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THE FOLLOWING INSTRUCTIONS ARE TO BE USED IN COMBINATION WITH THE Expense Transfer Form.xls.

1. FOR XP USERS: Before opening the Expense Transfer form, open Excel. Click the Tools menu, choose Options. Click the Security tab. Click the Macro Security button located at the bottom left corner. Click the Medium option, click Ok. Click Ok. You are now able to use the button ‘Click here to send Expense Transfer Form’ to send this form electronically.

2. From the online forms page http://www.luc.edu/finance/forms.shtml, click the Expense Transfer Form, choose Save when prompted, and select a location on your computer to save the Expense Transfer Form.  Open the form, choose ‘Enable Macros’ when prompted.

3. Enter your name in the Prepared By field in the top right corner. Enter the Department Approval name. Leave the ‘Control Totals’ field blank. It will fill automatically based on the information entered in the Increase and Decrease columns.

4. In the first available row, enter the Accounting Unit (6-digit), Account (4-digit), and then an Amount in either the Increase column or Decrease column. Use the Increase column to increase the total amount of expenses for the accounting unit/account combination on the same row. Use the Decrease column to decrease the total amount of expenses for the accounting unit/account combination on the same row. 
5. In the next available row, enter the Accounting Unit (6-digit), Account (4-digit), and an Amount in either the Increase column or Decrease column. Use the Increase column to increase the total amount of expenses for the accounting unit/account combination on the same row. Use the Decrease column to decrease the total amount of expenses for the accounting unit/account combination on the same row. 
6. **There will always be at least 2 rows to an expense transfer. (i.e. at least one amount in the Increase column and one amount in the Decrease column.)
7. Enter a Transaction Description (30 char. max).
8. Note: When all lines of data have been entered, the ‘Control Totals’ field should show zero. New Lawson Accounting Units and Accounts must be used. 

9. Print the saved spreadsheet and attach the printed copy to any supporting documentation. 

10. After the entry is printed, click the ‘Click Here to Send Expense Transfer…’ button.
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11. A blank GroupWise email message will pop up containing the spreadsheet as an attachment. If your operating system does not perform this action successfully, please follow these instructions for attaching a document to an email: Save your spreadsheet to a distinct location by clicking the File menu, Save As. Using the Save In drop-down arrow, choose a location on your computer or network. If you’re unsure where to save, the Desktop is a good choice. Rename the spreadsheet if you prefer, and click Save. 


Open a new email message. To attach the spreadsheet you’ve just saved, click the File menu on the new message, point to Attachments and choose Attach File. Using the Look In: drop-down arrow, choose the location where the file to attach has just been saved. Double-click on the file. 

12. In the ‘To’ field on the new message, enter your supervisor’s email address, if necessary. Once approved, the form should be sent to: ACCOUNTING@LUC.EDU (General Accounting) or  GRNTCON@LUC.EDU (Sponsored Program Accounting), depending on the accounting units used on the form.  Accounting units beginning with 1, 3, 4 or 6 will be sent to ACCOUNTING@LUC.EDU. Accounting units beginning with 2, 5, or 9 will be sent to  GRNTCON@LUC.EDU. Entries that include both accounting units will be sent to GRNTCON@LUC.EDU.
13. Indicate an explanation for the Expense Transfer in the body of the email message.

14. Click ‘Send’ on the email message. *Suggestion: Keep a copy of the sent message in your GroupWise folder. 

15. Send the printed copy and supporting documentation by interoffice mail to the appropriate department. 

Please direct any questions to Financial Systems, extension 5-8728, or mailto:financialsystems@luc.edu.
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