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The NonExpenditure 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, |.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 areceipt 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 fundsis
permitted.

Balance Transfer - Transfers of an obligated balance from an expired account to and ur-
expired account (Balance Transfer and Allocation Transfer).



Capital Transfer - Transactions of arevolving 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 GOALSI|
ESSAS form that is available for download from the FMS Website
(http://fmg/treas/gov/goal s/aboutgoal sl1.html). The roles that can be selected are
described below:

Agency Preparer — Thisrole allows the user to enter a new Non-Expenditure Transfer
SF-1151 request specific to the requested application(s), edit arequest 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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New Transactions
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GWA Homepage
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Yau heve 2 1008l paniling ransactionis) b the systerm, with # requining youi action

Vo currant mles: BPD NET - Agency Preparer, BP0 Reverse NET - Agency Preparer, MET - Agancy Preparer,

To enter a new NonExpenditure transaction, click on New Transaction with the left

mouse button.
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Next, click on Non-Expenditure Transferswith the left mouse button.
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The NonExpenditure Transfer Page will be displayed with afew fields already
popul ated:

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 isdefined asan
Agency All), Cancel and Refresh. Below is adescription for each of the buttons:

Save Incomplete - A transaction can be saved and completed at alater 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 compl eted, 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 Refr esh button will clear all of the fields on the screen.
Warning: Thiswill erase all theinformation in thefieldsthat you have enter ed.
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Entering A New Transaction

To enter a new NonExpenditure transaction, begin by filling out the required fields.
Required fields are designated with ared 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 | eft
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 thisis October 2001, the Transaction Date may be no earlier than October
1997.



GWA Training Guide
New Transactions
Non-Expenditure Transactions

i Fls  Edk WM  Fevmibee  Took  Help -
T L 7] W A B oS & E
Beack gl ye | Skop RAefiesh Hone | S=arche Fesomies  Hedom il Fiirt Edi Drioieesy

ﬁ;ﬂlqul bt M graappd ides e heas govdgeadesPET Gwts ManE saTansasp ﬂ 6o ] Links ™

Hon-Expenditure Transfers

tantrod MHunikiae Fratus

{CBOBCFDC-SAT3-4293- BUBD-

DAREE A LI iy

w Tincatae Rodiseed Fohil

« Teea &t Do — L i

(MDD SCEWY R |UB'ID?'EUHL

= Effective [Iaks ;I
7

(MM DD S ECY Y] |D5'“:I 122 [:;

« Tran s fur Typa: |.ﬂ~|:-|:-rl:-|:-rla1ll:-rl TrunaTe-r_:'_I

Ay Falornnog raemba et | i

Accaunting Periad: |Ez00z

« Legal Autharty: |

[PuUbRC Law = PL XEX-REK

Ursited Stoates Dode = X8 UG s b sl b b ¥

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 Typewill 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 isto select the appropriate Transfer Typefor 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. Thisfield 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 inthe 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 Lega Authority must be entered in the format indicated on the screen.
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Legal Authority
Adding Legal Authority

After entering alegal authority, pressthe Add Button.
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Legal Authority
Adding Legal Authority

Thiswill add the legal authority to the L egal Authoritieswindow 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 Lega Authority and press the Add button
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Legal Authority
Adding Legal Authority

Thiswill add the legal authority to the L egal Authoritieswindow 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 aLegal Authority was entered in error, the following describes the procedures to delete
an authority that has been entered

Click on the legd citation in the Legal Authoritieswindow that should be deleted
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Legal Authority
Deleting Legal Authority

Next, click the Remove Button
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Thiswill remove the legal authority from the Legal Authorities window on the right side

of the screen.
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Comment

To enter acomment, move the cursor into the Comment box and press the left mouse
button. Y ou can now enter acomment. 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 isto 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) inthe“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) inthe“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



GWA Training Guide

Fis Edi  Yies Fgvoites  Tooe Hep

New Transactions
Non-Expenditure Transactions

@] Do

[0 T Meiocaiaa

#-*.@Eﬁ'|€ﬂ@-ﬂ&'£&ﬁ-'i
_Elud-l. S T g Stop  Heliesh Hame Beaichy Favoiies  Hislory il Prive: Ed Dikezsea o
Agrezs (] i fgaappl e i Decs. 00w geaden ME T/EWAMOnERET are aen = oo Liks
(b D TEY Y R =
-~ Effor » Dhako Thi hiould B d —
ra b s [ ||:|E'III:I?'|I2|:":I2 e T RRRESS "J
T, o | &zmrapretion Transter =)
Agsncy Nsfersncs Humber: |ab|:'| 21 .;I
Accounting PaHody [z
=" Laviynl MuusBhacarig |
[Pk lic Lawe DL HHE 2R
2::::: Statws Coddes = KK S0 m m eonl Authorithe s
Ftatube = HEH STAT HHY) TEETAT 0
Totsl Humbser of 10"
Ao § 1 m A
*FRON® Aoodiaits HEROM! Aadiant T Ancount HT0¢ Anianti
E | [5o0.00 [eotim01 froocan
[Faein Fann
| oo L‘g
FROM Tatals |5I:||:II:||] :1

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 informationinthe“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 al of the required fields are compl eted, 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, Reected 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 Prepar er would see the Finished button along with the Save Incompl ete,
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 | ncomplete, 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 | ncomplete, 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 aert 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: Vaue Entered For Number of “TO” Accountsis 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 avalid “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 Tota 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 dl invalid conditions are corrected, you can continue saving or finishing the
transaction by clicking on Save Incomplete, Finished or Certify button.
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Upon executing Save | ncomplete, 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

Incompl ete 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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Transaction Control Humber: {7054160A-4F46-4F1F-B4C7-SFESBSEEE22B}

Transacton
State Code

Posted Date
and Time

&f11/z2002
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|Use|- Mame |Comment Text ‘
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|FINISHED
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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.



GWA Training Guide
New Transactions -
Non-Expenditure Transactions

Fi= Edi Ymw Favobes Tooe  Heb -
= = @ 9 &S & od S 2 5 =
Bach i Pop  Anlimsh  Home | Seash Fevoles Hiskey Wl ik Edb  Dlecues

ﬂj&mjlﬂ et v brdae 0 aderra ! B P anding kiwd nptnmmuﬂmmmIF-lE-lF]F-EIET-!FBBEEEEE!ZBHHHM-D:J o Links ™

-

Iransaction Saved. [}s

Other Mon-Expenditure Transfer Details

I ey rasisFar Typm N rahi Branesc ton Dats CFfuc twe Dats Agency Control Lasgpal
(MW DR CLYY) (MM DR CDYT) Murnbsy Aurth oottty
70541 GLA-AF4 G- ! 456 AT
- ':FiF-E-ﬂl: 1- Authorby Transfer Finished DECNTYRONE D07 2002 AR 1S T84
EFBBBEEEE2ZE]
Mot Recent Comwnent=; Mo Commanks yee erbered dudng a2t update,
TRAHSFER FROH THANTFEMN FROH TRANSFER TD THANSFER TD
Areoumnk: Arnenmk Pcrourks: S
Fe00fa101&1 =00 oa ax¥1eol 300.00
1301240 100,00
13x20s0 i00.00
7] T [ Locd intrarel

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 anew transaction, click on Home, then New Transaction with the left mouse
button. Thiswill 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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