Accessing Your Transfer of Payroll Expense (TOPE) Data                

	Summary: This overview outlines the steps involved in processing Transfers of Payroll Expense (TOPE) at UC Santa Cruz.


	Topic
	What you need to know

	1
	Pre-work: What you need to do before you transfer funds
	1. Using Infoview, review the Distribution of Payroll Expense (DOPE) Report each month and reconcile per BFB IA-101, Internal Control Standards.
a. Determine if a transfer is needed based on divisional/unit knowledge of fund source and account balances
b. Since the Distribution of Payroll Expense is now an on-line report, Internal Control Standards requires that a RECONCILIAITION LOG must be maintained, containing: 

· Month

· Year

· FAU (Full Accounting Unit)

· Printed name and signature of staff member assigned to reconciliation

· Date reconciled

c. Determine amount to be transferred and where it should be transferred to

2. Ensure that you have authorization to make the transfer, and if not, obtain appropriate authorization.

	
	Locate the appropriate form
	· Using InfoView, locate the single transfer or mass transfer TITLE report form from the Certified Reports section.  If you are already using the DOPE report, the single and mass transfer forms are included in this report on separate tabs.

· The InfoView form is required because it automatically incorporates the appropriate information from the Distribution of Payroll Expense (DOPE) Report.  Forms can be saved to Excel for electronic key entry of transfer information.

	
	Fill out the form
	1. Using the Distribution of Payroll Expense (DOPE) Report, fill out the transfer request form:
a. Single transfer form: Use this form to transfer a single transaction line on the DOPE.

b. Mass transfer form: Use this form to transfer consecutive line transactions on the DOPE. The Mass Transfer form in Business Objects/InfoView will automatically group consecutive lines for you.  
2. Complete the Department, Dept Contact, and Telephone Ext. 

3. For all transfers, a Reason Code (RC) must be provided to explain why the transfer is necessary.  If the transfer is over 120 days old, please explain what action is being taken to prevent transfers from happening in the future.

	
	Have the form approved
	It is the responsibility of the division/unit preparer to ensure they have appropriate approval to request the transfer. By completing and submitting the TOPE request form, the preparer is verifying that appropriate authorization has been obtained. 

	2
	Process a TOPE 
	There are four categories of participants involved in processing a TOPE:

1. DOPE Reviewer: This is a divisional/unit person who reviews the DOPE, completes the OPTRS Transfer Request Form and forwards to the designated enterer.  

2. DOPE Reviewer and TOPE Enterer: This is a divisional/unit person who reviews the DOPE and enters their own TOPE into OPTRS.

3. TOPE Enterer: This is either a divisional/unit person or Staff HR* person who enters the TOPE into OPTRS.  The enterer must use the standardized TOPE form(s) in order to process a TOPE request.

4. PAN Reviewer: This is either a divisional/unit person or Staff HR person who reviews the OPTRS entry.

Staff HR Process*: For participating divisions/units, TOPE forms can be faxed or emailed to your HR Service Team Representative on or before the 15th of the month. Staff HR will process all TOPE forms submitted on or before the 15th.  All TOPE requests submitted after the 15th will be processed as time and other deadlines allow. 
*Submitting TOPE Requests to SHR - This is a re-designed service for processing transfers for divisions/units with special needs or limited administrative capacity.  To find out if your division/unit currently receives this service, please contact your Staff HR Associate Partner.



	3
	Determine if a corresponding PPS Action is needed
	· If the transfer is for one month or more, the Payroll Personnel System (PPS) will need to be updated by your division’s/unit’s payroll representative. Send request for employee record to be updated to your payroll representative. Include begin/end dates and percent time information. (Reason code B-always)
· Transfers for less than one month do not need to have a matching PPS action completed. (Reason code A-typically)

	4
	PAN Review
	4. The Post Authorization Notification (PAN) review is a means for informing a designated individual (i.e., a reviewer) that an update to an employee record has occurred. The PAN reviewer’s responsibility is to ensure the PPS action was entered accurately and completely.

5. Depending on the separation of control within each division/unit, who receives the PAN for transfers of payroll expense, will vary.  More detailed information is located in the Guidelines for Establishing PAN Routings.  If PAN routing for expense transfers need to be reviewed or updated, please contact the Payroll Personnel System (PPS) Office.

	5
	Records Disposition
	An individual division/unit is the "office of record" for documentation related to transfers of payroll expense. 
UCSC retains or destroys administrative records in accordance with the University Records Disposition Schedules Manual, which incorporates federal record retention requirements. TOPE documentation is retained for 5 years from the date of last transaction, subject to contract and grant requirements.
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