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Preparing a RET

Open the file template:  
Template available at: RET (Retroactive Expenditure Transfer) Form
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INSTRUCTIONS: The department must generate the GEMS query
(U_RET_REQ_ADD_CHRGS_TO_ACCT). The results of this query must be attached
toihis form as part of the request. The chartfield string forthis “Add Charges To™
account must be identified within the attached query. Signature below is approving the
usage ofthe "Add Charges To" account identiied by the deparmentin the query.

FORM INSTRUCTIONS: The department must prepare tl

DELETE CHARGES FROM:

INSTRUCTIONS: The department must generate the GES query.
(U_RET_REQ_DEL_CHRGS_FROM_ALL). The results of this query must be attached to
this form as part of the request. The chartield string for each “Delete Charges From™
account must be highlighted within the attached query. Signature below is approving the
usage of the “Delete Charges From” sccount igentified by the deparmentin the query.

“Add Charges To" GEMS “Delete Charges From"
Combo Code: GEMS Combo Code:
Project Number if Project Number if T
applicable: Fund#| applicable:
Preparer's Name: Ext. Preparer's Name: Ext.
Authorized Name: Ext. Authorized Name: Ext.
Authorized Signature: Date: Authorized Signature: Date:
N Employee
Employee Name: i Red #]

Pay Period Range (First Pay
Period End Date - Last Pay.
Period End Date)

NOTE: This amountis ONLY GROSS EARNINGS,
|and does not include fringe benefits. This

Total Gross Earnings To Be

: $

lamount must tie to the sum of the amounts
indicated on the attached query results.

Comments:

/A JUSTIFICATION FOR Al

FOR PAYROLL AND RESEARCH
Grazs et

LL RETROACTIVE EXPENDITURE TRANSFERS ONTO SPONSORED PROJECTS IS REQUIRED. PLEASE|
COMPLETE THE ATTACHED RET JUSTIFICATION WORKSHEET.

IANCIAL MANAGEMENT USE ONLY.

Fich CIEEDD e Chner

Totls Trnstened

pagson

ITADDIelete account involves Cost Share or funds 183X, 2YXXX thru 24XXX please send by emailto: RFVRE TNoify@research st edu
All others - Please send by email to: UPRRETNotify@admin usf edu

Revised: 311672008





Finding Query results
Open GEMS and navigate to the Query Manager as follows: 


Reporting Tools > Query > Query Manager

In the query manager in GEMS, search for the query U_RET_REQUESTS     run to   Excel 
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Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

T

Findd an Existing Query | Create New Query

“Search By begins with
Advanced Search

Search Results

“Folder View
CheckAl | | UncheckAl | “Action| — Choose - v
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It will open the following page:  All areas need to be completed below.  
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Hit View Results, Excel will populate results (below) copy all data under the header (A3) paste into your blank instruction tab on the RET form. 
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Paste results from the above query (B-14)

· Copy all information from query above into lines B-14 to end
· Column “J” enter all amounts for earnings only rows that need to be moved then hit

· CALC ALL when done entering amounts
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L Total Amount:] $ 652.14
EmplRcd: 1 Total Gross Earnings:| $ 465.51
From Pay Period:  2/7/2019 Total Deductions: | $ 153.09 Y
To Pay Period:  3/7/2019 Total Taxes:| $ 3354 TOTALS
Combo Code OpUnit Fund  Deptid  Product Initiative Project
Addto: 000407089  HSC 20000 641400 000000 0000000 6414109320
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Complete the RET Justification Tab:
· Explain in full detail each question on justification tab

[image: image6.png]For salary transfers, please provide employee name and employee id.

Employee Name Empl ID # Red# From Pay Period To Pay Period
E——— ] 6 T—— |

Why was this expense charge: error to the chartfield from which it is now being transferred?

/An "exceeds budget tolerance error" appeared during RSA check for pay period 1813. The salary portion of the budget had been overspent for a number of pay periods and the project is not on
control so they were being re-budgeted from other categories. It was assumed this continued to be the cause for this error so the salary for Mitchell continued to be correctly charged to that project.
The error for this pay period was actually due to the overall budget being exceeded which was a result of too much student salary being charged to the project during the pay period and as a result all
of the salaries defaulted incorrectly to the IMSE E&G account.

How do the expenses being transferred benefit the receiving project?
Mitchell was assigned to work on iskissslessssssienfubéi@iis project in December. His effort during pay period 1813 continued on this project and was unchanged from previous weeks. His salary
needs to be moved off the department E&G and back on to the project to match his actual effort.

Why are the charges allowable and allocable on the receiving project?
Salaries are budgeted and allowable on project SueaStnes

Please describe the corrective action taken to ensure this type of error does not reoccur.
Make sure to double check the overall project balance to ensure that isn't what is causing the exceeds budget error.





Complete RET form tab with:
· Preparer’s Name  (Add and Delete)
· Authorized Name (Add and Delete)
· Authorized Signature – (Signature, Docusign, email or approval in the incident) from the Accountable Officer or PI

[image: image7.png]Retroactive Expenditure Transfer (RET)

FORM INSTRUCTIONS: The department must prepare this form and include the results of the query
discussed below. New form released for use starting September 1, 2015.

INSTRUCTIONS: (1) Begin on the RET Instructions tab; once completed, obtain approval. (2)
Signature below is approving the usage of the *Add Charges To* combo code identiied below,
and selected by the department within the U_RET_REQUESTS query results.

INSTRUCTIONS: (1) Signature below is approving the usage of the *Delete Charges From®
cambo cade identiied below, and selected by the department within the U_RET_REQUESTS

query results

"Add Charges To" GEMS

000407089

"Delete Charges From"

000037021

Combo Code: GEMS Combo Code:
P’°L;‘:"":::;:f' it bbb ROORE | -.ax| 20000 | Proiect Number if applicable: 0 Funcz| 94586
Preparer's Name: Lorraine IR Ext. | 4-RaEf Preparer's Name: Lorraine I Ext. | 4-Nall
Authorized Name: Bill Smaiaieh Ext. | 4-4887 Authorized Name: Kaitlin INm— Ext. | 3-0008
Authorized Signature: Date: Authorized Signature: Date:
Employee Name: J— PV | ooogpemsee |Rca#| 1

Pay Period Range (First Pay
Period End Date - Last Pay Period
End Date)

2/7/12019

to

3/7/2019

Total Gross Earnings To Be

Transferred:

$

465.51

INOTE: This amount is ONLY GROSS EARNINGS,
and does not include fringe benefits. This amount
must tie to the sum of the amounts indicated on
the attached query results.





Submitting a RET
Prepare an email to submit the RET request as follows: 

· The subject line of the email must include (if not included, the request will not be processed):
[Emplid], [rcd#], [last name], FROM [Projectid][Fund Code], TO [Projectid][Fund Code] ppe[9999-9999] ppe [ddmmyyyy - ddmmyyyy] 

Example:

17098, rcd#0, Ghiotto, FROM 6119106300, 20000 TO 6119106400, 20000, ppe 0703-0713, ppe 8/10/2006-12/28/2006

· The email should include: 
· The appropriate subject line shown above. 

· A properly completed RET form attached.
· An authorized signatory from the Accountable Officer or PI, as listed in the FAST Workflow tables.

· If over 90 days, attach a 90 day memo explaining in detail with PI signature
· Sponsored Award-related RETs are to be submitted to ServiceNow by email to: RFMRETNotify@usf.edu. 

Related RETs include all requests that involve deleting from or adding to funds 183XX, 20000 – 24999 and 94000 – 95999
· Non-grant related RETs are to be submitted to University Payroll by email to: UPRRETNotify@admin.usf.edu
All emails to the addresses for RETs will create a unique UCO incident. Please do not send an initial email to the email addresses for a RET that does not contain the completed RET form, it will not be accepted.  If you need to make an initial communication with Payroll or Sponsored Research, please use the UCO number provided in the email you receive to update information. 
***Please note:  If your RET is emailed to the incorrect address, the approval process will be delayed.***
Once a RET is sent to one of the email addresses listed above, the sender will receive an automated response.  In the response, the RET notification will include a UCO Reference number.  This email should be saved! 
[image: image8.png]From: USF Support <usffl@service-now.com>
Sent: Friday, March 22, 2019 9:48 AM

To:

Subject: Request UCO0407928 opened on your behalf: FW: Project # 11111111

Thank you for contacting the University Controller's Office. This email is confirmation that your request has been submitted and that you can expect a response soon.

Your request details are as follows:

Short description: FW: Project 1111-1111

Comments:




NOTE: If for any reason, you need to send additional information, the system allows you the ability to update an incident by clicking on the link provided in the email notification you received when originally submitting your request (UCO #).

Determining the status of the RET

The ServiceNow system can be used to track the RET from the time it is submitted, by usine the UCO number assigned until it is entered into GEMS or the RET is denied. 

The UCO Reference number is needed to search the system to retrieve the current status if needed.  However, each time a RET is assigned to another staff member, approved, rejected, forwarded on for higher approval (e.g. over 90 days) or entered into GEMS, a notification of the RET status is sent to the original sender of the RET request.  
States of status in ServiceNow:
· New, Active or Pending: The RET is still in process. A notification email indicating that an ETR has been approved and forward for processing, could mean that it was either forwarded to be entered into FAST! or forwarded to another staff member for further review/approval.

· Resolved: The RET has either been denied or has been approved and entered into FAST! (A notification email from the ServiceNow system should be received).  Once it has been entered into FAST!, the posted transaction will appear on the ledger. 

· Additional status values available in the system that may or may not be used include:

· Approved: 

· Denied: 

· FWD for higher level approval:

· Upon receipt, need more information:

· 90 Day: (Detailed Memo attached with PI’s signature)
· Missing FAST workflow

· Accountable officer/PI’s approval:

Searching the ServiceNow system for the status of a RET 

Open Internet Explorer and go to the following link:

https://usffl.service-now.com
You can enter the UCO # or click on your email UCO link
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Reviewing RET transaction detail:

In GEMS, navigate to the following: 

North American Payroll > Payroll Distribution > Commitment Accounting > Review Retro distribution and enter the run ctrl id of the RET and click the search button.  [image: image10.png]Search




The staff member that entered the RET in GEMS should have added the Run Ctrl id to the ServiceNow incident. If you do not see the Run Ctrl id on the ServiceNow incident, please contact your Payroll Representative in University Payroll as appropriate.
[image: image11.png]Review Retro Distribution

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

v Search Criteria

Run Conrol D[contains v |36868° |

Last Operator to Update[beginswith v ||
CreationDate=___ v] [ 8
DaeotPayl=_ ] [ W

Transaction Source| = v 2

Process State| = v v
PocessDael= v [ |
EmplD[begnswitn v ]

RNS Reference Number begis wih v || ]

O case sensitive

Basic Search (&7 Save Search Criteria

Search Results
View Al First ‘& 101 2 Last

Run Control ID Last Operator to Update Creation Date Date of Pay Transaction Source Process State Process Date Empl u_
0000035959 CONATY 03/2012019  03/21/2019 Direct Complete  03/20/2018  0000D!





It will return a page like this screenshot below. From here you will be able to review the transaction detail:
Click on Distribution Detail to review:
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Contact your Payroll representative in University Payroll or GFA Sponsored Research representative if you have any questions.
Contact information:

University Controller’s Office (Payroll)
Annette Conaty - 974-9332; conaty@usf.edu 

Lorinda Stroup - 974-4912; lstroup@usf.edu
Sponsored Research:

Julia Dunn – 974-7229; juliadunn@usf.edu 

Earl Bare – 974-7553; ebare@usf.edu 
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