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How To Submit A Transfer

Complete Transfer Data Header

1 Open Transfer Template

2 Enter "Transfer To Cost Center"(CC0####)
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3 Enter "Transfer To Cost Center Name"

4 Enter "Transfer From Cost Center"(CC0####)
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5 Enter "Transfer From Cost Center Name"

6 Enter First & Last Name of Submitter
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7 Enter Date of Physical Transfer of Inventory

Enter Transfer Inventory Details
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8 Enter:

• Quantity

• Item Description

• Unit Cost

• Spend Category

• Waste Reason (If needed)

• Note (If needed)

Repeat for all needed transfer items.

Tip! Extended Cost will automatically calculate.
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9 Tip! Spend Categories are listed to the right of the transfer sheet for your
reference

10 Tip! Completed Inventory Detail Example is Below.

Complete Transfer Entry
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11 Complete Debit Details

Enter:

• Account #

• Amount (Enter as a positive)

• Spend Category ID

• Spend Category (select from drop down menu)

Tip! Cost Center will auto populate



8

12 Select Spend Category from Drop Down Menu
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13 Complete Credit Details

Enter:

• Account #

• Amount (Enter as a positive)

• Spend Category ID

• Spend Category (select from drop down menu)
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14 Review that variance is equal to ZERO.

Alert! If variance is NOT equal to zero, review amounts entered in the debit and
credit sections to make sure that amounts entered are the same.

Submit Transfer

15 Submit transfer via email toAccountingentries@guestservices.com

Attach the transfer sheet (as an excel document) and any additional support
needed.

mailto:Accountingentries@guestservices.com


Example of Completed Transfer
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2007 Patricia Bumgarner
Operating Statement Cerification
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