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Log into Financial Transaction Services (FTS)  
 
Users can log into FTS using their SJSUOne account. If you do not know your SJSUOne login information, contact IT 
Help Desk for assistance- website:  https://sjsuone.sjsu.edu/sjsuone/ or email ithelpdesk@sjsu.edu / phone 4-1530. 
 
 
1. Go to MySJSU website at

http://my.sjsu.edu/ . 
 

2. Click the FTS hyperlink. 

 

 
    

 

 
 
 
 
 

 
 
 
 
 

The SJSU login page 
displays.  
 
Using your SJSUOne 
account: 
 
3. Enter your SJSUID 

(Employee ID) and 
Password.  

 
4. Click Sign In. 
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Create an Interdepartmental 
Transfer.  
 

1. Click the  icon next to 
Interdepartmental 
Expense Journal to 
create a new transfer. 

  

 

 
 
 
 
 

 

The Interdepartmental 
Expense Journal page 
displays. 
 
The Interdepartmental 
Expense Journal page has 
three sections:  
 

�x Header 
�x Payee  
�x Payor 

 
Note:  Fields preceded by an 
asterisk indicate required 
fields.  
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Header Section 
 
The following fields are 
populated by FTS: 
 

�x WI Number: Begins 
with New. A number 
with the WI prefix will 
be assigned by FTS 
when transfer request 
is saved.  

 
�x Status: Starts with 

Open and status will 
change during the 
transfer process to: 
 
o Pending 

Approval 
o Approved 
o Distributed 
o Cancelled (by 

the Requestor or 
Approving Offical) 
 

�x Date: The date 
transfer is created. 
 

�x Requestor: Name of 
user who created the 
transfer. 
 

2. Description: Enter the 
purpose for the transfer. 
(Maximum 30 character in 
field.) 
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Payee Section 
 
This section refers to the 
chartfield string you want to 
move the expense from (the 
credit side).  
 
Important:  The Payee cannot 
create this transfer request 
since they are receiving the 
funds. Transfer must be 
initiated by the Payor (the 
debit side).  
 
For example: If Biology is 
seeking a reimbursement 
from Career Center, then 
Career Center will need to 
create the transfer.  
 
3. By default the drop down 

menu fields for chartfields 
are hidden. 
 
Use the  button to 
display the drop down 
menu fields (preference 

list) or   to hide them.  
 
Tip: The chartfields drop 
down menu can display 
by default. Refer to Set-
Up Drop Down Menu for 
Chartfields as a Default 
section of this guide for 
instructions. 
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6. When ready, select:  
 
Approve Journal to 
approve transfer. 

 
or  

 
Cancel:  Journal 
becomes a read-only 
page and the action 
cannot be reversed. 

 
 
 
 
 
 

 

Action is recorded on the 
transfer. 
 

�x If Approving Official 
approves, then the 
action is recorded as 
Approved with the 
name of approver, 
and date of approval. 

 
�x If Cancel, journal 

status becomes 
Cancelled page  
read-only. 
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b.  Make Drop Down Menu (Preference List) Display for Chartfields as a Default 
The drop down menu for the chartfield are hidden, but they can be unhidden by default.  
 
To have Chartfield drop 
down menu fields show by 
default: 
 
1. Click the Profile tab at 

the top of page. 
 
2. In Change User Page, 

click the Yes radio button 
to show preferences. 

 
3. Click the Submit to save 

change.  
 

 
 
Change is completed. 
 

 

 
 
 
 
 
 

Chartfield drop down menu 
displays by default.  
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c.  Add Values to Preference List (Drop Down Menu) 
All fields that have a drop down menu pull data from tables in FTS. Users can select values to be used once or it can 
be added to the preference list and remain in drop down menu for future use. 
 
To select value for a field. 
 
Important: Before proceeding 
and in order for the User 
Preferences window to 
appear, make sure your web 
browser’s pop-up blocker is 
turned off. 
 
1. In a field, select the More 

option from the drop down 
menu. 
 
 

 
 
 
 

 

The User Preferences 
window displays.  
 
2. Enter full or part of the 

code (or part of it) or 
description in the Criteria 
box  
 

3. Click Search. 
 
By default the first 20 
rows of results display, 
but at bottom of page, you 
can:  
 
�x expand the number of 

results to display by 
selecting from No. of 
Items.  
 
or  
  

�x navigate directly to a 
specific, first, next, 
and last page.  

 
4. Next, select value in the 

results by clicking the  
button to use selection for 
this transaction only  
 
-or-   
 

 to add selection to 
your preference list for 
future use. 
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If  is selected, the value 
will appear in the 
preference list when 
transfer is saved.  

 
  

 

d.  Search Feature 
The FTS search feature is one method to find an existing transfer. Requestors and Approvers will only be able to view 
transfers for their DeptID access.  
 
1. In the Main Menu, click 

the  for the transfer 
journal type. 
 

2. Search for journal by 
entering values in one or 
more of the following 
fields: 
 
�x Journal ID:  Number 

assigned when the 
transfer journal is 
saved.  

�x CFS Journal ID: 
Number assigned 
when the approved 
journal has fed to the 
CFS system in a 
nightly batch process. 

�x Name of Requestor 
�x Status 

 
3. Click the Go to begin 

search.  

 

 

 
 
 
 

  








