Accounting SOP 016
PROCEDURES FOR COST TRANSFERS
*For the definition and application of this policy refer to University of Puerto Rico Handbook of Policies and Procedures for Sponsored Programs”. Pages 35-44

Once we have the knowledge or we receive a notification that there are costs to be transferred, the accountant must complete the following steps to create the adjustment:
1. Analyze the application of the cost transfer along with the documents that justify the transaction.  (If additional information or evidence is needed, it will be required directly to the PI or Administrative Assistant).

2. After analyzing the accounts to be debited and credited, a worksheet is prepared on Excel called “Web Adi”.  A unique number will be assigned to it, taken from our Access database called “Web Adi Register”.  It will be written in the “Group ID Number” area.

3. Once completed the “Web Adi” go to “Add Ins”, select “Oracle Uploads” and automatically the page will be registered in UFIS. Log in UFIS through the screen given  and select “CID General Ledger User”, then select the adjustment and upload it.

4. Enter PATSI PRODUCTION, “Journal Enter” and write the assigned number from Web Adi Register.  At the space provided for “Journal” write the number as follows Ex. %XX.xxxx%, and once opened click “Post”.

5. Once the entry is posted print the report, the accountant must stamp it as audited with the date of the transaction and attach all the supporting documents. Then it must be handed to the Finance Officer. 

6. The Finance Officer verifies, signs and requests to be filed.
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