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The Non-Expenditure Transfers (NET) application provides an automated process for 
NET transactions.  The application eliminates the manual processing and approvals of 
SF-1151 documents and provides users with the ability to transmit Non-Expenditure 
Transfer transactions across the Internet from any location worldwide. Users are provided 
the ability to track and view their transactions while they are being processed, I.e., from 
the time of initial entry until the transaction is posted to Treasury’s Central Accounting 
System (STAR).  When the transaction is posted to STAR, the Fund Balance with 
Treasury will be updated to reflect the transaction. 
  
Non-Expenditure Transactions are transactions that transfer funds between or within 
Government agencies without recording a receipt or an expenditure (outlay) on the books 
of the Treasury. Non-Expenditure transaction types include: 
 
Appropriation Transfer - Transfers representing the administrative or legislative 
exercise of transfer authority granted by law for the distribution or interchange of 
authority from one appropriation to other appropriations where merger of funds is 
permitted. 
 
Balance Transfer - Transfers of an obligated balance from an expired account to and un-
expired account (Balance Transfer and Allocation Transfer). 



 
Capital Transfer - Transactions of a revolving fund whereby capital investments of the 
United States or earnings are transferred for credit to designated capital transfer 
miscellaneous receipt accounts. 
 
Reappropriation - Transaction type that includes transfers of appropriation or funds that 
represents a redistribution of funds, re-delegation or adjustment of obligation authority 
that permits funds to be expended under another appropriation or fund symbol. 
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Prior to entering a Non-Expenditure transaction, you must complete the GOALSII 
ESSAS form that is available for download from the FMS Website 
(http://fms/treas/gov/goals/aboutgoalsII.html). The roles that can be selected are 
described below: 
 
Agency Preparer – This role allows the user to enter a new Non-Expenditure Transfer 
SF-1151 request specific to the requested application(s), edit a request that has not been 
submitted to their certifying officer, monitor the status of requests that they have 
completed and to respond to rejections of submitted requests.  
 
Agency All – This user role has been defined for those agencies that have limited 
resources available to separate the duties of both entering and certifying a Non-
Expenditure Transfer SF-1151 request.   
 
Note: A user can only be assigned to one role per application. 
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To enter a new Non-Expenditure transaction, click on New Transaction with the left 
mouse button. 
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Next, click on Non-Expenditure Transfers with the left mouse button. 
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The Non-Expenditure Transfer Page will be displayed with a few fields already 
populated: 
  
The Control Number will be assigned by the system. 
  
The Status field will display New (if the transaction is new). 
  
The Transaction Date will default to the current date. 
 
The Effective Date  will default to the current date. 
 
The Transfer Type  will default to Appropriation Transfer. 
  
The Accounting Period will be derived from the Transaction Date and cannot be 
changed directly.  The Accounting Period can be changed by changing the Transaction 
Date. 
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At the bottom of the entry screen, four buttons will appear; Save Incomplete, Finished 
(if the user is defined as an Agency Preparer) or Certify (if the user is defined as an 
Agency All), Cancel and Refresh.  Below is a description for each of the buttons: 
 
Save Incomplete  - A transaction can be saved and completed at a later time by clicking 
the Save Incomplete button.  The saved transaction can be accessed through the Pending 
Transaction area. 
 
Finished or Certify - Once all of the required fields are completed, the transaction can be 
completed by clicking on the Finished button (if the user is defined as an Agency 
Preparer) or the Certify button (if the user is defined as an Agency All).  Once the 
transaction is Finished or Certified, it can be Viewed, Rejected or Certified/Approved 
by an authorized user. 
 
Cancel - The transaction can be cancelled by clicking the Cancel button - no database 
updates will be made.  If the Cancel Button is clicked inadvertently, you may use the 
Back feature of the web browser to return to the entry screen with all the information you 
had entered.   
 



Refresh - Clicking on the Refresh button will clear all of the fields on the screen.  
Warning: This will erase all the information in the fields that you have entered. 
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Entering A New Transaction 
 
To enter a new Non-Expenditure transaction, begin by filling out the required fields.  
Required fields are designated with a red check mark (when using Internet Explorer) or a 
red lowercase letter “a” (when using Netscape) and must be filled out before the 
transaction can be successfully finished. The next several pages describe the entry 
processes along with the field edits that will be applied to the entry fields. 
 
 
Transaction Date 
 
The Transaction Date will default to the current date.  If it is necessary to change the 
Transaction Date, move the mouse to the Transaction Date field and click the left 
mouse button.  Change the default date by entering a new date in the proper format 
(MM/DD/CCYY).  The Transaction Date can be backdated, however it cannot be future 
dated. 
 
 
 



Validations: 
 
Required field 
Must be equal to or less than current date. 
Must be MM/DD/CCYY.  Will default to current date but can be backdated. 
Month and year of transaction date must be equal to or greater than the established date 
of the Treasury Account Symbol. 
Month and year of transaction date must be less than 48 months ago 
Example: If this is October 2001, the Transaction Date may be no earlier than October 
1997. 
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Effective Date  
 
The Effective Date  will default to the current date.  If it is necessary to change the 
Effective Date, move the mouse to the Effective Date field and click the left mouse 
button.  Change the default date by entering a new date in the proper format 
(MM/DD/CCYY). 
 
Validations: 
 
Required field 
Must be valid date 
Must be MM/DD/CCYY 
Must be equal to or less than transaction date 
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Transfer Type – The next two pages go over the procedure for selecting Transfer Type 
 
The Transfer Type will default to Appropriation Transfer.  To change the Transfer type, 
click on the Drop Down Arrow with your left mouse button.   The user will have four 
types of transfers displayed: Appropriation Transfer, Balance Transfer, Capital Transfer 
or Reappropriation. 
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Transfer Type  
 
The next step is to select the appropriate Transfer Type for the transaction.  To do this, 
click on the appropriate Transfer Type  with your left mouse button.   The user can select 
from one of four types of transfers: Appropriation Transfer, Balance Transfer, Capital 
Transfer or Reappropriation. 
 
Validations: 
 
None 
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Agency Reference Number 
 
Enter an Agency Reference Number if your agency uses this option.  This field allows 
the user to provide information for their agency’s own tracking purposes. 
 
Validations: 
 
Optional field 
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Legal Authority 
 
Adding Legal Authority – The next several pages go over the procedures for adding 
Legal Authority 
 
Click in the Legal Authority box with your left mouse button 
Enter the Legal Authority in the format provided in the format indicated on the screen.  
Click on the Help button for further assistance.  
 
Validations: 
 
The Legal Authority must be entered in the format indicated on the screen.  
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Legal Authority 
 
Adding Legal Authority 
 
After entering a legal authority, press the Add Button.   
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Legal Authority 
 
Adding Legal Authority 
 
This will add the legal authority to the Legal Authorities window on the right side of the 
screen.  Continue entering authorities following the above procedures until all applicable 
authorities are entered.  See the next several pages for an example of entering multiple 
legal authorities. 
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Legal Authority 
 
Adding Legal Authority 
 
Enter the Legal Authority and press the Add button 
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Legal Authority 
 
Adding Legal Authority 
 
This will add the legal authority to the Legal Authorities window on the right side of the 
screen.  
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Legal Authority 
 
Deleting Legal Authority – The next several  pages go over the procedures for deleting 
Legal Authority 
 
If a Legal Authority was entered in error, the following describes the procedures to delete 
an authority that has been entered 
 
Click on the legal citation in the Legal Authorities window that should be deleted 
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Legal Authority 
 
Deleting Legal Authority 
 
Next, click the Remove Button 
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This will remove the legal authority from the Legal Authorities window on the right side 
of the screen. 
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Comment 
 
To enter a comment, move the cursor into the Comment box and press the left mouse 
button.  You can now enter a comment.  The comment will be saved with the transaction, 
but will not appear when the SF1151 form is printed. 
 
Validations: 
 
Optional field 
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Number of “TO” Accounts 
 
Determine how many “To” accounts there will be for the transaction and enter that 
number into the Number of “TO” Accounts field. 
 
Validations: 
 
Required field 
Must be numeric 
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Next, press the Update Button. 
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The screen will refresh with the number of “TO” Account and “TO” Amount fields that 
were requested. 
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“FROM” Account 
 
The next step is to select the “FROM” Treasury Account Symbol.  To do this, click on 
the drop down arrow next to the “FROM” Account box with the left mouse button 
 
Validations: 
 
Required field 
Only the Treasury Account Symbols assigned to the user will appear in the drop down 
list. 
User will be alerted if the account is suspended and be given the option to continue or not 
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Click on the desired Treasury Account Symbol within the drop down list with the left 
mouse 
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“FROM” Amount 
 
Enter the dollar amount in the “FROM” Amount field. 
 
Validations: 
 
 Required field 
 Must be valid format (Length 17, 2 decimal places) 
 Must be greater than or less than zero (not equal to zero) 
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“TO” Account 
 
Enter the Treasury Account Symbol(s) in the “TO” Account field(s) 
 
Validations: 
 
Required field - At least one TO account must be entered. 
Must be a valid account. 
Account must be open. 
User will be alerted if the account is suspended and be given the option to continue or not 
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“TO” Amount 
 
Next, enter the amount(s) in the “TO” Amount field next to their respective Treasury 
Account Symbol(s) 
 
Validations: 
 
 Required field 
 Must be valid format (Length 17, 2 decimal places) 
 Must be greater than or less than zero (not equal to zero) 
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Note: If you need to add additional “TO” Account and  “TO” Amount fields, enter the 
total number of fields needed in the Number of “TO” Accounts box and click the Update 
button. 
 
  Example: If the original number of “TO” Account and  “TO” Amount fields 
displayed was two and you need three, enter the number 3 
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The screen will refresh with the number of “TO” Account and “TO” Amount fields that 
were requested. In this example three “To” Account and “To” Amount fields are now 
displayed. 
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Add the additional information in the “TO” Account and  “TO” Amount fields 
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Verify that the FROM Total and TO Total are equal by clicking outside of the last 
inputted “To” Amount field. 
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After the Non-Expenditure Transfer Page is completed, the following actions may be 
taken by clicking on the buttons on the bottom of the page: 
 
A transaction can be saved and completed at a later time by clicking the Save 
Incomplete  button.  The saved transaction can be accessed through the Pending 
Transaction area. 
 
 Once all of the required fields are completed, the transaction can be completed by 
clicking on the Finished button (if the user is defined as an Agency Preparer) or the 
Certify button (if the user is defined as an Agency All).  Once the transaction is finished 
or certified, it can be Viewed, Rejected or Certified/Approved by an authorized user. 
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The above screen is an example of the Non-Expenditure Transfer entry screen that a 
Agency All user would see.  The only difference between the entry screens for an 
Agency Preparer and Agency All are the buttons at the bottom of the screen. 
 
An Agency Preparer would see the Finished button along with the Save Incomplete, 
Cancel and Refresh buttons. 
 
An Agency All would see the Certify button along with the Save Incomplete, Cancel and 
Refresh buttons. 
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Upon executing Save Incomplete, Finish or Certify the above screen will be displayed 
if the transaction passed all validations.  If the Finish or Certify is executed, the status 
will change from New to Finished or Certified, respectively.  If Save Incomplete was 
executed, the status will change to Saved. 
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Error Conditions 
 
Upon executing Save Incomplete, Finished or Certify, the information entered by the 
user will be validated.  If invalid conditions are found, error messages will be displayed.  
The information in error must be corrected before continuing.  In some instances, 
warning messages will be displayed to alert the user of an exception. The next several 
pages describe some of the errors a user might encounter and corrective actions they 
should take. 
 
Please refer to the Entering A New Transaction section for a detailed description of 
the edits. 
 
Transaction Date 
 
Error: Invalid Date Format 
 
 Corrective Actions: 
Click OK in the pop-up box 
Correct the Transaction Date 
Execute Save Incomplete, Finished or Certify again 
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Effective Date 
 
Error: The Effective Date must be less than or equal to the Transaction Date  
 
 Corrective Actions: 
Click OK in the pop-up box 
Correct the Effective Date 
Execute Save Incomplete, Finished or Certify again 
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Legal Authority 
 
Error: Invalid Legal Authority format.  See help screens for more information on valid 
formats. 
 
 Corrective Actions: 
Click OK in the pop-up box 
Enter the Legal Authority in the correct format 
Execute Save Incomplete, Finished or Certify again 
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Number of “TO” Accounts 
 
Error: Value Entered For Number of “TO” Accounts is Not Valid. 
 
 Corrective Actions: 
Click OK in the pop-up box 
Enter a number in the Number of “TO” Accounts field, click Update 
Execute Save Incomplete, Finished or Certify again 
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“FROM” Account 
 
Error: Please select a valid “FROM ” Account 
 
 Corrective Actions: 
Click OK in the pop-up box 
Select a “FROM” Account from the drop down list  
Execute Save Incomplete, Finished or Certify again 
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“FROM” Amount 
 
Error: From Amount Cannot Have More Than 15 Digits Before the Decimal Point 
 From Total and To Total Must Be Equal 
 
 Corrective Actions: 
Click OK in the pop-up box 
Correct the “FROM” Amount 
Execute Save Incomplete, Finished or Certify again 
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“TO” Account 
 
Error: Invalid Account or incorrect transfer type for account_______. 
 
 Corrective Actions: 
Correct the “TO” Account 
Execute Save Incomplete, Finished or Certify again 
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“TO” Amount 
 
Error: TO Account/ Amount Cannot Be Zero 
 From Total and To Total Must Be Equal 
 
 Corrective Actions: 
Click OK in the pop-up box 
Enter the “TO” Amount 
Execute Save Incomplete, Finished or Certify again 
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FROM Total and TO Total 
 
Error: FROM Total and TO Total Must Be Equal 
 
 Corrective Actions: 
Click OK in the pop-up box 
Correct the detail “FROM” or “TO” Amounts 
Execute Save Incomplete, Finished or Certify again 
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Once all invalid conditions are corrected, you can continue saving or finishing the 
transaction by clicking on Save Incomplete, Finished or Certify button. 



 
 

GWA Training Guide
New Transactions
Non-Expenditure Transactions

 
 

Upon executing Save Incomplete, Finished or Certify the above screen will be 
displayed if the transaction passed all validations.  If the Finished or Certify is executed, 
the status will change from New to Finished or Certified, respectively.  If Save 
Incomplete was executed, the status will change to Saved.  From this screen, the 
transaction can be viewed in the 1151 format by clicking on the View Form button. 
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After the View Form button is clicked, a new window showing the Non-Expenditure 
Transfer Authorization will be displayed. 
 
From this screen, 
 
The 1151 can be printed by clicking the browser Print button 
 
To close the window, click on the browser X button at the top right corner 
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After Save Incomplete, Finished or Certify is executed, the Other Non-Expenditure 
Transfer Details screen will be displayed.  From this screen, comments can be viewed by 
clicking on the View Comments button. 
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After the View Comments button is clicked, a new window showing the comments will 
be displayed.  The Transaction Control Number, Posted Date and Time, Transaction 
State Code, User Name and Comment Text will be populated with information 
associated with the transaction. 
 
Note: Every time a user initiates an action (Save Incomplete, Finished, etc) for a 
transaction, the contents of the comment box on the entry screen will be associated to the 
transaction and saved.  If no comment was entered on the entry screen, a blank space will 
in the Comment Text area of the pop-up window.  The above screen shows an example of 
this. 
 
From this screen, 
 
The comments can be printed by clicking the browser Print button. 
 
To close the window, click on the browser X button at the top right corner. 
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The menu bar can be used to navigate to other area of the system. 
To go back to the GWA Homepage, click on Home  with the left mouse button. 
To enter a new transaction, click on Home , then New Transaction with the left mouse 
button.  This will take the user to the New Transaction page. 
To log off the GWA system, click on the LOG OFF button that appears in the top right 
corner of the screen. 
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