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Step Action 

1 Open the Excel Cost Transfer Import Template. A copy can be downloaded from here.  Once opened, 
the template should look like the screen below.  Begin entering your transfer data on Row 4.  Columns 
B-L must be entered for a CT journal and columns B-N for a PR journal. 
 
The EMPLID and PayEndDate (columns M & N) are required when loading a PR Journal.  If you 
attempt to load a PR import file with a blank or null value in the EMPLID (M) or PayEndDate (N) 
columns, you will encounter an error in the PeopleSoft process monitor and will be required to the 
correct the missing information in the import template and create a new import file. 
 
You can only create a single type of Cost Transfer file – CT or PR for each export type.  You CANNOT 
mix both CT and PR types on a single Cost Transfer. 
 

 
 

2 Enter all transfer line detail information as you would the online PeopleSoft Cost Transfer entry screen.  
Once all line entry is completed; click the export button and save the file to your desired location 
leaving the filename shown.  
 
If you are copying and pasting the information from a query, you will need to Paste As Value and due 
to the file constraints, you might have to manually type in the Line Reference information or copy and 
paste that column regularly.  Don’t worry about the PayEndDate showing the excel date value after 
Pasting As Value, the export process will update dates in that column to the MMDDYYYY required 
format.  (9/5/2025 turns into 45905 during the paste, and then when exported turns into 09052025) 

 

 
 
Note that the file name Defaults to CTIMPORT_DATE_TIME (example that was created on 10/27/2025 
at 2:28:10 pm “CTIMPORT_20251027_142810”). Once the .txt file is exported from the template, you 
will need to log into PeopleSoft Financials.  See example screen of exported file below. 

https://financialservices.ouhsc.edu/forms/pid/57649/mcat/57653/acat/2/ev/1/nsw/t?EDNSearch=cost+transfer
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3 Log into PeopleSoft Financials.  Open the Cost Transfer Import page via the Home screen under Cost 
Transfer and then click on Cost Transfer Import.  Alternatively, you can open the screen via menu 
navigation  Nav Bar > Navigator > OU Main Menu > Cost Transfers > Cost Transfer Import 
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4 You can search for any existing Run Control by clicking on the Search button or typing your chosen 

Run Control ID and clicking on the Search button.  If nothing populates the search results, you will 
need to create a new run control.   
 
NOTE: Please use existing Run Controls when available.  If you have never set up a Run Control 
before you will need to add one.  All Run Controls must be Alpha-Numeric; are case sensitive, and do 
not allow spaces.  When creating a new Run Control remember to name it generically as this same 
Run Control can and should be used for multiple processes when available.  
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5 Open the Run Control and enter the Cost Transfer Header information in the Load Parameters and 

attach the .txt file exported in step 2. 

Business Unit, Header Org and Type are required fields and cannot be left blank.  Business Unit must 
be entered first.  The Business Unit will not default to the user’s default Business Unit and must be 
entered or selected using the magnifying glass each time. Once the Business unit chosen, the Header 
Orgs you have security for can be entered or selected next, and then finally the Cost Transfer type can 
be selected.  You will attach the .txt file by clicking the Add Attachment button and opening the location 
where the file was exported in step 2.  Next, click the Run button and from the Process Scheduler 
Request screen click the OK button.  Once the process completes successfully (step 7) a new Cost 
Transfer Journal will be created in Draft status. 

NOTE: Please make sure that Type is correct as you will receive errors if you have a PR file that you 
try to load as CT. 

   
6 The Journal ID will automatically generate the NEXT CT or PR ID in the sequence in Draft Status.  The 

Transaction Date will default to current date.  The ORG field tells the system which organizational 
approver(s) this cost transfer will route to for workflow approval. 

7 The Journal ID can be found in Process Monitor – Details – View Log/Trace - .OUT file or by searching 
for the Current Date Cost Transfers with a draft status and the Org you entered as the header org in 
your run control. 
 
 
Detailed screenshots of both processes are found on the next two pages.  
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To find via Process Monitor:  
In the upper right of the screen select Process Monitor 
 

 
 
 
 
Then select Details 
 

 
 
Select View Log/Trace on the next screen 
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On the next screen under File List, select the file ending in .out 

 
The next screen will then provide the CT# 

 
 

To find by searching for Current Date Cost Transfer within the Cost Transfer module 

   

 
8 The Cost Transfer Import page will open with blank values except for the last file that was attached.  

Before the Import process can be run again, delete the old attachment and add the new attachment.  
Otherwise, the same Cost Transfer file will be imported again with a new number as seen below. 
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9 If a file is accidentally loaded twice or there is a CT that will never be used, there is an option to delete 
the unnecessary journal(s) within the Cost Transfer Import process.  Cost Transfer journals can only 
be deleted if they have not been processed. 

To delete a Cost Transfer journal – open a Run Control for the Cost Transfer Import screen and enter 
the Business Unit, Header Org, and Type.  Click the Journal ID search option to see all transfers 
available for deletion. Click the Delete check box.  Available journals will ONLY be deleted if the 
delete option is checked regardless of being selected.  Click the Run button.  Once the process runs to 
success, the deletion is irrevocable and the Cost Transfer journal is removed from the system. 

If a Journal ID is manually entered that doesn’t meet the requirements, the journal ID box will turn red 
and an error message will pop up that indicates an invalid value. 

 

 

 

NOTE: if the delete box is checked and run button is clicked, the system will delete the selected 
Journal ID and no file will be uploaded regardless if there is an attached document.  Once the delete 
box is checked the system overrides all import functionality and will only delete the Journal ID 
selected. 


