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31BFinancial Transaction SOP: Financial Processing, Overview 
 32BSOP Owner: Financial Processing Manager 
 33BVersion Number, Date Revised: #4, 11/30/2015 
  
 
34BStandard Operating Procedure 
 

1. 35BUPurpose 
 
36BKFS financial processing transactions are how accounting entries are used for:  

• 37Brecording cash receipts,  
• 38Bmoving funds throughout the university,  
• 39Bbilling between units, and  
• 40Bdisbursing funds (through the Disbursement Voucher).  

 
41BFinancial Processing, Transactions 
42BThe “Financial Processing, Transaction” submenu 41Tgroup41T provides access to the most commonly 
used Financial Processing e-docs. (For more information, see e-doc–specific SOPs.) 
 
149BTable 1  Financial Processing submenu group of transactions 

136BFP e-doc 137BDescription 
138BAdvance 
Deposit (AD)  

0BUsed to record deposits that go directly to the bank. This e-doc enables 
distribution of the amount received to the appropriate accounts in the 
financial system. It is used by university departments that make deposits, 
departments that use a lockbox at the bank for cash receipts, and anyone 
who needs to record bank deposits. The AD is used when checks or cash 
are received and need to be credited to an account. 

139BAuxiliary 
Voucher (AV) 

43BUsed to record entries (adjustment, accrual, and recode) to a transaction’s 
proper posting period in order to ensure accurate and timely financial 
reports. Postings are allowed to open periods as set by central (based on 
parameters), which means that the AV is one of the few e-docs that can post 
to a prior period. Typically, an AV will be useful during the first 5 days of 
the calendar month. AVs require the preparer to understand debits, credits, 
and issues related to recording a transaction in proper accounting periods. 
Billings cannot be processed on this e-doc.  

140BBudget 
Adjustment 
(BA) 

44BUsed to record income and expense budget transactions. It can be used to 
modify a base budget, a current budget, or both. All adjustments to base 
budget must balance, and all adjustments to current budget must balance. 

141BCredit Card 
Receipt (CCR) 

45B** Not Used** Used to record the receipt of income via credit card 
payments to the university and distribute the funds received to the 
appropriate accounts. 

142BDisbursement 
Voucher (DV) 

46BUsed to process payments that cannot be paid on a PCard and do not 
require a purchase order (PO). Payment options for a DV are ACH / check, 

http://kfs.testdrive.kuali.org/kfs-ptd/static/help/WordDocuments/gloss_group1.htm
http://kfs.testdrive.kuali.org/kfs-ptd/static/help/WordDocuments/gloss_document.htm
http://kfs.testdrive.kuali.org/kfs-ptd/static/help/WordDocuments/advancedeposit.htm
http://kfs.testdrive.kuali.org/kfs-ptd/static/help/WordDocuments/advancedeposit.htm
http://kfs.testdrive.kuali.org/kfs-ptd/static/help/WordDocuments/gloss_ad.htm
http://kfs.testdrive.kuali.org/kfs-ptd/static/help/WordDocuments/auxiliaryvoucher.htm
http://kfs.testdrive.kuali.org/kfs-ptd/static/help/WordDocuments/auxiliaryvoucher.htm
http://kfs.testdrive.kuali.org/kfs-ptd/static/help/WordDocuments/gloss_av.htm
http://kfs.testdrive.kuali.org/kfs-ptd/static/help/WordDocuments/budgetadjustment.htm
http://kfs.testdrive.kuali.org/kfs-ptd/static/help/WordDocuments/budgetadjustment.htm
http://kfs.testdrive.kuali.org/kfs-ptd/static/help/WordDocuments/gloss_ba.htm
http://kfs.testdrive.kuali.org/kfs-ptd/static/help/WordDocuments/creditcardreceipt.htm
http://kfs.testdrive.kuali.org/kfs-ptd/static/help/WordDocuments/creditcardreceipt.htm
http://kfs.testdrive.kuali.org/kfs-ptd/static/help/WordDocuments/gloss_ccr.htm
http://kfs.testdrive.kuali.org/kfs-ptd/static/help/WordDocuments/disbursementvoucher.htm
http://kfs.testdrive.kuali.org/kfs-ptd/static/help/WordDocuments/disbursementvoucher.htm
http://kfs.testdrive.kuali.org/kfs-ptd/static/help/WordDocuments/gloss_dv.htm
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136BFP e-doc 137BDescription 
wire transfer, or foreign drafts. A DV requires more information than most 
financial e-docs. 

143BDistribution of 
Income and 
Expense (DI)  

47BUsed to distribute income or expenses from a holding account to one or 
more appropriate account(s) when one account has incurred expenses or 
received income on behalf of one or more other accounts. When you have 
accumulated income or expense and need to distribute / move it to other 
accounts (for example, programs with shared costs), you would use a DI. 

144BGeneral Error 
Correction 
(GEC) 

48BUsed to correct entries that have already posted to the General Ledger. This 
includes entries with either a “final” or “in process” status. GEC is not for 
redistributing costs. Note: GEC SOP includes information on the error 
correction button (and when it is appropriate to use the error correction 
button as opposed to the GEC e-doc). 

145BInternal Billing 
(IB) 

49BUsed to bill for goods or services provided by one university department to 
another university department, reflecting internal income to the provider 
and expense to the customer. IB is not used to record the transfer of capital 
equipment between university accounts or to report external income. 

146BIntra-Account 
Adjustment 
(IAA) 

50B**New Oct 2014** Used to allow adding sub-account/sub-object code 
information for an existing transaction. Or to transfer between sub-accounts 
or sub-object codes, within the same account/object code, without any 
approval levels beyond that of the fiscal officer for the account.  

147BPre-
Encumbrance 
(PE)  

51BUsed to add local encumbrances instead of relying on information in an 
outside system. Use this transaction to earmark funds for which unofficial 
commitments have been made. Can also be used to disencumber open 
encumbrances created with the PE e-doc. 

148BTransfer of 
Funds (TF)  

52BUsed to transfer funds between accounts. It could be used to cover an 
overdraft or fulfill a funding commitment. 

 
 
53BFinancial Processing, Custom Document Searches 
54BChoose “Financial Transactions” from the Custom Document Search options on the Main Menu. 
A “Search” screen will open. Enter information in fields, as appropriate, to find the desired e-
doc(s). After you retrieve documents, your role determines whether or not you have view-only 
permission or a variety of maintenance permissions that allow editing / modifying e-docs. 
 
1BKFS offers a special customized document search related to Disbursement Vouchers. The search 
screen contains the standard search fields along with special fields that are unique to DVs. 
 
55BTo limit the number of results returned when searching, define specific search criteria; i.e., if 
searching for expense object codes, limit your search to EX object types. For example, if looking 
for an object code to use on an IB, limit your searches to object codes with sub-type ID 
(interdepartmental activity). 

http://kfs.testdrive.kuali.org/kfs-ptd/static/help/WordDocuments/gloss_document.htm
http://kfs.testdrive.kuali.org/kfs-ptd/static/help/WordDocuments/distributionofincomeandexpense.htm
http://kfs.testdrive.kuali.org/kfs-ptd/static/help/WordDocuments/distributionofincomeandexpense.htm
http://kfs.testdrive.kuali.org/kfs-ptd/static/help/WordDocuments/distributionofincomeandexpense.htm
http://kfs.testdrive.kuali.org/kfs-ptd/static/help/WordDocuments/gloss_di.htm
http://kfs.testdrive.kuali.org/kfs-ptd/static/help/WordDocuments/generalerrorcorrection.htm
http://kfs.testdrive.kuali.org/kfs-ptd/static/help/WordDocuments/generalerrorcorrection.htm
http://kfs.testdrive.kuali.org/kfs-ptd/static/help/WordDocuments/gloss_gec.htm
http://kfs.testdrive.kuali.org/kfs-ptd/static/help/WordDocuments/internalbilling.htm
http://kfs.testdrive.kuali.org/kfs-ptd/static/help/WordDocuments/gloss_ib.htm
http://kfs.testdrive.kuali.org/kfs-ptd/static/help/WordDocuments/preencumbrance.htm
http://kfs.testdrive.kuali.org/kfs-ptd/static/help/WordDocuments/preencumbrance.htm
http://kfs.testdrive.kuali.org/kfs-ptd/static/help/WordDocuments/gloss_pe.htm
http://kfs.testdrive.kuali.org/kfs-ptd/static/help/WordDocuments/transferoffunds.htm
http://kfs.testdrive.kuali.org/kfs-ptd/static/help/WordDocuments/transferoffunds.htm
http://kfs.testdrive.kuali.org/kfs-ptd/static/help/WordDocuments/gloss_tf.htm
http://kfs.adminapps.cornell.edu/kfs-train/static/help/WordDocuments/gloss_document.htm
http://kfs.adminapps.cornell.edu/kfs-train/static/help/WordDocuments/gloss_role1.htm
http://kfs.adminapps.cornell.edu/kfs-train/static/help/WordDocuments/gloss_permission1.htm
http://kfs.adminapps.cornell.edu/kfs-train/static/help/WordDocuments/gloss_kfs.htm
http://kfs.adminapps.cornell.edu/kfs-train/static/help/WordDocuments/gloss_documentsearch.htm
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56BFinancial Processing, Year End Transactions 
57BThe main menu provides access to some Year End e-docs, including Year End Budget 
Adjustment (YEBA), Year End Distribution of Income and Expense (YEDI), Year End General 
Error Correction (YEGEC), and Year End Transfer of Funds (YETF).  
 
58BYear End e-docs are special versions of standard FP KFS e-docs found on the Main Menu; they 
are used to make changes to a fiscal year that has ended. Generally, they are very similar to the 
in-year version; however, system-generated workflow will differ.  The Year End docs do not 
route to fiscal officers.  Instead, the Year End docs route to org reviewers, who can only approve 
or disapprove a doc.  In most cases, they are available for only a brief window of time following 
the end of the fiscal year, prior to final closing of that fiscal year. FP standard versions of the e-
docs post to the calendar month in which the e-doc is approved. 
 
59BTypical users of the Year End e-docs are individuals who have expertise in, and, whose position 
has responsibility for, budget and financial management.  
 

2. 60BUScopeU  
61B(Note: this is an overview and will not apply to every FP e-doc; for e-doc specific scope, 
see individual FP e-doc SOPs.) 
 

• 62BBusiness Service Centers / Financial Transaction Centers  
• 63BDepartment / unit finance managers 
• 64BDepartment administrators 
• 65BFinancial specialists 
• 66BCentral finance (accounting / budget) staff 
• 67BFiscal Officers (FO) (Note: any reference to FOs in an SOP is understood to 

include primary and / or secondary delegates.) 
 

3. 68BUPrerequisites (Forms/Tools) 
 

• 69BKFS Basics tutorials (includes: Accounting Lines, Document Searches, Lookup 
Values, Importing Lines, Error Corrections, Notes and Attachments) 

• 70BBasic knowledge / training on KFS 
• 71BBasic understanding Financial Processing transactions  
• 72BSpecific Financial Processing e-doc tutorials 
• 73BSpecific Financial Processing e-doc SOPs 

 
4. 74BUUniversity Policy 

 
75BCurrent (policy updates may be necessary after KFS implementation): 
• 76B2.7  UReporting the Use of Facilities U (relates to Internal Billing e-doc) 

http://kfs.adminapps.cornell.edu/kfs-train/static/help/WordDocuments/gloss_budgetadjustment1.htm
http://kfs.adminapps.cornell.edu/kfs-train/static/help/WordDocuments/gloss_budgetadjustment1.htm
http://kfs.adminapps.cornell.edu/kfs-train/static/help/WordDocuments/gloss_distributionofincomeandexpense1.htm
http://kfs.adminapps.cornell.edu/kfs-train/static/help/WordDocuments/gloss_generalerrorcorrection1.htm
http://kfs.adminapps.cornell.edu/kfs-train/static/help/WordDocuments/gloss_generalerrorcorrection1.htm
http://kfs.adminapps.cornell.edu/kfs-train/static/help/WordDocuments/gloss_transferoffunds1.htm
http://www.dfa.cornell.edu/treasurer/policyoffice/policies/volumes/facilities/facilitiesreporting.cfm
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• 77B3.1   Accepting University Gifts (Note: per policy, only authorized Alumni Affairs 
and Development staff members or their designees can accept gifts on behalf of the 
university.) 

• 78B3.2   University Travel  
• 79B80B3.14 Business Expenses 
• 81B3.17 Accepting Credit Cards to Conduct University Business  

        82B(includes Payment Card Industry Data Security Standards: PCI DSS) 
• 83B3.22 Accepting Cash and Checks  
• 84B4.2  Transaction Authority and Payment Approval 
• 85B4.7  Retention of University Records [see Scanning /Attaching, below] 
• 86B5.10 Information Security 
• 87BPurchasing Policy (as outlined in the Buying Manual—currently being updated) 

 
5. 88BResponsibilities 

 
• 89BRequestor: a proposed, optional additional step whereby a request for a Financial 

Processing e-doc is sent to a KFS-user who has the authority / ability to initiate the 
e-doc (“Initiator”). Requestor is not a KFS-user role, it is locally delegated 
authority. Requestor is an individual within local units who has been identified by 
the organization as having the authority to request a Financial Processing e-doc. 
 

• 90BInitiator: Initiator is responsible for preparing the e-doc and must understand the 
institutional need for the financial transaction. (This individual may or may not be 
the same as the Requestor.) 
 
91BBefore initiating a transaction on behalf of the university, it is the responsibility of 
the Initiator to assess whether the proposed transaction is in support of the 
university’s mission.  
 

• 92BOther roles: 
o 93BFiscal Officers are responsible for approving the e-doc and understanding 

applicable policies, inherent business rules, and KFS. 
o 94BOrg reviewer (at this time, org review is necessary for year-end e-docs;  
o 95BCentral only: C&G processor (this review step will be required on most FP 

e-docs that include a Contracts and Grants account). 
 

96BThe following guidelines must be adhered to: 
• 97BIn cases where the Initiator and Requestor are not the same person, the Initiator 

ensures that the Requestor has the authority to request the transaction.  
• 98BAny necessary prior approvals have been acquired. 
• 99BThe transaction is Cornell-allowable. 
• 100BThe transaction is, 

o 101Bin furtherance of the university missions, 
o 102Bordinary and reasonable, 

http://www.dfa.cornell.edu/treasurer/policyoffice/policies/volumes/finance/universitygifts.cfm
http://www.dfa.cornell.edu/treasurer/policyoffice/policies/volumes/finance/universitytravel.cfm
http://www.dfa.cornell.edu/treasurer/policyoffice/policies/volumes/finance/businessexpenses.cfm
http://www.dfa.cornell.edu/treasurer/policyoffice/policies/volumes/finance/creditcards.cfm
http://www.dfa.cornell.edu/treasurer/policyoffice/policies/volumes/finance/acceptingcash.cfm
http://www.dfa.cornell.edu/treasurer/policyoffice/policies/volumes/governance/transaction.cfm
http://www.dfa.cornell.edu/treasurer/policyoffice/policies/volumes/governance/retention.cfm
http://www.dfa.cornell.edu/treasurer/policyoffice/policies/volumes/informationtech/infosecurity.cfm
http://www.dfa.cornell.edu/procurement/buying/buyingmanual/index.cfm
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o 103Bwithin planned budgetary constraints, 
o 104Bin compliance with any funding designations and/or guidelines, 
o 105Bin compliance with appropriate university policies and procedures, and 
o 106Bin compliance with operating unit guidelines. 

• 107BThere is appropriate documentation. Best Practice recommendation: Attach back-
up/relevant documentation to all e-docs. In the rare situation where documentation 
cannot be attached, clearly indicate where back-up documentation is located. 

 
108BTraining Issue: in order to satisfy separation of duties requirements, a FO who approves an e-doc 
that will not automatically route elsewhere should ad hoc route to their delegate. (And, in the 
same situation, a delegate should ad hoc route to the FO.) 
109BNote: at this time, training issue (as outlined, above) does not apply to AD. 
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6. 110BProcedure 
 
 

2B  
 
3BFigure 1 – KFS Portal and Financial Processing e-docs 
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4BMost FP e-docs will appear similar to Figure 2, below (for specific layouts, see individual FP e-
doc SOPs):  
 
5B

 
6BFigure 2 – Example: Financial Processing e-doc, Accounting Lines tab 
 
7BAbove is an example of an FP e-doc. Information will need to be entered in the Description field 
in the Document Overview tab and in the Accounting Lines tab. 
 
8BHow the From line and To line functions can differ in FP e-docs: 
9BSeveral FP e-docs have From and To sections that function differently; for example, in the TF,  

• 10BFrom section indicates the accounts that are providing resources, and To section 
represents accounts that are receiving.  

• 11BFrom section will always debit the object code, and To will always credit the 
object code.  

12BIn the DI,  
• 13BFrom section removes a transaction from an object code. 
• 14BTo section will receive it. 
• 15BFrom section: if it’s a credit object code, it will be a debit. 
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• 16BFrom section: it it’s a debit object code, it will be a credit. 
17BThe difference between Line Description in Accounting Lines tab and Description in Doc 
Overview: the e-doc’s description will be used as the transaction line description except in the 
case where a discrete line description has been added (in which case the line description will 
override the document description for that particular transaction line). 
 
18BTraining Issue: you must click the add button ( ) to add a line item. (Note: if you click add 
and receive an error message, fix the error, and then click add, again.) 
 
111BAfter you save the e-doc, a review of the General Ledger Pending Entries (GLPE) tab will help 
you determine if you debited / credited accounts appropriately. Best Practice recommendation: if 
you receive an out-of-balance error, open the GLPE tab and check the debits / credits indicator 
column to identify the problem. You may also save the doc and use the General Ledger Pending 
Entries search in the Balance Inquiry section of the main KFS portal.  You may export the results 
to analyze your entries.   
 
19BScanning / Attaching 
20BOriginal documentation will be scanned and attached to the e-doc. (Original documentation is 
defined as various types of receipts, as well as any additional information, such as e-mails, 
memos, etc., that adequately supports the transaction. Note: it is important to distinguish 
between necessary / relevant information and extraneous information. Best Practice 
recommendation: attach relevant and transaction-specific information. Never attach sensitive 
data. (Note the distinction: attaching a check is not considered sensitive data, but the bank 
account number on the check does constitute sensitive data.)  
 
21BNot all attachments will be scanned; for example, attaching a file directly from your computer 
does not require scanning. Files from local software applications must be in common business 
format; i.e., Word, Excel, PDF, or JPG, etc., and must be attached in a way that a central 
reviewer will have access and can open/read the file. Files attached to an e-doc become Read 
Only. 
 

• 22BIf document being scanned is not the original (e.g., a copy or a facsimile), it 
should be noted on the document prior to scanning, along with an explanation as 
to the status of the original. 

• 23BIf original documentation is not legible, the pertinent information (e.g., date, 
dollar amount) will be printed on the documents prior to scanning. 

• 24BOriginal documentation will be stored in a secure location for 12* months, during 
which time periodic testing of the scanned versions will take place. 

• 25BOriginal documentation will be destroyed by shredding (or otherwise rendered 
unreadable), after 12* months.  

• 26BScanned documentation will be: 
o 27B“read only” (i.e., must not be modifiable after scanning) 
o 28Bsaved in standard office software 

• 29BOriginal documentation will not: 
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o 112Bbe altered prior to scanning—other than to protect confidential 
information (e.g., obscure all but the last 4 digits of credit card numbers 
prior to scanning). Obvious annotations (circling items, drawing arrows, 
adding handwritten notes, etc.) are appropriate, but documents must not be 
altered in a way that is not obvious. 

o 113Bhave highlighting or tape over pertinent information, as this may destroy 
the original information over time. 

o 114Bcontain confidential information.  
 
115B* See Federal Acquisition Regulation: FAC 97-03, Section 4.703 for additional information.  
116BNote: Attachment size limitation is 100M. 
 
117BExpired Accounts 
118BWhen processing a transaction with an expired account, you have the option to override.  Please 
keep in mind this functionality is only applicable to C&G accounts.  A parameter controls the 
number of days that a C&G account can be used after the account’s expiration date.   
 
119BBusiness Rules 

• 120BKFS automatically generates cash and fund balance object code offset entries as 
defined by the information entered into an e-doc. 
 

121BBest Practice recommendations: 
• 122BWhen initiating an e-doc, description entered on Document Overview tab must be 

explicit enough to clearly convey the purpose of the transaction. Sufficient detail 
will permit an outside party; i.e., an auditor, to determine the reason for the entry 
without opening the e-doc. 

 
• 131BProcess KFS e-docs as they are intended to be used. Match your transactional 

need to the specific e-doc created for that use (i.e., use the e-doc best suited for 
the transaction). 

 
• 132BIf additional review is deemed necessary, ad hoc route as appropriate. 

 
133BDisapproving an e-doc requires that the initiator has to redo the e-doc, and, any FO who has 
already approved the e-doc will have to reapprove the new, reissued e-doc. 
134BWhenever possible, a FO should modify information on an accounting line instead of 
disapproving the e-doc. (After modifying a transaction, best practice recommendation is to ad 
hoc route an Acknowledgement to the initiator. 
 
135BNote: An e-doc will route to all FOs Action Lists simultaneously. Workflow and delegation will 
be covered in greater detail in KFS Basics training. 
 
 
 
 

https://www.acquisition.gov/far/97-03/html/04.html
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123BWorkflow 
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30BFigure 3 – Example: Financial Processing workflow 
 

7. 124BDefinitions 
 

• 125BKFS at Cornell Glossary 
• 126BOld World / New World, Definitions, Helpful Information  
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