Transferring Expenses on a Projects Using Report 073 to find the Expenses-

Expenses can be transferred in the Cornerstone system-

Cornerstone recognizes expenses by the transaction number. You can find the transaction number through “Report

073”

Log onto Cornerstone- https://my.rutgers.edu and click on “Financial Management (Oracle Cloud)”

Financial Management (Oracle Cloud)

To run the “Project Report 073"

Click on “Tools” and then “Reports and Analytics”

Reports and Analytics

Project Report 073 is located -

Reports and Analytics = All Folders = Shared = Custom = RU Custom = Reports = PGM Reports

RU PJ 073 Project Costs Detail Report.xdo

/shared/Custom/RU Custom/Reports/PGM Reports

Fill in your search criteria-

Award / Contract Number All v Project Number Al v Project Organization Al ¥ Project Manager All
Expenditure Item Date From fe Period Name ¥ Expenditure Item Date To Y Task Number Al
Creation Date From fe Creation Date To e
Accounting Date From fe Accounting Date To e  Apply

¥ Principal Investigater All

v

Project Type All

You can fill in the “Project Number” and the “Accounting Date”. Accounting Date is when the expense hit the ledger.

When you fill out the search criteria, click on “apply” to run your report, it will open in excel-

TRANSACTION | TRANSACTION LINE |EXPENDITURE
NUMBER NUMBER.

ACCOUNTING DATE INVOICE NUMEER.

SUPPLIER

EXPENDITLRE COMMENTS

7981640

107-31-2019 08-01-2019 AUG-20 08-02-2019 1139100 THQ1723 CDW Government LLC.-p2508771

8133321 107-31-2019 08-04-2019 AUG-20 08-06-2019 1139096 10331921060 Dell-p5944658

StarTech com 6 ft Slim High
Speed HDMI to Mini HDMI
Cable with Ethernet

Dell Pro Slim Briefcase 15
(PO1520CS) Discounted
unit price: $29.99 Dell
Contract Code:
000000005003
Manufacturer Part# : JP3DN
Dell Parts : 460-BCMK



https://my.rutgers.edu/

The report will give you all the information on the expenses in the project based on dates listed. Cornerstone will
recognize the “Transaction Number” when looking up expenses to transfer.

TRANSACTION
MUMBER

7981640

Financial Management (Oracle Cloud)

To transfer the expense- go back to “Financial Management (Oracle Cloud):

Click on “Projects” and then “Costs”

From the task bar on the right side- and click on “Manage Project Costs” from the menu

Capture
= Capiure Costs

s Manage Unprocessed Costs

* Manage Unreleased Costs

Process
s Import Costs

¢ |mport Commitments

Review and Adjust
# \Manage Project Costs

* Manage Committed Costs

+ Manage Cost Distributions




This will open up the basic search screen. Click on “Advanced” to open up the remaining search criteria-

Manage Project Costs

Search

Expenditure Business Unit
** Project Name

** Project Number

Task Name

Task Number

Transaction Source

v Expenditure Item Date mi/diyy

** Expenditure Organization

Expenditure Type

v Person Name
v Contract Name
v Contract Number

Done

** At least one is required

You can fill out the Transaction Number and go straight to your expense-

Enter the
** Transaction Number Equals v| 7981640 transaction te Equals ~| midiyy hmm a
Expenditure Item Date Equals ~| midlyy number us Equals & 3
Capitalizable Equals v v Net Zero Item Equals v v
Billable Equals o o Revenue Status Equals & v
** Expenditure Organization Equals - .
Click on
Search
search
aasienis
This will give you your expense you need to move —
Transaction . . . Expenditure Contract
Project Name Project Number Expenditure Type Person Name
Number : ) p YP®  ltem Date Number

Click on the

transaction

number

52930

713119

This will bring you into the expense detail, from the “Actions” menu on the right, you can start your transfer-

Overview Manage Project Costs x

General

Task Number
Expenditure ltem Date
Expenditure Type
Expenditure Organization

Contract Number

Funding Source

Expenditure ltem: 7981640

200

7131119

52930

45052952571

Costing  Biling  Intercompany Biling ~ Adjustment History

Work Type

User Defined 1 000000

Transaction Number 7981640

Expenditure Business

ume  RUtgers BU

Project Unit  Rutgers Project Unit
User Expenditure Batch  OAP_3637860

Quantity 3

Unit of Measure EA

—)
——)

Aclmns v Done

Transfer Costing

Split Billing
Split and Transfer Intercompany Billing
Borrowed and Lent
Accounting

Set to Capitalizable Edit Comment

Transfer will allow you to transfer the entire expense to another project. Split and Transfer will allow you to transfer a
portion of the expense to another project.




Transfer-

When you click on transfer-

Transfer Expenditure ltem: 7981640

Freject tame _ Quanty 2
Contract Number Billable Yes
Funding Source Capitalizable Mo
Details
* Project Number * Task Number * Contract Number * Funding Source

| [ 1~

Enter in your project number and task number- if your project is a sponsored project, the contract number will
automatically fill in.

When you are done, click on submit in the upper right hand corner
This will open up a “justification box” — fill in your justification and hit “submit” for approval.

Split and Transfer-

When you click on spit and transfer-

Split and Transfer Expenditure Item: 7981640

Project Name _ Quantity 3
1-a5k Name 2_ Unlt cf Measure EA

Contract Number Billable ‘Yes
Funding Source Capitalizable No
Details
Actions =
* Project Number * Task Number * Contract Number * Funding Source Quantity

| | IE
| | | | :

The first line of the project number will be the original project number of the expense. Leave that asis. You can fill in
the subsequent project numbers for where you want to move your expense to.

The quantity must total to the quantity in the expense. In the above example, the total quantity is 3, so if we are spitting
between 2 projects, the quantity in both line must add to 3 (so the first project can have 1.5 and the second project can
have 1.5)

You can add more projects by click on the “+” sign
When you are done, click on submit in the upper right hand corner

This will open up a “justification box” — fill in your justification and hit “submit” for approval.



