
Finance Update Session 
April 2011FUNDING TRANSFERS

 Funding Transfers have now been split between:
 Transfers with Other Budget Centres
 Transfers within Own Budget Centre

 Transfers within Own Budget Centre is defined as 
those budget centres you have delegation over
 Some existing documents will relocate under new 

headings



Finance Update Session 
April 2011FUNDING TRANSFERS – With other BC’s

 Funding Transfers with Other Budget Centres 
include two document formats:
 General Funding Transfer
 Foundation Transfer

 These are initiated by the BC paying the funds
(one side of the transaction only)
 The document then needs to be completed and 

approved by the BC receiving the funds
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April 2011FUNDING TRANSFERS – With other BC’s

Documents Allowable Accounts

General Funding Transfer Existing 10500
10510
20500

Funding Transfers
UTAS Contributions to Contracts
Cost Recovery – Salaries

Foundation Funding 
Transfer

Existing 18005
18006

35050

UTAS Payments to Foundation
UTAS Payments to Foundation –
Capital
Foundation Payments to UTAS



Finance Update Session 
April 2011FUNDING TRANSFERS – Within own BC

 Funding Transfers within your own Budget 
Centres (delegation) includes three new 
documents and two existing documents:
 General Funding Transfer **new**

 Salary Recharge / Buyback
 Contracts Funding Transfer **new**

 Institutes / Colleges Funding Transfer **new**

 Other Recharges
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April 2011FUNDING TRANSFERS – Within own BC

 Initiated and approved within own budget centre/s
 Both sides of the transaction to be completed 

before selecting: “Submit” or “ Refer to Someone 
else”.
 Delegation levels apply. If it is within your 

delegation:
 Submit will approve both sides of the transaction.

 Please note that the natural account is hardcoded 
in the document (with exception of the “Other 
Recharges”)
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April 2011FUNDING TRANSFERS – Within own BC

Documents Allowable Accounts

General Funding Transfer **New** 10500 Funding Transfers*

Salary Recharge / 
Buybacks

Existing
(relocated to new 
heading)

20500 Salary Recharges / Buybacks

Contracts Funding 
Transfer

**New** 10510 UTAS Contribution to Contracts

Institutes / Colleges 
Funding Transfer

**New** 10505 University Budget Funding to 
Institutes / Colleges

Other Recharges Existing
(relocated to new 
heading)

Any natural account can be used except
those listed above (including Foundation 
accounts)

*If you wish to move funds on 10520 “Internally Funded Strategic Initiatives” account, 
please contact either Nadyne Russell or Caroline George
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April 2011FUNDING TRANSFERS - Summary

 Three new documents:
General Funding Transfer 

• where BC’s want to transfer funds between their own 
projects (where Budget Transfers are not applicable)

Contracts Funding Transfer 
• Where Research or other Contract specifies a contribution 

by the University 

Institutes / Colleges Funding Transfer
• For use by University Institutes and Colleges
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April 2011New Look Transaction Processing Tab
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April 2011NEW WORKFLOW

 Implementation due for 2nd May 2011 – please 
help us by:
Having all outstanding Funding Transfers/ Other 

Budget Centre Recharges and Salary Recharges for 
April posted.
Taking these documents off-line on Wed 27 April 

2011.
Please ensure all documents are 

finalised before Easter.
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April 2011

DOCUMENTS – “On Hold – AP Invoices 
Only”

 Reasons to put AP Invoices on hold:
Goods / Services not yet received
Waiting on additional documentation from supplier
Student not yet commenced

 How to put documents on hold:
Select the AP invoice that you wish to hold.
Select “Hold UTAS document file”
Enter hold date (date you want to hold it to), reason 

and comments.
A clock symbol will appear indicating it’s on hold.
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April 2011DOCUMENTS – “On Hold”
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April 2011DOCUMENTS – “On Hold”

 Once your document is on hold a symbol will appear 
next to the invoice indicating its on hold.

• To release : 
Select: ”Release Hold UTAS Document File”
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April 2011DOCUMENTS – Internal Purchases

 ITR Product Requests
 Please note there are additional fields now available –

these are now mandatory:
 Please complete the Job Description field so you can easily 

identify what you have purchased on any enquiries. 
 Please complete the Requested for field on the product 

request (to indicate who purchase is for)
 This will facilitate the purchase and implementation of 

software and hardware for the user
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April 2011DOCUMENTS - Attachments

 Please remember to put relevant attachments 
and backup documents to assist with audit 
enquiries.  
For example: attaching a transaction listing with the 

transaction to be corrected highlighted. 
 Supporting documentation is mandatory for the 

following documents:
Correcting Journals 
Salary Recharges/Buybacks



Finance Update Session 
April 2011WORKFLOW – Delegations 

 Remember when you go on leave to delegate 
your workflow:
Go to “My Workflow” Tab
Under “Links to Other Functions” click on “User  

Delegations
Under “Actions to Perform” click on “Add 

Delegation” 
Complete the required fields in the “User 

Delegation Detail” box
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April 2011WORKFLOW – Delegations cont…

 Please remind your managers to 
delegate their workflows before they go 
on leave

 Remember – if you are delegating to 
someone with a lesser delegation than 
yourself, please notify 
T1F.Help@utas.edu.au so we can alter 
the delegation levels.
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April 2011WORKFLOW - Default Approvers

• Under the “My Workflow” tab
• Under “Links To Other functions” select “User 

Parameters”
• For each category enter the username of who you wish 

to be your default workflow approver. You must make 
sure that the username is correct and in CAPITALS –
e.g. GARRYH and also that person is a valid user.
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April 2011WORKFLOW - Default Approvers

• Save your settings
• You are able to change your default workflow approver at any 

time, and may be required to do so if your workflow approver 
becomes no longer suitable i.e. that user leaves the position they 
were in, and someone else fills the position.
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April 2011WORKFLOW - Escalations

 After much testing and discussions with key 
users, it has been decided that Workflow 
Escalations will not be implemented at this time
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April 2011WORKFLOW – When staff leave

 Please contact the T1F Helpdesk to advise if 
staff have left your area or the University.
We will reassign their current workflows and 

remove their access. 
 If a staff member has moved to a new area 

within UTAS.  
A new form will need to be filled 

in to gain the appropriate security 
access for that new area.
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April 2011TIPS & TRICKS

 Quicktext:
Go to “Tools” > “Quicktext”

To use = <then code>
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