Submitting an Endowment JV transfer:
A short guide to help Units transfer lump sum funds from a unit budget to an Endowment

This guide is written with JV preparers in mind to help them with the necessary details for a JV transferring funds into an Endowment from another UW budget.

1. Loginto MyFinancial Desktop, go to the TRANSACTIONS dropdown menu, and click on “Journal Voucher”
2. The data required in order get it processed is included below

a. Form Name/Description: Enter a short description of the transfer, something like “Smith Endow Transfer”
Explanation: Enter in a more detailed explanation here but mostly where the funds are coming from and moving to as well as the reason why
Approver UWNetID: Enter a person who can approve JV requests in your unit
Distribution List: Include the netids of people who should be informed about the status and details of this transfer
Document Attachments: Add backup documentation to this JV that further explains background for the transfer in case someone has to go back
and review this transfer, this could be an email, spreadsheet, letter, pdf, etc.
f. Inthe JV Transactions Table:

i. The top row is going to be used for the place the funds are being moved from.
1. Description: Enter “from (budget or fund name)”

Fund or Budget Number: Enter the budget number where the funds will be moving from
Obj Sub Ssub: For simplicity enter “948198” which is just the “transfer out” code
Debit: Enter the amount that will be transferred
Credit: leave this blank
Task/Option/Project: only use this if your unit requires the use of these

7. Everything else in this row can be left blank
ii. The second row is used for the Endowment Suspense budget the funds are moving to.

1. Description: Enter “to (6 digit allocation code)”
Fund or Budget Number: Enter 969000 (yet to be invested endowments) or 969100 (previously invested endowments)
Obj Sub Ssub: For simplicity enter “948098” which is just the “transfer in” code
Debit: leave this blank
Credit: Enter the amount that will be transferred
Task/Option: leave these blank
Project: Enter the 6 digit allocation code for the endowment you are transferring funds into

8. Everything else can be left blank

g. Lastly, don’t forget to click Submit Now at the bottom of the page
h. You're done!
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Tiif MyFinancial.desktop

Home > Transactions > JW

* Denotes Required Field

Date Prepared 12/14/2818

JWV Number

* Farm Mame/Description lshuﬂ transfer descri

* Explanation | Explain here where the funds are coming from and moving to and why

* Approver UWNetiD
{LiWNefiDz only sepsrafed by comms)

add an approver here ‘

Freparer Information Adam D Hill adamh3 +1 206 655-9596

Depariment | UA: Finance & Administration

Distribution List
{UWNeflDz only separated by comma|

* Document Attachments Add Attachments

Period JV s/b recorded  ~ Current idefaull}

=N s
- .
Add new| 2 Transzaction rows Tatale 5.000.00 5.000.00

&) The maximum number of lines is 2500

add anyone who should be notified of this transfer here

JV Transactions -]
Gen Ledger or Cost Accounting
F— Amount oy Payroll Data
# * Descrption * Fund or Budget Mumber * Oiby Sub Szub * Diehit * Credit Task Option Py Paos Occup Swc Pd FTE Action
1 from fund or allecatio 554401 o42198 5,000.00 0.00 Diglate
2 to ALLOCATION 058000 o4E003 0.00 5,000.00 ALLOCA Delste
E Delate
4 Delete
5 0.00 Delste
E Delete
7 Delate
E Delete
9 Delete
10 Diglete

Totals 5.000.00 5.000.00



