documented justification
| v | - for the percentage
e SR
| | | ? 2 Please Sign and Submit the form. distribution.

Attachments







Preparing a TOE Form — Payroll Example

General Rules for All Funds:

= Only transfer payroll expense for 1 employee per TOE form.

= If transferring payroll expense for more than 15 employees, contact the Accounting Department
to see if a batch upload is possible.

= When transferring salaries/wages, also include the corresponding statutory fringe benefits and
health & welfare cost on the TOE form. We cannot transfer salaries only.

= Expense amounts included on the TOE should be actual expenditures (not estimated

expenditures). Expense amounts should be taken from a GL0O0210 report, not a Cost of Position
Worksheet.

= A single TOE form can include salaries and benefits related to 1 to 3 payroll cycles as long as the

payroll cycles are in the same quarter. If payroll expense crosses quarters, please complete 1
TOE form for each quarter.




Preparing a TOE Form — Payroll Example

The table below shows the payroll cycles and months included in each quarter.

Quarters Quarter 1 Quarter 2 Quarter 3 Quarter 4

Month July August | September | October | Movember | December | January February March April May June

Payroll Cycles 014 024 03A 044 054 0BA, OvA 08A 094 104 1A 124
01B 028 03B 04B 05B 06B 0vB 08B 098 10B 11B 12B

= For example: To transfer Jane Doe’s salaries and benefits for 1B thru 4B, complete a TOE for 1B thru 3B and another TOE for 4B.




Preparing a TOE Form — Payroll Example

General Rules for All Funds:

= Doc Date field should be the last day of the month being transferred.
= For example, if only transferring 7A (1 month) then use 01/31/24 as the Doc Date.
= For example, if transferring 7A-9A (3 months), then use 03/31/24 as the Doc Date.

= Reason for Transfer field should have the following standardized info and format: Employee
Type (CE for certificated or CL for classified) then Employee ID Number (1 space) then Payroll
Cycle(s)(1 space) then Last Name, First Name.

" For example: CL1028371 01B GARCIA, JANE
" For example: CE1028456 01A-03A NGUYEN, PAUL

= Only use 1 Fund Type on a TOE form. Fund 11, 12, & 13 are the same Fund Type so these Funds
can be used on the same TOE form if needed. If transferring expense between different Fund
Types, submit the TOE in PDF.



Preparing a TOE Form — Payroll Example

General Rules for All Funds:

= Comments field should clearly state the desired percentage distribution for the salaries and
benefits, or the number of hours being transferred for hourly employees.

= Required Back-up
* Run the GL0210 report by Employee ID for the desired period, and total and sort the GL0O210 report by
Object Code. Attach the GL0O210 report to the TOE form.

= If a calculation was prepared to transfer a portion of salaries and benefits, attach the calculation
worksheet as an Excel file.

= Attach the Status Change Form with all approvals only if: the position is new; employee’s position
changed; or there was a correction in the pay rate.



Preparing a TOE Form — Payroll Example

Reminders for Federal projects:

= If transferring payroll expense after an Effort Certificate has been completed, the assigned
Accounting staff can help prepare a Revised Effort Certificate.

= If an employee is charged to multiple projects, the percentage distribution for salaries and
benefits should be reasonable.

= |f revenues are collected on a reimbursement basis (e.g. invoice or drawdown), TOEs should be
submitted and expenses finalized for the reimbursement period, before the invoice or
drawdown are finalized. This reduces the risk of overdrawing funds and non-compliance with
federal requirements for cash management.

= If transferring expense from one award to another award, make sure you are coordinating with
the project administrator of the other award. The current approval process only requires
approval from the requesting project administrator.



Preparing a TOE Form — Payroll Example
£

) Community College District Only 1 employee should be

Use the last day transferred on a TOE form.
of the month . A single TOE form should only
being transferred Transfer of Expenditures Form transfer salaries and benefits
as shown on the : within the same quarter. TOE
During year-end, forms should not cross quarters.
GL0210 report multiple fiscal years are — h
open. Make sure the

Doc Date: 07/31/2023 [[9) carrect fiscal year is Fiscal Use Only:
) selected.

Fiscal year: 2024 ~ Process Date: s

Reason for Transfer: | CL1028371018 CUELLAR, ESTELA | Fund Transfer Number:

Employee Type then Employee ID Number then Payroll Cycle(s) then
Last Name, First Mame.
For example: CL1028371 01B GARCIA, JANE

Payroll and Others

Transfer Type: | Payroll v 4—[ Select "Payroll". | For example: CE 1028456 01A-03A NGUYEN, PAUL
Fayroll Number: | 1B | Voucher ID/Journal#:
Employee [D: | 1028371 | Enter the Payroll Cycle(s). PO#:
Employee Name#cuellar, Estela If multiple cycles then | chacks#:
separate by commas (e.g.
Enter Employee ID Number. The 1B, 2B, 3B). Vendor ID:

system will automatically populate the
Employee Name.

Vendor Name:




These are the GL accounts where the expense is These are the GL accounts you are trying to transfer

Credit (From) currently posted per your GL0210 report. Debit (To) the expense to.
Row GL Acct Amount Add/Delete Row GL Acct Amount Add/Delete
1 | [12_2383 601000 25205 2110 10588 18| [+ |[-] 1 | |11_3230] 619000 25210 2110 5204.00] [+|[-]
2 | |12_2383_601000_25205_3215 282493 [+]|[-] 2 | §11_3230|619000_25210_3215 1412.47] [+][-]
3 12 2383 601000 25205 3315 659.40 + || - 3 11_3230) 619000 25210 3315 32970 + || -
4 | |12_2383 601000 25205 3325 154.21 -] 4 | §11_3230| 619000 25210 3325 7710] [+][-]
5 | [12_2383 601000 25205 3415 1960.76] [+ ][-] 11_3230| 619000 _25210_3415 9go3s| [+]|[-]
6 | [12_2383 601000 _25205_3435 soos] [+]|[-] 6 | [11_3230] 619000 25210 _3435 a049] [+][-]
7 | [12_2383 601000 25205 3515 5.31 = |[-] 7 | |11_3230| 619000 25210 3515 265] [+]|[-]
8 | [12 2383 601000 25205 3615 16198| [+][-] 8 | |11_3230| 619000 25210 3615 s099] [+][-]
9 | [12_2383_601000_25205 3915 21083] [+][-] 9 | §11_3230]619000 _25210_3915 105.41 +|[-]
1 Total Amount: | 166456.59 T 10 12_2335'_6{]1{]{10_252{}5_211{] 5294.09] [+][-]
. 11 12 2385) 601000 25205 3215 1412.46 + ]
Corresponding You can add = = = = -
benefit accounts or delete lines 12| |12_2385| 601000_25205_3315 32970 | +|]-
should be included. 2= needed —
' 13| |12_2385| 601000_25205 3325 77.11 + |-
14 | [12_2385| 601000 25205 3415 9g0.38] [=|[-]
* Only use one Fund Type. Fund 11, 12, 13 are the same Fund Type. —
* 5L account field will show RED if account does not exist or is inactive. 15 | |12_23851 601000 25205 _3435 40.50 b :
* Amount field will show RED if you are trying to transfer more expense than 16| 12 2385 601000 25205 3515 7 66 +1] -
is currently in the account. — = — — —
* Enter exact amounts including cents. 17 | |12_2385] 601000 25205 3615 50.99 + 1] -
* Total Amount on the Debit side and Credit side must equal. —
* Ensure instructional TOPS are paired with instructional Object Codes. 16| |12_2385] 601000_25205_3912 105.421 |+ ][]
ngsgre non-instructional TOF'S are paired with non-instructional Object Total Amount: 16646.59
-] - —_— I




TOE Attachments

Attach GL0210 Report run by Employee ID, totaled and sorted by Object Code. If employee was charged
to multiple Funds and Projects. Total and sort by Fund, Project, then Object Code.

Rancho Santiago Community College District GL Activity GLOZ210
07/01/2023 To 07/31/2023 Page: 1
By Obj (Tot)
Source Code: FR Tops: ALL
Reference: ALL Dept: ALL
Fund: 12 Object: ALL
GL Posting Description Matching: 1028371 Project: 2383
Date Account Src  Reference Description Debit Credit Net
073123 12_2383_601000_25205_2110 FR CTPY2401EB CL1028371 CUELLAR, ESTELA - 006 #3 10,588.18 0.00 10,588.18
Total Object 2110 10,588.18 0.00 10,588.13
073123 12_2383_601000_25205_3215 FR  CTPY2401EF CL1028371 CUELLAR, ESTELA 282493 0.00 2,824.03
Total Object 3215 2,824.93 0.00 2,824.93
073123 12_2383_601000_25205_3315 PR CTPY2401BF CL1028371 CUELLAR, ESTELA 65940 0.00 55040
Total Object 3315 659.40 0.00 659.40
073123 12_2383_601000_25205_3325 FR CTPY2401BEF CL1028371 CUELLAR, ESTELA 154 21 0.00 154 21
Total Object 3325 154.21 0.00 154.21
073123 12_2383_601000_25205_3415 PR HWPY2401B CL1028371 CUELLAR, ESTELA 1.960.76 0.00 1,960.76
Total Object 3415 1,960.76 0.00 1,960.76
073123 12_2383_601000_25205_3435 PR CTPY2401BF CL1028371 CUELLAR, ESTELA 80.99 0.00 20.99
Total Object 3435 80.99 0.00 80.99
073123 12_2383_601000_25205_3515 FR  CTPY2401EF CL1023371 CUELLAR, ESTELA 531 0.00 5.31
Total Object 3515 h.31 0.00 53
073123 12_2383_601000_25205_3615 FR CTPY2401BF CL1028371 CUELLAR, ESTELA 161.98 0.00 161.98
Total Object 3615 161.98 0.00 161.93
O7/31/23 12_2383_601000_25205_3815 PR CTPY2401B CL1028371 CUELLAR, ESTELA- 501 24 210,83 0.00 210.83
Total Object 3915 210.83 0.00 210.83
Grand Total £16,646.59 £0.00 £16,646.59




TOE Attachments

Attach calculation in Excel if applicable. Calculation can be done on the GL0210 Report.

Date

N7/31/23

Total Object 2110
M07/31/23

Total Object 3215
07/31/23

Total Object 3315
B7i31/23

Total Object 3325
N7/31/23

Total Object 3415
M07/31/23

Total Object 3435
07/31/23

Total Object 3515
B7i31/23

Total Object 3615
N7/31/23

Total Object 3915
Grand Total

Account

Src

12_2383_601000_25205 2110 PR

10,588.18

12_2383_601000 25205 3215 PR

2,824.93

12_2383_601000_25205 3315 PR

65940

12_2383_601000_25205_3325 PR

154 21

12_2383_601000_25205 3415 PR

1,960.76

12_2383_601000 25205 3435 PR

80.99

12_2383_601000_25205 3515 PR

5N

12_2383_601000_25205_3615 PR

161.98

12_2383_601000_25205 3915 PR

210.83
$16,646.59

Reference

CTPY2401B  CL1028371 CUELLAR, ESTELA - 006 #3

0.00 10,588.18

CTPY2401BF CL1028371 CUELLAR, ESTELA

0.00 2,824.93

CTPY2401BF CL1028371 CUELLAR, ESTELA

0.00 659.40

CTPY2401BF CL1028371 CUELLAR, ESTELA

0.00 154.21

HWPY2401B CL1028371 CUELLAR, ESTELA

0.00 1,960.76

CTPY2401BF CL1028371 CUELLAR, ESTELA

0.00 80.99

CTPY2401BF CL1028371 CUELLAR, ESTELA

0.00 53

CTPY2401BF CL1028371 CUELLAR, ESTELA

0.00 161.98

CTPY2401B  CL1028371 CUELLAR, ESTELA - 501 #4

0.00 210.83
$0.00 $16,646.59

Description

Debit
10,588.18

2,824.93
659.40
154.21

1,960.76

80.99
5.31
161.98

210.83

Credit Met
0.00 1058818

0.00 282493
0.00 659.40
0.00 154 21
0.00 1,960.76
0.00 80.99
0.00 5.31
0.00 161.98
.00  210.83

0%
12-2385

529409
141247
329.70
711
980.38
40.50
2.66

80.99

10542

0%
11-3230
529409
1412 .46
329.70
7710
980.38
40.49
2.65

80.99

10541



Preparing a TOE Form — Payroll Example

Comment —
- Clearly state the percentage distribution for
20% 10 11-3230 the salaries and benefits, or the number of
50% 10 122385  mm— hours being transferred for hourly
employees. Then click the "Add Comment" y Add Comment
s
Don't forgetto |+
. ttach the
Signatures When you are ready a
g to submit, click the GLO210 report,
"Sign" button and cal;ulatmns if
.. then the "Submit” applicable, and
Originator: button. Status Change
| approve this Transfer of Expenditures form. Form if
| | | | applicable.
Sign LinSign _ ;
| | | L 2 Please Sign and Submit the form.







Fringe Benefits Matrix

Fringe Benefits Matrix is posted on the Fiscal Services webpage.
This matrix shows salary Object Codes, applicable benefits and the benefit rates.

https://rsccd.edu/Departments/Fiscal-Services/Pages/Fiscal-Services-Department-Forms.aspx

FRINGE BENEFITS MATRIX

FISCAL YEAR 2023-2024

Mo 5TRS if EE has| Mo PERS if EE Mo OASDI i EE
PARS has PARS has PARS
23/24 Fringe Benefit Rates 12.10% 26.68% 1.30% £.20% 1.45% 0.75% 0.05% 1.50%
%330,000 == cr = %330,000%* or
Wage Limits for Benefit Calcs $1858,617 £145,042 £180,200
Active Ret.
See STRS PERS PARS DASDI MEDICARE HEALTH & WELFARE Ins. Cost sul WCI CASH FRINGE
Object Coddl Salary Object Description [ Note 1 [l 3111 or 31068 3211 or 32 3331 or 33 3311 or 331 3321 or 3325 - 3411 or 3415 Ml 3431 or 348 3511 or 35 3611 or 36l 3911 or 391
1110 Contract Instructors Instructicnal If on A Payroll If on B Payroll MNever If on B Payroll Yes (unless hired pricr to 1586) Yes Yes Yes Yes Yes
1314 Int/Sum-Beyond Contract Instructicnal If on A Payroll If on B Payrell | 5ee Pay Register | If on B Payrell Yes (unless hired prior to 1586) Mone 23 Yes Yes Mone

* May not have HW if short-term, retiree, or interim. Check with HR to see if EE is eligible
** |R5 401(&)(17) pensionable wage limit applies to members hired after 07/01,/1556.

Meote 1: Salary Object Codes that are Instructional must be paired with Benefit Object Codes that end in "1". 5alary Object Codes that are Non-Instructional must be paired with Benefit Object Codes that end in "5".



https://rsccd.edu/Departments/Fiscal-Services/Pages/Fiscal-Services-Department-Forms.aspx

Using the Fringe Benefits Matrix

Example

Date

01/31/24

Total Object 1110
01131724

Total Object 1314
01/31/24

Total Object 3111
01/31/24

Total Object 3321
01131124

Total Object 3411
01131724

Total Object 3431
01/31/24

Total Object 3511
01/31/24

Total Object 3611
01131124

Total Object 3911
Grand Total

Account

11_0000 193000 16433 _1110
11_0000_193000_16433_1314
11_0000_193000_16433_3111
11_0000 193000 16433 331
11_0000 193000 16433 3411
11_0000_193000_16433_343
11_0000_193000_16433_3511
11_0000 193000 16433 3611

11_0000_193000_16433 3911

Src

PR

FE.

FE

FE

PR

FE.

FE

FE

PR

How much of benefits expense is related to Object 1110 vs Object 13147
We can use the Fringe Benefits Matrix to determine which benefits are applicable to each Salary Object Code and the benefits rates to use in the calculation.
Mote: If applicable, cash fringe is subject to Social Security, Medicare, Unemployment, Workers Comp, and Fetiree Insurance.

Reference

CTPY2407A

CTPYZ2407A

CTPYZ2407TAF

CTPYZ2407AF

HWPY2407A

CTPYZ2407TAF

CTPYZ2407TAF

CTPYZ2407AF

CTPY2407A

Description

CE1024969 LOPEZ, CLAIRE M - 006 #5

CE1024969 LOPEZ, CLAIRE M - 006 #7

CE1024969 LOPEZ, CLAIRE M
CE1024969 LOPEZ, CLAIRE M
CE1024969 LOPEZ, CLAIRE M
CE1024963 LOPEZ, CLAIRE M
CE1024969 LOPEZ, CLAIRE M

CE1024969 LOPEZ, CLAIRE M

CE1024969 LOPEZ, CLAIRE M - 501 #9

Debit

7,925.09
7,925.09
7,149.60
7,148.60
2,879.26
2,879.26
219.98
219.98
933.21
93321
113.85
113.85
7.58

7.58
22770
227.70
105.00
105.00
$19,561.27

Credit Met
0.00 7,925.09
0.00 7,925.09
0.00 7,149.60
0.00 7,149.60
000 2879.26 STRS
0.00 2879.26
0.00 219.98 MEDICARE
0.00 219.98
0.00 933.21 HEW
0.00 933.21
0.00 113.85 RET INS
0.00 113.85
0.00 7.58 5
0.00 7.58
0.00 22770 WCI
0.00 227.70

0.00 105.00 CASH FRINGE

0.00 105.00
$0.00 $19.561.27

19.10%

1.45%

0.75%

0.05%

1.50%

Object
1110
7.925.09

1,513.69
116.31
833.1
60.23
4.02
12045

105.00

Object

1314
7,149.60
1,365.57
103.67

A
h3.62
3.57
107.24

A






Approving a TOE

TOE forms are approved through Self Service. Under Employment, select “Employee eForms”. Then,
select “Experience”.

Perceptive Web Applications (Experience and WebNow)

s Experience ‘ B B sclect to approve a TOE, or to view the status of a TOE already submitted

s WebMNow WebNow only works in Internet Explorer.

Then, select “Workflow”.

D Workflow



Approving a TOE

On the left, under Fiscal, you will see your approval queues and the fiscal forms pending your approval.

E > Workflow > Fiscal Manager (FISC Fiscal Approvers)

WORKFLOW PROCESSES

» £ BOPS GASB 96
-« £ Fiscal

L4 SFISC-LF-VCAS (FISC ...
L2 5FISC-UF-DIR2 (FISC ...
L2 5FISC-UF-DIR2 (FISC ...
L2 5FISC-UF-MGR (FISC ...
L3 5FISC-UF-MGR (FISC ...

Shows multiple approval queues.

Workflow Queue

Fiscal Manager (FISC Fiscal A...
Fiscal Manager (FISC Fiscal A...

Fiscal Manager (FISC Fiscal A...

n Fiscal Manager (FISC Fiscal Approvers):

Originator Name
Diaz, Ana
Diaz, Ana

Diaz, Ana

Originator ID

1031050
1031050

1031050

1 These are individual fiscal
forms (Transfers of
Expenditure or Budget
Changes) pending your
1 approval. You can clickon |
each one to review and
approve.

Name ;

321284Q_002MMSGLZ000F04

321Z284R_002ZMMNGLZO00PKF

3212845_002MMYGLZ0020RQ



Approving a TOE

* Tips for Reviewer and Approver:

v’ Ensure for payroll transfers that the corresponding fringe and health & welfare costs are included.

v Ensure GL0210 report showing the expenditure and any other supporting calculations are
attached.

v’ If an expenditure is partially charged to a federal project, ensure there is documented
justification for the percentage distribution and the distribution method is reasonable.

v" Ensure sufficient back-up is attached or included in the comments. If an external auditor reviews
this transaction, will the auditor have sufficient information to conclude this expenditure is
accurate and allowable?

* For special projects, the Project Director is responsible for verifying and approving the allowability of
all expenses, including transfers of expense.



Approving a TOE

When you are ready to approve, click the “Sign” button toward the bottom of the form, then click the
“Route Forward” button at the top of the form.

o + 3 = = = (s W (2w (% w

Signatures *

Originator:
| approve this budget change form.
Ana Diaz | | 041232024 | [ sign

|'_,l'l_|

Approver1:
| approve this budget change form.

|Jeﬂ‘rey Lamb | | 04/29/2024 | Sign

|'_,l'l_|




Approving a TOE

* At the District Office,
o All TOEs in Fund 11, 13 or Auxiliary Funds are normally reviewed by Gina Huegli (Budget Analyst).
The final Fiscal Approver is Adam O’Connor (AVC Fiscal Services).
o All TOEs in Fund 12, 33, or 74 are normally reviewed by the assigned Resource Development
Coordinator and the assigned Accounting staff. The final Fiscal Approver is Jason Bui (Senior
Accounting Analyst) or Erika Almaraz (Director of Accounting).

* For payroll transfers of expense affecting Federal Projects, District Accounting staff revise the effort
certificate if needed and send it to the Project Director for signature. If applicable, District Accounting

staff would attach the revised effort certificate to the TOE.

* Once approved by the Fiscal Approver, TOEs are posted overnight.






Lookup the Status of TOE in-progress

This column tells you
whose queue the TOE

form is in.
» I Fiscal TOE - CEC
. Search in In Workflow:
» & Fiscal TOE - DO
» [ Fiscal TOE - OEC Add Constraint: ‘ Name] - H starts with v ||
» [ Fiscal TOE - SAC
~ [l Fiscal TOE - 5CC O & gOriginator Name Workflow Queue Type Workflow
¥ Filtered by Originat...
) o Bui, Kevin 2CNSL-AF-DN (FISC Approvers 1) Dean's queue FISC Transfer of Exp... Idle
W Filtered by Originat... |  vou can
¥ In Workflow th;jg;zgnens Bui, Kevin 2CNSL-AF-DN (FISC Approvers 1) D8aN'S QUEUE FISC Transfer of Exp...  Idle
: gatus Change Form | and sort by
"Originator Bui, Kevin 2CNSL-AF-DN (FISC Approvers 1) Dean's queue FISC Transfer of Exp... Idle
> ) ange For... Name".
y» | Click on Fiscal hce Form L3 Nguyen, Huong 2MS-AF-DN (FISC Approvers 1) Dean's queue  FISC Transfer of Exp... Idle
TOE for your
location. Then, -
P o[ecEen e e Form - L) Martinez, Janette 2STSS-AF-VP (FISC Approvers 1) Dean's queue FISC Transfer of Exp... Idle
’ Workflow".  [card Form
. Payroll Timecard Form &3 Naguyen, Ngoc Phuo... FISC Accountants  po Accountant queue FISC Transfer of Exp... Idle
» I Payroll Timecard Form ... £ Nguyen, Ngoc Phuo... FISC Accountants DO Accountant queue FISC Transfer of Exp... Idle
» [ Payroll Timecard Form ...
£3 Cole, Stephanie FISC Resource Development  RD's queue  FISC Transfer of Exp... Idle

» [ Payroll Timecard Form ...




Lookup a Completed TOE

ACBL » GLAI - GLA Transaction Inquiry tre E

B < [ Joft > I Actuals Value 2/2
1 Use General Ledger Number : 12-2383-601000-25205-2110 Fiscal Year: 2024
ACBL and GL Account Description : Classified Management : Career Education
drill into
actuals. 2. Run a GL0210 report
Date Range [ ] using this Reference #. Source Code [ vl

Reference No Descripti Amount
588,

Jate on
CTPY2401B A0 |o7312023 CL1028371 CUELLAR, ESTELA - 00 10,588.18
TED0D02094 O] |o731/2023 CL1028371 1B CUELLAR, ESTELA * 110,588.18




Lookup a Completed TOE

GL0210- GL Activity

From: |07/01/2023 | MM/IDDIYYYY
To: |05/06/2024 | MM/DD/YYYY

Source Code(s): @) A actuals

3. Reference #

O All Budgets obtained from ACBL.

) All Encumbrances

O 1will enter specific Sour ode(s)
‘M, CA, CD. CR, DA, FAA JE, PJ, PR, UA

Reference(s): ‘TEUUUHEDE-&




Lookup a Completed TOE

07/01/2023 To 05/06/2024
Fund: ALL
Project: ALL
Tops: ALL
Dept: ALL
Object: ALL
Reference: TEOOD02094
Date
7/31/23
7131123
7131423

GL0210
4_This is the Unique Doc ID
# that can be used to
lookup this TOE in

Perceptive or Self Service.
Account Src Reference  Description Debit Credit Met
11_3230_619000_25210_2110 JE TEO00002094 CL1028371 1B CUELLAR, ESTELA *TOE*321Z795_002GYRB4D0001Z8 5,294 09 0.00 529409
12 2385 601000 25205 2110 JE TEO00002094 CL1028371 1B CUELLAR, ESTELA, *TOE*®3212795 002GYRB4D000128 5,294.09 0.00 529409
12 2383 601000 25205 2110 JE TEO00002094 CL1028371 1B CUELLAR, ESTELA, *TOE*®3212795 002GYRB4D000128 0.00 10,588.18 -10,588.18




Lookup a Completed TOE

TOE forms can be viewed through Self Service. Under Employment, select “Employee eForms”. Then,
select “Experience”.

Perceptive Web Applications (Experience and WebNow)

s Experience ‘ B B sclect to approve a TOE, or to view the status of a TOE already submitted

s WebMNow WebNow only works in Internet Explorer.

Then, select “Documents”.

A
Documents



Lookup a Completed TOE

‘F > Documents > Fiscal TOE e e Ume D @
. Enter tne Unique L'oc

ID # obtained from the
GLO210. Then click
"Add" button, and then
click "Search" button.

DOCUMENT VIEWS _ _
Search in Fiscal TOE: Search
» [ Fiscal Budget Change F...

» [l Fiscal Budget Change F... Add Constraint: | Name v H starts with A H 3212?95_GD2GYRB4DUDD‘IZS‘ ‘ Add | Cancel
» | Fiscal Budget Change F...
» [l Fiscal Budget Change F... & Workflow Queue Type Workflow Status  Document ID Originator Name  Originator ID Ori
» I Fiscal Budget Ch F...

B Fiscal Budget Change FISC Transfer of Exp... 321745G_001KWQ2... Le, Vu 1066944 Le.
» [l Fiscal Budget Change F...
» [ Fiscal TOE FISC Transfer of Exp... 321Z245P_001KWP2K... Bui, Kevin 2381824 Bu







Fiscal Year End Deadlines

The Fiscal Year End Calendar is sent out through District Announcements.

The calendar is also available on Fiscal Services’ webpage.

https://rsccd.edu/Departments/Fiscal-Services/Pages/Fiscal-Services-Department-Forms.aspx

Fiscal Services Department Forms & Training Manuals

Account Request Form
Account Request Form

» FISCAL SERVICES RESOURCES

FRAUD REPORTING

» BUSINESS SERVICES
DEPARTMENTS
Budget Changes
» BUSIMESS SERVICES RESOURCES Electronic Budget Change Form

2023/2024 FISCAL YEAR END l Budget Change eForm Instructions

e
CALENDAR Budget Change Validation & Routing Rules



https://rsccd.edu/Departments/Fiscal-Services/Pages/Fiscal-Services-Department-Forms.aspx

; Questions?
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