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1.0 Logging into the CFS Data Warehouse System

1. Access your default browser window. Navigate to My Apps at “myapplications.microsoft.com.” Users are
encouraged to save this site as a favorite.

2. Select the CFS Data Warehouse chicklet to access CFS Data Warehouse.

CFS

CFS Data Warehouse
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2.0 Data Warehouse Features

This section will review several of the CFS Data Warehouse version 11g features.
e Home Page
e Breadcrumbs
e Multiple Business Unit
o Report Filters
e Search Functionality
e  Column Functionality
e Table Prompts and Report Section Features within Dirills
e Trees and Chartfield Attributes
e Saving Customizations

e Miscellaneous Features

21 Home Page

Once you have successfully logged in, you will be directed to the Home Page.
Processing Steps/Field Name

The Home page contains chiclets and links to the Dashboards to access various reports and inquiries.

1. Click the Dashboard chiclet to access the associated dashboard.

m The California State University
Gusinoes iteligence /Data Warshou

BIDWY Massage Board - IWAYOU

You can also move through the dashboards by using the drop-down menu to display a list of available dashboards.

1. Click the down arrow to see a list of dashboards available.
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Click on the dashboard you wish to use.

The California State University

Business Intalligence | Data Warehousa

Vhgiry Tree Regorting A Homefalder
5 Home
4 speasored Prograins
8 e oo
Ristribaslion # Transaction inquiry
4 Trae Reporting
Programs B s bopriing

Once you are in the selected dashboard, you will see links for the different inquiries and reports listed across the top
of the page.

This example highlights the various reports found in the Financial Reporting dashboard.

B Financial Reporting Vame D
Wome  1znae My Budoet s of erid  Tinancil summary i of erlod - inoncil Sumimary Eecveen Periods  ivancial summary by Yeor  Triol Sance  Inceptlon t Dateeporss  Cosh  Tund Baonce  Performance tesort ns o Ferad we
‘Detault sertigsfor ths dashboard

et prien y I i o camps el gt S - —

LneoR - cSULT » Apply | Reset =

cncsiplion] =+

Report Index

belance availoble data bosad on o limtad number of f

reparts of bud
eaenued

oress, pre-ancimbrancss,

chuding fund, department, sccours, project, peogram,

55 chartfisids and the desortmantal hisrorcy. Manage hy Sudgst

e dota based a0 & wide number of 1l
A ruember of e caniting peio

SU A ibutes, trees, ane PeopleSoft chanties

S which inciude the chartields, state and

S of budpet,
s e all Inclie o avects, b y Acsicen Neriost

re Finane

o1irTng periods Indicates In the Titer this g 5 designad t SIOclAce reperTs of BURSEY, DETls, ENCUTIBIINCES, P/e-2rnauTarutces, and balance ovailabi Aot Dased o broa rangs of ASers wich inclide Tha chartieds, Stote and US4 mribures, rees, and Pecsiesaft
s,

by i

the year end accous
¢ type o all e

e i, this cae s desinn
[T ——

0 270 Uce repurts of DUt or actuals based on a wide numa

of fiters which include the charteids, state ane

ributes, trses, and Peoslesoft char el attrbutes. Trese reports can ba ke 1o

sy aceon

Before proceeding to run a report, you first need to set the Home defaults for each dashboard.
4. Select the Business Units that are applicable:
5. LB49R/LBCMP/LBFDN

Select primary budget ledger = Standard Budget
Original Budget Scenario only = leave blank

Click the Apply button once completed.

Pefault Settings for this Dashboard

Select primary budget ledger

Select original budget sc

ario orly

—Select Value--  w Reset w

Apply

repaf Prompis/Flters are Fdescr (el + Description) *#*

mLsoue

Report Index JLBCsu -

Manage My Budget as of Period [/

This page s designed to produce renorts of budget, actuais, encurfbl [, geap

page defaults to account type 50 frevenue) and account type 60 (dkp

Financial Summary As of Period LLLBSTY Lo
Search...

CSULB CSU Business Unit

CSULB Research Foundation

CA State University Long Beach

R e 1 ta babed on  limited number of filters, including fund, department, account, project, program, and class ¢

ng Beach State Univ. 555

A of the period indicated in the filter, this page is designed to pro
attributes. These reports can be limited ta any account type or all-indusive for assets,

e - = - &5, and balarce available data based on a wide number of filters which include the chartfields, si
liabilities, equity, revenue and expense. For data limited to one o a selected numbser of accounting perieds, see Finandial Summary Between
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2.2 Report Index

The Report Index lists the reports and a brief description of each report in the dashboard.
Processing Steps/Field Name

There is more than one method to use when selecting a report.

Use the links mentioned in Section 2.1.3, or select a report from the Report Index.

For example, in the Transaction Inquiry dashboard, the Open PO Reports index shows 3 different report options.

Note: Once you have selected a report to run, you must use the Breadcrumbs (see yellow highlight) to return to the Report
Index within the dashboard.

B Transaction Inguiry

Home Open PO Reports Open Requisition Reports  Actuals Reports  Budget

Report Index

Open PO Report

Open PO listing with six column selectors

Open PO Views

Open PO listing by various chartfield and supplier (vendor) views
Open PO Transaction Details

Open PO transaction details based on the selected report filters

Transaction Inquiry: Home > Transaction Inquiry: Open PO Reports

2.3 Multiple Business Units

You can select all the BUs for your managed funds. Within each individual dashboard page, there is a report filter
for the business unit. You can override the business unit on the dashboard’s home page by entering a different or
additional business unit(s) in the report filters to produce desired report results.

Processing Steps/Field Name

Select the Business Unit(s).

Select primary business unit for campus level
reporting

LB49R - CSULB 4%9er Foundation -

i LB49R - CSULB 49%er Foundation

LBCMP - CA State University Long Beach
|

l LBFDN - CSULB Research Foundation

Search...
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2.4 Report Filters

Most reports contain two filter sections: Report Filters and Advanced Filters. Report Filters are commonly used;
whereas the Advanced Filters offer a wider range of report criteria, including values for Department, Fund,
Account, and Project Chartfields from trees that are loaded into the Finance Data Warehouse. The Advanced
Filters section can be expanded or collapsed by clicking the down arrow. All values entered in the Advanced
Filters section are stored in any associated Saved Customization whether the Advanced Filters section is open or
closed.

Processing Steps/Field Name

Report Filters and Advanced Filters

[ Financial Reporting

Home  Manage My Burget as of Period  Financlal Summary As of Perlad  Financial Summary Betueen Periods  Financial Summary by Year  Trial Balance  Inceprion 1o Date Reports  €ash  Fund Balance P

| Report Filters I

Accounting Pariod fas o) Ac

LB49R-CSULE v | | 2022 .| |7 -

count Project Prograr Class.

= | Apply

4 Advanced Filters

Apply

Apply Fitters | Resat Filtars

CSULB DWH 11g All BU’s Reporting.doc Rev. January 2023
Page 8 of 60



2.5 Search Functionality
There are various methods to search for a value.
Processing Steps/Field Name
1. Select the “down” arrow to see the valid search choices. Then, scroll down to locate the preferred value.

2. Ifthe “Blank” value is checked (X), make sure to uncheck the box, or no data will be returned.

3. If the results list is too long and you want to perform a specific search, select the More/Search.

Fund

X - -v
X 2 =
[ JNULL

-

\:|02[]R0 - GNA-Refund Reverted

i \:| 22201 - Parking Structure - Fee Acct

i 3 Structure v
ore/Search... :

More/Search Feature

To perform a narrow search, you have the following options:
1. Name
e Contains
e Starts
e Ends
e |s Like (pattern match)
2. Match Case

e  Check this box when necessary.

CSULB DWH 11g All BU’s Reporting.doc Rev. January 2023
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Select Values

Available BN Selected 4

Name [Contains -

[JMatch Case
NULL
020R0 - GNA-Refund Reverted »
22201 - Parking Structure - Fee Acct
22202 - Parking Structure

22203 - Parking Structure - Bond Acct «
22204 - Parking Structure Il

Choices Returned: 1 - 1000 +‘ More... |

‘E” Cancel ‘
Select Values
1. Enter the value for which you are searching.
2. Select from the displayed list. Use ctl+shift to highlight more than one value.

3. Once the search is successful, do any of the following steps to get the value(s) to move to the Selected
box:

Double click the value.

Or

Select the value, and then click on the “Move” icon.

Or

Click on the “Move All” icon and the entire search results will move to the Selected section.
Select Values

o x

Available o Selected 4

Name Contains v 1 I 46376 - CPAC Academic cmlaboratiuns] 4
[JMatch Case

F1001 - F&A Rin-Academic Affairs
G1024 - 2010-12 Youth Academy Project
G1068 - GEARUP Admin-Acad Affairs »
G1148 - RIMI-Academic Enrichment For
G1183 - Academia Cesar Chavez Program

G1247 - Core-Area Literacy & Acad Suc «
G1431 - Academia Cesar Chavez Program

G1547 - PUSD Sat Academy MESA Students

—=]en
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2.6 Column Functionality

Most reports contain six columns. You can add, delete, hide, and unhide columns to accommodate your report
requirements. You can also choose to add subtotals to newly added columns, if desired. All choices can be stored
in a saved customization.

2.6.1 Hiding / Unhiding Columns

Columns can be hidden or unhidden in a report. The word “Hide” appears in the drop-down list. Most 6 column

reports will hide the last 3 columns. You can manually hide up to 3 columns; and you can unhide any of the
hidden columns.

Processing Steph/Field Name

4 Financial Summary - As of Perisd

Jrit - LBCMP - CA State University Lang Beach, Fscal Yeor - 2022, Period - 7
fs.of Perind

e run: 1/12/2023 2:52:33 PM
1

my calumn 2 column

calumn 52 Column 6
Hide v Hide - )

Fund Fdescr - Acct Cat Fles

Select Repart view:

CSULB DWH 11g All BU’s Reporting.doc Rev. January 2023
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2.6.2 Sorting a Column

Once the report is generated, the option to sort by a column (ascending/descending) is available.
Processing Step/Field Name

Hover your cursor on the desired column. You will see an “Up” & “Down” arrow. This indicates you can Sort the column in
Ascending or Descending order. Click on arrow to change sort.

Dept Fdes@ Fund Fdescr Acct Cat Fdescr

GF0O01 - CSU Operating Fund 580 - Other Financial Sources

601 - Regular Salaries and Wages
603 - Benefits Group

604 - Communications

606 - Travel

613 - Contractual Services Group

A1A Infarmatinn Tacrhnnlaou Cacte

2.6.3 Exclude or Include Columns

On any report, a column can be Excluded or Included.
Processing Step/Field Name

1. Right mouse click on the column. Select action accordingly.

Note: All columns have the same Exclude, Include, and Move Column functionality.

Fund Fdescr Acct Cat Fdescr Current Rudoatr  Actuals
8 v 11 Sort Column I
GFO0O01 - CSU Operating Fund 580 - Other Finai (551,250.00)
601 -Regular Sal  Keep Only » 527,195.57
603 - Benefits Gr 272,789.59
Remove »
604 - Communici 3,704.48
606 - Travel Show Subtotal » 49.72

615 - Contractug Show Row level Grand Total » 36,801.24

616 - INfOrMatiol  spoy, Column level Grand Tatal » 5,729.20
660 - Misc. Op 63,764.84
Exclude column
GFOO01 - CSU Operating Fund Total 356,784.64
Total Include column * 35678464
Move Column p 356,784.64
CSULB DWH 11g All BU’s Reporting.doc Rev. January 2023
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2.6.4 Subtotaling a Column — Add or Remove

The first two columns in every report are formatted to display subtotals. The remaining columns are formatted

without a subtotal. To add or remove a subtotal, use the Show Subtotal option.

Processing Step/Field Name
1. Place the cursor at the top of a column.

The Show Subtotal option is available only from columns formatted as column selectors, as indicated by the yellow column heading.

2. Right click on the yellow column header to access the Columns shortcut menu.
3. Choose Show Subtotal > After Values to add a Subtotal.

Or choose None to  remove Subtotal.ng Step/Field Name

escr

Financial
ar Salaries
its Group

wnication

actual Ser
1ation Tec

Dperating

2.7 Pivot and Section Features within Reports

Curvant Dudaat Arfygls

Encumbrances B

11 Sort Column [
51,250.00) 0.00
Keep Only »i27,195.57 0.00
Remove ':72.?89.59 0.00
= 7NA AQ 0.00
Show Subtotal AN

L J| None 0.00
Show Row level Grand Total b || After Values i4.26
Show Column level Grand Total »  Before Values 0.00
o 0.00

Exclude column At the Beginning
34.26
Include column p AttheEnd 14.26
Move Column pi56,784.64 13,034.26

Pivots involve transposing rows into columns (pivot) or columns into rows (unpivot) to generate results in crosstab
format. When reports have pivots, they can be moved to the report to create either a new column or a report

section.

2.7.1 Pivot — Creating New Columns in a Report

When a report has a built in “pivot”, you can move it to create a column within the report.

Processing Step/Field Name

1. When a report allows pivots, right-click on the field description, (in this example, “Fund Fdescr”).

2. Select “Move Columns,” then “To Rows.” A new column will appear on the left side of the report.

CSULB DWH 11g All BU’s Reporting.doc
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This example is using the Financial Reporting > Actuals Trial Balance Report.

show Column: Acct Type Fdescr - “

select Report View: Summary by Fund Pivot v

Fund Fdescr  GFOO1 - CSU Operating Fund »

. Sort Column »
485 - TF-CSU Operating Fund Tl
Acct Type Fdeser Yei Keep Only >
10 - Assets Remove »
20 - Liabilities

Show Subtotal »
30 - Fund Equity and Reserves
50 - Revenues Show Row level Grand Total
60 - Expenditures Show Column level Grand Total »

Grand Total
Exclude column

Include column >

I Move Column }I To Sections

To Columns

Fund Fdescr ‘Pivot’ is now a new column: Fund Fdescr.

Refresh - Export

Show Column: Acct Type Fdescr v

Select Report View: Summary by Fund Pivot -
P e g
Fund Fdescr AW |Acct Type Fdescr Year to Date Actuals
GF0O01 - CSU Operating Fund 10 - Assets 160,464,644.65
20 - Liabilities (4,082,638.68)

30 - Fund Equity and Reserves (112,155,297.17)

50 - Revenues (244,049,298.56)
60 - Expenditures 199,822,589.76
Grand Total 0.00

To move the column back as a pivot, right-click on the column header.
Select “Move Column” then “To Prompts”.

e Fdescr v
[ 3
Iry by Fund Pivat v

11 Sort Column

Keep Only »
485 -
Remave >
Fund F descr Year to Date Actuals
ﬁom Show Subtotal > 160,464,644.65
Show Row level Grand Total pis (4,082,638.68)
. H (112,155,297.17)
Show Column level Grand Total B Right
(244,049,298,56)
Exclude column 196,822.589.76
Grand Include column » ToSections 0.00
A . I Maove Column )I To Columns
cial Reporting ance
CSULB DWH 11g All BU’s Reporting.doc Rev. January 2023
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Fund Fdescr column is now a ‘pivot’.

Show Column: Acct Type Fdescr -

Select Report View: Summary by Fund Pivot A4

I Fund Fdescr GF0O1 - CSU Operating Fund » I

485 - TF-CSU Operating Fund

Acct Type Fdescr Year to Date Actuals
10 - Assets 161,226,896.79
20 - Liabilities (4,521,541.13)

30 - Fund Equity and Reserves (112,152,752.17)

50 - Revenues (245,409,173.96)
60 - Expenditures 200,856,570.47
Grand Total 0.00
CSULB DWH 11g All BU’s Reporting.doc Rev. January 2023
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2.7.2 Report Sections

Column Selectors can become Report Sections.

Processing Step/Field Name

1. To make a column selector a Report Section, right-click on the column header.
2. Select “Move Column,” then select “To Sections”

This example is using the Financial Summary As of Period Report.

Dept Fracrraw Fund Fdescr

11 Sort Column
Keep Only »
Remove >

Show Subtotal

00009 Show Row level Grand Total bl

Grand"  op0y Column level Grand Total b
cris equal tc

i i editial e Exclude column

‘descris equi :
Include column p» | To Sections

-isequal to i

I Move Column ;I To Calumns

Right

To Prompts

[ 3
11 - CSU Operating Fune

>
11 - CSU Operating Funt

ituden

The Fund Fdescr column is now a Report Section.

I 601 - Regular Salaries and Wages |

Fund Fdescr Curr

GF001 - CSU Operating Fund
GF001 - CSU Operating Fund Total

Grand Total

603 - Benefits Group

Fund Fdescr Curr

GF001 - CSU Operating Fund
GF001 - CSU Operating Fund Total

Grand Total

604 - Communications

Fund Fdescr Curr

GF001 - CSU Operating Fund
GF001 - CSU Operating Fund Total

Grand Total

616 - Information Technology Costs

Fund Fdescr Curr

GF001 - CSU Operating Fund
GF001 - CSU Operating Fund Total

Grand Total

CSULB DWH 11g All BU’s Reporting.doc
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2.8 Table Prompts and Report Section Features within Drills

Columns within drills can be moved either to create Pivots or Report Sections.

2.8.1 Creating a Pivot

From a drill, you can move a column to create a Table Prompt.
Processing Steps/Field Name

1. To make a column a Table Prompt, right-click on the column header.
2. Select “Move Column” then “To Prompts”.

This example is using the Transaction Inquiry > Actuals Transactions Report.

Actuals Transactions by Perlod
Time run: 1/17/2023 3:47:00 PM

Business  Fiscal Accounting Doc sic Account  Fund  Dept  Prog  Class Project Stat Stat Purchase
unit spani | £ Peiod [ 5 posip Fde-= | DoclnDesor: |Amount| s Fdescr  Fdescr Fdescr  Fdescr Fdeser Cd  Amt Order
14 sort Column »
CA State Vay KeeoOnly Y Tave sy Acad
University Act Uomestic, In Operating Resece &
Long, Remove 3 California Fund Strategic
Feach Pianng
Show Subtotal »
Lacmp - 2022 1 1 00/18/2022 CHBKL37316 B8 189 o0 GRODL - 00441 000
Stk Al ShowRowlevel Gand Total b cio coy
University Line Usage Operating
Long Exclude o :
Beach
nclude column >
LBcMp- 2022 1 1 07/18/2022 CHBK137315 ca = GRODL- 00441 --- G
CA State Ac| £ csu Acad
University Lines—— Operating Resece &
Long Riant Fund  Suategic
Feach tanng
Lok 2022 3 1 00/18/2022 CHBKLS7316 [SSURESIN vo/s0 2022 T Grou 441 10146 X
CA State Acsounting Acad A
University Lines Uisage g Resreaf Facilties
Log Strategic and

You can now select on the Table Prompt.

Actuals Transactions by Period
Time run: 1/17/2023 3:53:27 PM

Doc Src Fdescr [(SU - CSU Accounting Lines vI

CSU - CSU Accounting Lines

HCM - HR Accounting Lines
MJE - Manual Journal Entry

Business  Fiscal VCH - AP Voucher Accounting Doc ID Docln Gt Account Fund Dept
Unit Year TTTTTTTTTTTTTDate Descr Fdescr Fdescr Fdescr
LBCMP - 2022 a4 1 07/14/2022 CHBK137316 06/30/2022 1,287.89 604001 - GFO01-  00441-
CA State Telephone csu Acad
University Usage Operating Resrce &
Long Fund Strategic
Beach Planng
CSULB DWH 11g All BU’s Reporting.doc Rev. January 2023
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2.8.3 Creating a Report Section

From a drill, you can move a column to a Report Section.
Processing Steps/Field Name

1. To make a column a Report Section, right-click on the column header.
2. Select “Move Column” then “To Sections.”

This example is using the Transaction Inquiry > Actuals Transactions Report.

Business Fiscal _ _ . Accounting DecLn Account Fund Dept Prog Class P

unit Year Period Period oo Decl) Descr AU | ey Fdescr  Fdescr  Fdescr  Fdesar Fo
11 sort Column >

LBCMP- 2022 1 1 07/14/2022 cHek137316 [OOI8 GFOOL- 00441 -

castate o csu Acad

University neriny ¥ Operating Resrce &

Long. Fund Strategic

Eeh Remove » Planng
Shew Subtot >

1 1 07/14/2022 CHBK137316 (O O U0 GFOO1-  GDA41-

1 Acad

- &
Shaw Row level Grand Total ¥ o, i gy

Fund Strategic
Exclude column Planng
Include column »
LBCMP- 2022 1 1 07/14/2022 CHBK137316 (B6f8 GFOO1- 00441 10146- ---
CA State = q W Acad
o E
Long Tr— egic and

Beach

- 2022

07/25/2022 CHBK137321 |Q6f28f20281 2454 660003
Supplies at

Flanng

3. The column is now a Report Section.

2.9 Trees and Chartfield Attributes

Trees and Chartfield Attributes are used to group certain chartfields that have common characteristics (i.e., a
group of funds that belong to one department). These can be used as filters to further refine results in Data
Warehouse. These can be found in the Advanced Filters section.

Processing Steps/Field Name

Select the Advanced Filters to access Trees and Chartfield Attributes.

-+ [0

Sk« N9 ekt -
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210 Saving Customizations

Once you have selected your report filters and are satisfied with the results, you can “Save Current
Customizations.” You can also make one of the “Save Current Customizations” a default for the page so the next
time you select the specific Dashboard/Tab/Report the report filters you saved will be recognized and the report
will be automatically generated.

2.10.1 Dashboard Home Pages

First, for every Dashboard you use, you are encouraged to save your Home page selections.
Processing Steps/Field Name

1. Navigate to the Dashboards Home page you wish to make your default.

2. After you select your report filters, and click Apply, select the Page Options icon (located in the upper right corner).

3. Select Save Current Customization.

[ Financial Reporting Home Dashboardsv Openv  (Q)

Home Manage My Budget as of Period  Financial Summary As of Period  Financial Summary Between Periods ~ Financial Summary by Year ~Trial Balance  Inception to Date Reports  Cash  » 1% @

Default Settings for this Dashboard = Print »
. . [ Export to Excel 3
Select primary business unit for campus level reporting ~ Select primary budget ledger  Select original budget scenario only
LBCMP - CASt v Standard Budg v ~-Select Value- v — Apply ¥ Refresh

" N . Create Prompted Link
** All report Prompts/Filters are Fdescr (Field + Description) **

Apply Saved Customization >

Manage My Budget as of Period » e
Edit Saved Customizations...

This page is designed to produce reports of budget, actuals, encumbrances, pre-encumbrances, and balance available data based on a limited number of filters, inclu
program, and class chartfields and the departmental hierarchy. Manage My Budget page defaults to account type 50 (revenue) and account type 60 (expense). Clear My Customization

4. Enter the name you wish to call your default page.
5. Check the “Make this my default for this page” box.
6. Select OK.

7. The next time you access the Dashboards Home page your defaults will be recognized.

=
Save Current Customization Q x
Name Financial Reporting Homepage
Save for @ Me
O D(has| |
/] Make this my default for this page
| 0K H Cancel ‘
e |
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2.10.2 Report Links Within a Dashboard

Second, for every report you run, you are encouraged to save the Report filters to minimize steps.
Processing Steps/Field Name

1. Navigate to the Dashboard you wish to make your default.

2. After you select your report filters and click Apply Filters, select the Page Options icon o (in the upper right corner).
3. Select Save Current Customization.

4. Enter the name you wish to call your default page.

EJ Financial Reporting Home Dashboardsw Openv (9)
Home Manage My Budget as of Period | Financial Summary As of Period |Financial Summary Between Periods  Financial Summary by Year  Trial Balance  Inception tmbueemppp-{% @
Report Filters & Print >

[3 Export to Excel 3
Business Unit Fiscal Year Accounting Period (as of) Account Type Account Category ~ Budget Ledger Fund CF!
Refresh
—-Select Value- v | | 2022 - |7 - selectValue. v| |—selectvalue v| [—selectvalue | |setect @ Fefres
Create Prompted Link
Fund Dept Account Project Program Cla
- Apply Saved Customization >
X | | 00118 - Library Reserve and Media v| |-select Value- v | | ~-Select Value- v | | —-Select Value- +

NOT Fund NOT Dept ID NOT Account NOT Project NOT Program NOT Class

Edit Saved Customizations...
NOT NOT NOT NOT NOT NOT

~-Select Value- v ~-Select Value- v ~Select Value- v ~Select Value- v ~-Select Value- v ~Select Valu  Clear My Customization v/

» Advanced Filters

__*Applynl:ers H Reset Filters

5. Check the “Make this my default for this page.”
6. Select OK.

The next time you access the dashboard/tab/report your report results will automatically be generated.

Save Current Customization @ x

Name Dept Summary

Save for @ Me

O Others ‘ ‘
Make this my default for this page

‘KH Cancel |
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2.10.3 Applying Saved Customizations

If you have “Save Current Customizations”, use Apply Saved Customization.

Processing Steps/Field Name
1. Once you have accessed the dashboard/tab/report, select Apply Saved Customizations.
2. Select the one you wish to generate the report for. Once selected, the report will automatically be generated.

= Print »
[ Export to Excel »
int Type Account Categ

Refresh
ect Value- --Select Va\uw‘:’ 4

Create Prompted Link

Arennnt Drniart

Dept 725 Budge te—— I Apply Saved Customization I

N

Value
Dept Budget Report 4= Save Current Customization... I
lat
Dept Summary(default)e—=edit Saved Customizations...

act Value- » SelectVal ~ lear My Customization Blue-
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2.11 Miscellaneous Features

2.11.1 Printing Results

Once the report is generated you can Print or Export the results. The Print and Export link appears at the bottom
on the report.

Print Link
The results can be printed to PDF or HTML.

Print Report to PDF Return - Analyze - Edit - Refresh - Print - Export

1. Click on the Print hyperlink immediately below the report.
2. Select Printable PDF. Another window will open with the report to be printed.
3. Print PDF per usual procedure.

Export Link
The results can be exported to PDF, Excel, PowerPoint, MHT or Data.

Export to PDF Return - Analyze - Edit - Refresh - Print - Export

1. Click on the Export hyperlink immediately below the report.
2. Select PDF. Another window will open with the report in PDF.

Export to Excel Return - Analyze - Edit - Refresh - Print - Export

1. Click on the Export hyperlink immediately below the report.
2. Select Excel then the Excel version you have. Another window will open with the report in Excel.

Export to Data Return - Analyze - Edit - Refresh - Print - Export

1. Click on the Export hyperlink immediately below the report.
2. Select Data then the Tab delimited Format. Another window will open with the report in Excel.

2.11.2 Scrolling

If you report results are more than the page displays, use the icons at the bottom of the screen to move forward
and back through the returned results.

v I Rows 1 - 25

2.11.3 Return

After drilling within a report, click the Return link to return to main report.

Return - Analyze - Edit - Refresh - Print - Export
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3.0 Common Reports

3.1

Managing Department Budgets —- LBCMP/LBFDN/LB49R

This section provides steps on how to run a Financial Summary as of Period report for the LBCMP, LBFDN and/or

LB49R Business Units. The Financial Summary as of Period report is used to assist with managing your
department budget. More specifically, these are funds that contain a budget. For example, GF funds.

3.1.1 Running The Report

1. From the Home page, select Dashboards, then select the Financial Reporting dashboard.

Recent

Dashboards
IE Financial Reporting - Fina...

Open More ¥

Transaction Inquiry - Ope...
Open More ¥

]

More Dashboards +

Others
@ Actuals Drill Down Betwee...

Open More ¥

Actuals Drill Down

@

Open More ¥

Download Desktop Tools ¥

Home

Dashboards «

Open =

[z] Most Recent(Financial Reporting - Financial Summary by Year)

[zz] My Dashboard

Financial Reporting - Hor§ 4 Financial Reporting

QOpen More ¥ [3] Financial Reporting

Transaction Inquiry - Ope 4 FIRMS GAAP

Open More ¥ [ FIRMS GAAP

4 Lcp
[z] Labor Cost Distribution

4 oAC-HomeFolder
[zz] Home

Financial Summary by Yei

Open More ¥

4 sponsored Programs

[3] Sponsored Programs

4 Transaction Inquiry

[z] Transaction Inquiry

4 Tree Reporting

[3] Tree Reporting

2. This will take you to the Financial Reporting dashboard.

E Financial Reporting

Default Settings for this Dashboard

Jectnrinaary b isinace it £0r campc o) ;o

Home

Home Wiﬁi My Budget as of Period| - Financial Summary As of Period | Financial Summary Between Periods  Financial Summary by Year ~ Trial Balance  Inception to Date Reports  Cash  Fund Balance  Per» &t @

lectodmaneudget ledger  Select original budget scenario only

rting

| BCMP - CA State University Long Beach

[J LB49R - CSULB 49er Foundation

LBCMP - CA State University Long Beach

Standard Budg ¥

~Select Value- v | il | APPly | Reset v

sort Prompts; Filters are Fdescr (Field + Description) **

Dashboards v  Open v

®

Report Index

Manage My Budget as of Period

This page is designed to produce reports.
chartfields and the departmental hierarclf

([JLBCSU - CSULB CSU Business Unit
[JLBFDN - CSULB Research Foundation
[J LBGAP - CSULB GAAP Business Unit

Financial Summary As of Period

[C]LBSTU - Long Beach State Univ. SFS

\ces, and balance available data based on a limited number of filters, including fund, department, account, project, program, and class.
pe 50 (revenue) and account type 60 (expense).

As of the period indicated in the filter, this page s aesignea to proauce reports or puaget, actuals, encumbrances, pre-encumbrances, and balance available data based on a wide number of filters which include the chartfields,

3. Inthe Default Settings for this Dashboard section, select/confirm the following:

Default Settings

Options

Primary business unit

(If you have funds in multiple BUs, then
select all the BU’s you use.)

LBCMP — Cal State Long Beach Campus
LBFDN — CSULB Research Foundation
LB49R — CSULB 49er Foundation

Primary budget ledger

Standard Budget
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Default Settings Options

Budget scenario Leave Blank

4. Click Apply to execute your selection.

5. Optional. Save your Home page Default Settings. This will allow these values to be passed onto the various
Dashboards. See 2.10.1 Dashboard Home Pages for details.

6. From the Financial Reporting Dashboard, select the Financial Summary as of Period report.

7. Select Report Filters - search criteria that are used to generate the report results.

Home Manage My Budget as of Period ~ Financial Summary As of Period  Financial Summary Between Periods  Financial Summary by Year  Trial Balance  Inception to Date Reports  Cash  Fund Balance  Perforiy £ @

Report Filters

Business Unit Fiscal Year 'Accounting Period (as of) Account Type Jrccount Category Budget Ledger und CF Status
LBCMP- CASt w| | 2022 v |7 v 60 - Expenditu v | | --Select Value-- v| StandardBudg v f|-Select Value- v
—
Fund = Account Project Program Class
GFOO1 - CSU Operating Fund v 00732 - CMS Financial Services - --Select Value- v --Select Value- v --Select Value- v --Select Value- w
NOT Fund NOT Dept ID NOT Account NOT Project NOT Program NOT Class NOT Acct Cat
NOT| __Select Value- v| NOT _Select Value- v| NOT  _SelectValue- v| NOT _Select Value- v| NOT| _Select Value- v| NOT| __Select Value- v| NOT| __Select Value- v ‘ ApPlv‘

) Advanced Filters

3, ApplyFilters | Reset Filters
>

o Business Unit = Defaults from the Home page. Select the BU that will provide the desired report results.
Fiscal Year = Current year i.e.: 2022 — Click on the down arrow to choose a value from a dropdown field.
e As Of Period = Defaults to most current open period. Click on the down arrow to choose another value
from a dropdown field.
e Account Type = 60 — Expenditures.
Budget Ledger = Standard Budget. Defaults from the Home page.
Department = User specific — Click on the down arrow to choose the value(s).

8. When all your report filters are selected, click Apply Filters to generate the report.

Year = 2022, Period =7
As of Pe
1/25/2025 11:48:40 AM
Show Column 1: Dent Fdescr v Column 2: Fund Fdescr ~ Columns: Hide v Columné: Hide -
Select Report View: v
Dept Fdescra ¥ Fund Fdescr Acct Fdescr Current Budget Actuals  Encumbrances Balance Available % Used Fiscal Year
00732 - CMS Financial Services  GFOO1 - CSU Operating Fund 601201 - Management and Supervisory 6313200 000
601300 - Support Staff Salaries 21684857 000
601811 - Bonus 19,73000 000
603001 - OASDI 1810570 000
603003 - Dental Insurance 427797 000
603004 - Medical Insurance 5925200 000
603005 - 8443936 000
603011 - 109.80 000
603012 - 423447 000
603013 - Vi 24140 000
603014 - Long-Term Disabiity Insurance 2448 000
5604001 - Telephone Usage 183600 000
606001 - T . In California 64441 000
660009 - P | Development 2,80000 000
660042 - Recruitment 9243 000
660090 - Expen: 000 000
660922 - Hospitality Expense 24889 000
GFOO1 - CSU Operating Fund Total 47601748 000
00732 - CMS Financial Services Total 47601748 000
Grand Total 47601748 000

9. Column Headers in yellow can be changed. The yellow columns are: 1 = Dept Fdescr, 2 = Fund Fdescr, and
3 = Acct Fdescr
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Columns 4, 5 and 6 default to Hide, and can be added as displayed columns as needed.

10. Report View = Summarized.
11. Click OK to regenerate report results with selected columns.

4 Financial Summary - As of Period

Business Unit = LBCMP - CA State University Long Beach, Fiscal Year = 2022, Period = 7

Financial Summary As of Pariod

Time run: 1/18/2023 7:29:45 PM

Show Calumn 1: Column 2: Column 3: Column 4: Column 5 Column &

Dept Fdescr v Fund Fdescr w»  AcctCat Fdescr v  Hide v  Hide »  Hide v [oK]

Select Report View: Surmmarized - /

12. Optional. Save your Report Filters. The next time you access the dashboard/tab/report your report results will
automatically be generated. See 2.10.2 Report (Tab) within Dashboard for details.

3.1.2 Reading The Report

Dept Fdescr& ¥ Fund Fdescr Acct Cat Fdescr Current Budget Actuals Encumbrances Balance Available 9% Used Fiscal Year
00508 - Library Computer Labs GF0O1 - CSU Operating Fund 601 - Regular Salaries and Wages 57.230.20 0.00 (57,230.20)
602 - Work Study 6,061.95 0.00
603 - Benefits Group 324.62 324.62 0.00 0.00 100%
604 - Communications 147.00 0.00
616 - Information Technology Costs 1,514.96 0.00 (L514.96)
GFOO1 - CSU Operating Fund Total 324.62 65278.73 0.00 (64,954.11) 20,109%
00508 - Library Computer Labs Total 324.62 65278.73 0.00 (64,954.11) 20,109%
Grand Total 32462 65,278.73 0.00 (64,954.11) 20,109%
Columns Definitions
Current Budget Amount available to spend during the selected Fiscal Year (FY).
Actuals Total Amount spent to date. (Based on the FY and Accounting period specified)
Encumbrances Total Purchase Order amount still open, but not invoiced.
Budget Available Amount left to spend.
% Used Fiscal Year Percentage spent.
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3.2 Fund Balance Report — All BU’s

This section provides steps on how to run a Fund Balance report for all Business Units. This Fund Balance report
is used to assist with managing those Funds that are not budgeted. It displays how the remaining fund balance.

3.2.1 Running The Report

1. From the Home page, select Dashboards, then select the Financial Reporting dashboard.

Home  Dashboards» Openw

(] Most Recent(Home - Message) u
The California State University L

Business Intelligence / Data Warehouse 4 Financial Reporting

Z o FIRMS GAAP
Financial Reporting @‘; [ FIRMS GAAP

4 10

[3] Labor Cost Distribution

1
ey T S . Transactlon!nqutry

l [iZ] Home

4 sponsored Programs

(=] -
o "ﬂ 4 B3] Sponsored Programs
M ] oo iy % Labor Cost Distribution u
Transaction Inquiry

3] Transaction Inquiry

(_.
The Data Warehouse is current as of: d H 4 Tree Reporting
ezutuee] 18-JAN-23 2:00 AM Spcnsored Programs [ Tree Reporting
|

b oyt

2. This will take you to the Financial Reporting dashboard.

B Financial Reporting Home Dashboardsv Openv (S)

Home Manage My Budget as of Period ~ Financial Summary As of Period  Financial Summary Between Periods  Financial Summary by Year Trial Balance  Inception to Date Reports  Cash| Fund Balance [Performance Report» % @

Default Settings for this Dashboard

Select primary business unit for campus level reporfi geot ledger  Select original budget scenario only

Standard Budg v

LBCMP - CA State University Long Beach v ~-Select Value- v Apply H Reset v ‘
[CJLB49R - CSULB 49er Foundation ** All reffort Prompts /Filters are Fdescr (Field + Description) **
LBCMP - CA State University Long Beach
Report Index [JLBCSU - CSULB CSU Business Unit
Manage My Budget as of Period (] LBFDN - CSULB Research Foundation
This page s designed to produce 4001 (| 5GAp _ CSULE GAAP Business Unit | fances: and balance avalable data based on a limited number of fiters, including fund, department, account, project, program, and class chartfields and the
departmental hierarchy. Manage My Bt ind accountftype 60 (expense).

[C1LBSTU - Long Beach State Univ. SFS
Search...
As of the period indicated in the fil et = & G = merkumbrances, pre-encumbrances, and balance available data based on a wide number of filters which include the chartfields, state and CSU

Financial Summary As of Period

3. Inthe Default Settings for this Dashboard section, select/confirm the following:

Default Settings Options

Primary business unit LBCMP — Cal State Long Beach Campus
(If you have funds in multiple BUs, LBFDN — CSULB Research Foundation
then select all the BUs you use.) LB49R — CSULB 49er Foundation

Primary budget ledger Standard Budget

Budget scenario Leave Blank

4. Click Apply to execute your selection.

5. Optional. Save your Home Page Default Settings. This will allow these values to be passed onto the various
Dashboards. See 2.10.1 Dashboard Home Pages for details.
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6. From the Financial Reporting Dashboard, select Fund Balance.

7. Select Report Filters - search criteria that are used to generate the report results.

[E Financial Reporting

Hume  Manage My Budgel & of Period  Finencial Sumimary 85 of Seriod  Financial Summany Belesn Perios Financial Summary by Year  Trisl Balance  Incegtion 1o Dale Reperls  Cash

4 Roport Filters

Approp Avl T Date

& MName Acct Level 1

select Value v Select value ¥ Select value- * Apply

sl | ipgly Filters

Resat Filtars

Fund Balance  Ferfomance Repur! 3

select more than one fund.

When all report filters are selected, click Apply Filters to generate the report.

Business Unit = Defaults from Home page. Select the BU that will provide the desired report results.
Fiscal Year = Current year i.e.: 2022 — Click on the down arrow to choose a value from a dropdown field.
As Of Period = 7. Click on the down arrow to choose a value from a dropdown field.

Fund = User specific - Click on the down arrow to choose value(s) from a multi-select fields. You may

4 Fund Balance

Fund Balance
Time run: 1/18/2023 8:04:50 PM
Business Unit = LBCMP - CA State University Long Beach, Fiscal Year = 2022, Period = 7

Show Column 1: Column 2: Column 3: Column 4: Column 5
SCO Fund Fdescr v CSU Fund Fdescr v Fund Fdescr v Hide v Hide -
Select Report View: Encumbrance View v

SCO Fund Fdescra. v CSU Fund Fdescr 4w Fund Fdescr

Beginning Fund Balance Year to Date Revenue Year to Date Expenses Encumbrances Ending Fund Balance w/Encumbrances

0948 - Calif State University Trust Fund 485 - TF-CSU Operating Fund CFO19 - Art Education/Tech (619.61) 4,862.86 0.00

485 - TF-CSU Operating Fund Total (619.61) 4,862.86 0.00 6
0948 - Calif State University Trust Fund Total (619.61) 4,862.86 0.00 (9.836.75)
Grand Total (619.61) 4,862.86 0.00 (9.836.75)

Column 6:
Hide v

9. Change Column Selectors to: Column 1 = Bus Unit, Column 2 = Fund Fdescr, Column 3 = Hide,

Column 4 = Hide, Column 5 = Hide, and Column 6 = Hide.

Note: Only Column headers that are highlighted in “Yellow” can be changed. You can select up to 6 columns.

The last three default to “Hide” and can be added as a column if needed.

10. Report View = Encumbrance View

11. Click OK to regenerate report results with selected columns.

4 Fund Balance

Fund Balance
Tire run: 1/18/2023 8:04:50 PM
Business Unit « LBCMP - CA State University Long Beach, Fical Year = 2022 Period « 7

how Column 1: Bus Unit wf Colwmn 2: Fund Fdescr v Columa ¥ 'Hide' » Column 4 Hide » Cotumns: Hide

Select Report View: Encumbrance View -

N

* Columa s Hide ~ (58
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12. Optional. Save your Report Filters. The next time you access the dashboard/tab/report your report results will
automatically be generated. See 2.10.2 Report (Tab) within Dashboard for details.

3.2.2 Reading The Report

Bus Unit~¥ Fund Fdescr 4w Beginning Fund Balance Year to Date Revenue Year to Date Expenses Encumbrances Ending Fund Balance w/Encumbrances

LBCMP CF019 - Art Education/Tech (619.61) (14,080.00) 4,862.86 0.00 (9.836.73)

CFO19 - Art Education/Tech Total (619.61) (14,080.00) 4,862.86 0.00 (9,836.75)

LBCMP Total (619.61) (14,080.00) 4,862.86 0.00 (9.836.75)

Grand Total (619.61) (14,080.00) 4,862.86 0.00 (9,836.75)
Columns Definitions

Beginning Fund Balance

Balance carried over from the previous year. A negative number means there
is money left to spend. A positive number means the fund is overspent.

Year to Date Revenue

Amount of money collected/received to date. (Based on the FY and
Accounting period specified). Revenues are normally recorded as a negative
number (credit balance).

Year to Date Expenses

Amount spent to date. (Based on the FY and Accounting period specified).
Expenses are normally recorded as a positive number (debit balance).

Encumbrances

Total Purchase Order amount still open, but not invoiced.

Ending Fund Balance w/
Encumbrances

Year to Date Revenues less Year to Date Expenses and Encumbrances,
which is the amount left to spend. A negative number means there is money
left to spend. A positive number means the fund is overspent.
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3.3 Trial Balance Report — All BU’s

This section provides steps on how to run a Trial Balance report for all Business Units. The Trial Balance report
assists with managing Funds that are not budgeted. It displays the account balances within the Fund.

3.3.1 Running The Report

1. From the Home page, select Dashboards, then select the Financial Reporting dashboard.

Home Dashboards » Openw

[E§) Most Recent(Home - Message) o [

The California State University S Ry pestionty

Business Intelligence / Data Warehouse 4 Financial Reporting

| 3 e FIRMS GAAP
e inancial R rtin, ( - FIRMS GAAP
F ancial Reporting $\ &

4 Lo

[E3) Labor Cost Distribution

=)
. . 4 a
Transaction Inquiry l OAC-HomeFolder
[Z] Home

4 sponsored Programs

) Sponsored Programs
% Labor Cost Distribution a )
Transaction Inquiry

g Transaction Inquiry

4 Tree Reporting

H.
The Data Warehouse is current as of: d b
|2ureses) 18-JAN-23 2:00 AM Spcnsmed Programs [E3 Tree Reporting
[feaes]

2. This will take you to the Financial Reporting dashboard.

B Financial Reporting Home Dashboardsv Open v

Home Manage My Budget as of Period ~ Financial Summary As of Period  Financial Summary Between Periods ~ Financial Summary by Year | Trial Balance || Inception to Date Reports  Cash  Fund Balance  Performance Report» 4% @

Default Settings for this Dashboard

geot ledger  Select original budget scenario only

Standard Budg v

Select primary business unit for campus level reporfi

LBCMP - CA State University Long Beach v ~-Select Value- v Apply H Reset v
[CJLB49R - CSULB 49er Foundation ** All reffort Prompts /Filters are Fdescr (Field + Description) **
LBCMP - CA State University Long Beach
Report Index [JLBCSU - CSULB CSU Business Unit
Manage My Budget as of Period (] LBFDN - CSULB Research Foundation
This page s designed to produce 4001 (| 5GAp _ CSULE GAAP Business Unit | fances: and balance avalable data based on a limited number of fiters, including fund, department, account, project, program, and class chartfields and the
departmental hierarchy. Manage My Bt ind accountftype 60 (expense).

[C1LBSTU - Long Beach State Univ. SFS
Search...
As of the period indicated in the fil et = & G = merkumbrances, pre-encumbrances, and balance available data based on a wide number of filters which include the chartfields, state and CSU

Financial Summary As of Period

3. In the Default Settings for this Dashboard section, select/confirm the following:

Default Settings Options

Primary business unit LBCMP — Cal State Long Beach Campus
(If you have funds in multiple BUs, then LBFDN — CSULB Research Foundation
select all the BUs you use.) LB49R — CSULB 49er Foundation

Primary budget ledger Standard Budget

Budget scenario Leave Blank

4. Click Apply to execute your selection.

5. Optional. Save your Home page Default Settings. This will allow these values to be passed onto the various
Dashboards. See 2.10.1 Dashboard Home Pages for details.
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6. From the Financial Reporting Dashboard, select Trial Balance.

7. Select the Actuals Trial Balance report.

[ Financial Reporting

Home Manage My Budget as of Period  Financial Summary As of Period  Financial Summary Between Periods ~ Financial Summary by Year ~ Trial Balance Inception to Date Reports Cash  Fund Balance  Performance Re »

Actuals Trial Balance
Actuals Trial Balance Report is a Basic Trial Balance Report
TIaT BaTance (6 Columns)

Trial Balance Report with six columns and wider selection of column selectors.

Home Dashboards v Openw

®
@ e

Fund CF Attrib Fund CF Att Val

--Select Value- » --Select Value-

SCO Fund SCO Subfund

--Select Value- » --Select Value-

Business Unit Fiscal Year Period

LBCMP - CASt 2022 w| Between g v - 12 A
Fund CF Status Fund NOT Fund Value

--Select Value- = CFO19 - Art Education/Tech v I NOT| _select Value-
Fund Tree Fund Level 1 Fund Level 2 Fund Level 3 Fund Level 4 Fund Level 5
--Select Value- « --Select Value- --Select Value- = --Select Value- » --Select Value- « --Select Value- =

CSU Fund Type Fund Proc Type Approp Rev Dt

- --Select Value- = --Select Value- » --Select Value- --Select Value- =
CSU Fund NOT CsU Fund GAAP NAC
v —Select Value- v NOT __Select Value- v --Select Value- »

_" Apply Filters H Reset Filters |

Approp Avl To Date

| Apply

8. Select Report Filters - search criteria that are used to generate the report results.

Business Unit = Default from Home page.
Fiscal Year = Current year i.e.: 2022 — Click on the down arrow to choose a value from a dropdown field.
Period Between = 0 — 12. Click on the down arrow to choose a value from a dropdown field.
Fund = User specific — Click on the down arrow to choose value(s) from a multi-select fields.

9. When all your report filters are selected, click Apply Filters to generate the report.

Show Column: Acct Type Fdescr

Fund Fdescr

485 - TF-CSU Operating Fund
Acct Type Fdescr
10 - Assets
20 - Liabilities
30 - Fund Equity and Reserves
50 - Revenues
60 - Expenditures

Grand Total

Select Report View: Summary by Fund Pivot v

CF019 - Art Education/Tech »

Year to Date Actuals

v [oK]

9,836.75
0.00
(619.61)
(14,080.00)
4,862.86

0.00
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10. Change Column Selector to: Show Column = Account Fdescr
11. Report View = Summary by Fund Pivot
12. Click OK to regenerate report results with selected columns.

Show Column: Account Fdescr

I

485 - TF-CSU Operating Fund

Select Report View: Summary by Fund Pivot v

Fund Fdescr CFO19 - Art Education/Tech =

13. Optional. Save your Report Filters. The next time you access the dashboard/tab/report your report results will
automatically be generated. See 2.10.2 Reports Within Dashboard for details.

3.3.2 Reading The Report

Account Fdescr 4% Year to Date Actuals
101100 - Cash-Short Term Investments 2,100.11
103004 - Accounts Receivable-Oper Rev 736.64
103805 - Due from LB49R 0.00
201001 - Accounts Payable 0.00
205090 - Oper Rev Coll in Adv 0.00
250821 - Due to LB49R 0.00
305002 - Fund Bal-Cont Approp (619.61)
501110 - Course Fees (CSU 485) (14,080.00)
660927 - Instructional Materials 4,862.86
Grand Total 0.00
Account Fdescr Description

IXXXXX — Assets

Assets are anything of value that the fund controls. Cash and inventory are
considered assets. Accounts receivable, money owed to the fund, are
considered assets.

The normal balance of these accounts is positive (or debit).

2XXXXX — Liabilities

Liabilities are debts a fund owes to other entities. This could be accounts
payable, which represents payments owed to suppliers or revenues collected in
advance, i.e., when a student has paid class fees in advance.

The normal balance of these accounts is negative (or credit).

3XXXXX — Fund Balance/Net
Assets

Fund balance or net assets represent the portion of the fund that is owned free
and clear. If all the fund assets were liquidated and used to pay off the debts, the
amount leftover would be the fund balance or net assets.

This fund balance, along with the current year’s net income or loss, represents
the amount of cash that a fund has to spend.
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Account Fdescr Description

Note: A negative (or credit) balance in these accounts is a good thing.

5XXXXX — Revenues Total revenues collected for the fiscal year.

Revenue accounts are normally recorded as negative (or credit).

B6XXXXX — Expenses Total expenditures recorded for the fiscal year.

Expense accounts normally have a positive (or debit) balance.

3.4 Grant Reporting

This section provides steps on how to run a Manage My Grants report for the LBFDN Business Unit. The report
described below is used to assist with managing LBFDN Sponsored Programs, RS and G Fund expenditures.

3.4.1 Running The Report

1. From the Home page, select Dashboards, then select the Sponsored Programs dashboard.

E Home Home Dashboards» Openw

3] Most Recent{Home - Message) o
- - - - [3) My Dashboard
The California State University Rt et
Business Intelligence / Data Warehouse 4 Financial Reporting
[ Financial Reporting

ST 4 FIRMS GAAP
Fmancxal Reporting @ [ FIRMS GAAP

4 Lo
[ Labor Cost Distribution

4 OAC-HomeFolder

"Fi
aul =

Transaction Inquiry

(i Home

4 spansored Programs

[3 Sponsored Programs
O Labor Cost Distribution -
Transaction Inquiry

eﬂmﬁi e
[F] Transaction Inquiry
i 4 Tree Reportin
=—> | The Data Warehouse is current as of: & h porting
= 18-JAN-23 2:00 AM W T— 3 Tree Reporting
fivied)

2. This will take you to the Sponsored Programs dashboard.

Home Dashboards~ Openw @

rant Admin  Award Attributes

&t o

4
Select primary business unit for campus level reportiffigl Select primary budget ledger Select original budget scenario only
LB49R - CSULB 49er Foundation;LBFDN - CS\ v Standard Budget v | -select value- —ﬂ Apply H Reset v ‘
[JLB49R - CSULB 49er Foundation Al feererermrerTEET T ption) ++

[JLBCMP - CA State University Long Beach

Manage My Grant [JLBCSU - CSULB CSU Business Unit

This link takes the user directly to the “Buf get- BuHget-to-Actual report (financial information and grant attributes) to facilitate the financial management of externally funded awards. The report
filter contains defaults to account type 60§Expe g LBFDN - CSULB Research Foundation g a of fiscal period 12 (ending June 30th of each FY) AND Active funds - so that the information returned for additional filters provided (like PI
Name, Fund, etc) is always up-to-ate on il U —, 6645 5015 GAAP Business Unit sfafits are provided to limit information to what is needed to manage grant/contract budgets and expenditures. The default column headers for this
report are designed with the Pl end user irf min Date, Department, Account w/full description (Fdescr). Of course column headers may be changed and the results may be stored as the user’s

default. [(]LBSTU - Long Beach State Univ. SFS e
Grant Admin Search...
Renorts decioned for the srant administrator or more seasoned renort gensrator with a ceneral knowledse of PeonleSoft and the SP Mad attrihutes. Provides anather ontion for the Budset.t. tual renort at the summary level and additional

3. In the Default Settings for this Dashboard section, select/confirm the following:
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Default Settings

Options

Primary business unit

LBFDN — CSULB Research Foundation

Primary budget ledger

Standard Budget

Budget scenario Leave Blank

4. Click Apply to execute your selection.

5. Optional. Save your Home page Default Settings. This will allow these values to be passed onto the various
Dashboards. See 2.10.1 Dashboard Home Pages for details.

6. From the Sponsored Programs Dashboard, select the Manage My Grant report.

7. Select Report Filters - search criteria that are used to generate the report results.

E Sponsored Programs Home Dashboardsy Openv (S

Home Manage My Grant Grant Admin  Award Attributes &+ 0

Report Filters

Business Unit Fiscal Year Period (as of) Account Type ccount Category] Budget Ledger
LBFDN - CSULI v | | 2022 vl |12 v | 60-Expenditu v | |--Select Value- v| | Standard Budg v
Fund Dept Account Project Program Class. Fund CF Status CSU Fund

G1617 - Victim Notification Focus Eval --Select Value- v | | --Select Value- v | --Select Value- v| | --SelectValue- | | --Select Value- v | A v | --Select Value- v

PTName

Post Awa Admin

Toject CF Start Date  Project CF End Date  Project CF Status ~ Award Type Descr ~ Agreement Type  Cost Share Flg

--Select Value- v | | --Select Value- v | | --Select Value- v --Select Value- v | | --Select Value- v | | --Select Value- v | --Select Value- v | --Select Value- v

Sponsor Id Sponsor Name Award Start Date  Award End Date Funding Source CFDA # SEFA Category Sponsor Type

—-Select Value- v | | --Select Value- v | | --Select Value- v | | --Select Value- v | |--Select Value- v | --SelectValue- v | | --Select Value- w| | --Select Value- v Apply

) Advanced Filters

ﬁ‘ Apply Filters || Reset Filters

4 Budeet to Actual

e Business Unit = LBFDN. Defaults from the Home page.
o Fiscal Year = Current year i.e.: 2022 — Click on the down arrow to choose a value from a dropdown field.

Period = Defaults to most current open period. Click on the down arrow to choose another value from a
dropdown field.

e Account Type = 60 — Expenditures. Defaults.
e Budget Ledger = Standard Budget. Defaults from the Home page.
¢ Fund = User specific — Click on the down arrow to choose a value(s).

8. When all your report filters are selected, click Apply Filters to generate the report.

9. Optional. Save your Report Filters. The next time you access the dashboard/tab/report your report results will
automatically be generated. See 2.10.2 Report (Tab) within Dashboard for details.
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3.4.2 Reading The Report

4 Budget to Actual
Business Unit = LBFDN - CSULB Research Foundation, Fiscal Year = 2022, Period = 12
Manage My Grant
Time run: 1/18/2023 9:02:54 PM
Column 1: Column 2: Column 3: Column 4: Column 5: Column 6:
Fund Fdescr v Project Fdescr . Project End Dt v Dept Fdescr v Acct Fdescr v Hide v
Select Report View: Summarized v
. Project End Current Inception to Date Balance %
av
Fund Fdeser Project Fdescr o Dept Fdescr Acct Fdescr i A Encumbrances °“"" -
G2723 - 6272323100 - 12/31/2025 00181 - COE 601103 - Graduate Assistant 260,922.00 000 000 26092200 0%
CaltansJointTraing&Certifictn CaltansJointTraing&Certifictn Administration
601201 - Management and 115,091.00 000 000 11509100 0%
Supervisory
601300 - Support Staff Salaries 307,328.00 000 000 30732800 0%
601807 - Misc Academic Salaries 50,429.00 000 000 5042900 0%
603001 - OASDI 98,883.00 000 0.00 98,883.00 0%

Columns Definitions

Current Budget Total Amount to spend. (Based on the FY and Accounting period specified).

Actuals Total Amount spent to date. (Based on the FY and Accounting period specified)

Encumbrances Total Purchase Order amount still open, but not invoiced.

Budget Available Amount left to spend.

% Used Fiscal Year Percentage spent.
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4.0

Drilldown to Detailed Data

Any report with hyperlinks will allow users to drill down to the details of the amount entry.

1.

Drill down on a hyperlinked numeric value by placing cursor on, then selecting a value.

4 Budget to Actual
Business Unit = LBFDN - CSULB Research Foundation, Fiscal Year = 2022, Period = 12
Manage My Grant
Time run: 1/18/2023 9:02:54 PM
Column 1: Column 2: Column 3: Column 4: Column 5: Column 6:
Fund Fdescr v Project Fdescr v Project End Dt v Dept Fdescr v Acct Fdescr v Hide v 3
Select Report View: Summarized v
Project End - Current Inception to Date Balance %
Fund Fdescr Project Fdescr o Dept Fdescra Acct Fdescr A Encumbrances poee e
62723 - 6272523100 - 12/31/2025 00181 - COE 601103 - Graduate Assistant 000 0.00 26092200 0%
CaltansJointTraing&Certifictn CaltansJointTraing&Certifictn Administration
601201 - Management and 115,091.00 000 0.00 11509100 0%
Supervisory
601300 - Support Staff Salaries 307,528.00 0.00 0.00 307,328.00 0%
601807 - Misc Academic Salaries 50,429.00 000 0.00 5042900 0%
603001 - OASDI 98,883.00 000 0.00 9888300 0%
Budget Drill Down ITD
Time run: 1/18/2023 9:08:46 PM
|Approximate Row Count: 1
. Doc Il Jenl Jenl Inl
CERED R gy IS | moam sre PP pmount  ACCOUMt i Fdescr DeptFdescr  FTo8 1355 ot Fdescr Bzt S o g 4 S0 D) o
Unit fear Date Descr Fdescr Fdescr Fdescr cd  Amt D Descr Class
Fdescr Nbr Ref Cd Desc
LBFDN - 2022 7 01/12/2023 0002074284 MJE - Graduate 260,922.00 601103 G2723- 00181 - COE G272323100 - - 0.00 0 - N NM-
csus Manual Assistant > CaltansJointTraing&Certifictn Administration CaltansJointTraing&Certifictn 62723
Research Journal Graduate Budget
Foundation Entry Assistant 2 proj-
set-up.
JcTe-
Saadeh
Grand 0.00
Total
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5.0 Detail Transaction Reporting — All BUs

This section provides information on how to run detail transaction reports for all Business Units. These reports are
used to assist with managing your Funds and/or Department Budgets. They all display transactional activity.
There are several reports that can be run that display the same type of information. This guide is not intended to
tell you what report will work best for your needs, but to give you enough information to show how flexible your
choices can be, thus giving you the ability to select the reports that work best for you.

5.1  Transaction Inquiry — Home Page

1. From the Home page, select Dashboards, then select the Transaction Inquiry dashboard.

E Home

Home Dashboards v Open ~

[ Most Recent{Home - Message) o
= z = - [ My Dashboard
The California State University
Business Intelligence / Data Warehouse 4 Financial Reporting
[ Financial Reporting
ST 4 FIRMS GAAP
Fmancxal Reporting ( $: [3 FIRMS GAAP
nlh ﬁ.ﬁdﬂﬂuﬂt W
ind LX [ Labor Cost Distribution
- -
i =
(i} Home
£y Ldd .
g 4 [g Seonsored Programs
M ] et e \Q@ Laber Cost Distribution ) 3
Transaction Inquiry
[ Transaction Inquiry
i TTres Reporting
The Data Warehouse is current as of: &b
— 18-JAN-23 2:00 AM - Sponsored Programs (i Tree Reporting
2. This will take you to the Transaction Inquiry dashboard.
[ Transaction Inquiry Home Dashboards v Openw @
Home Open PO Reports Open Requisition Reports  Actuals Reports ~ Budget Reports Encumbrance Reports ~ Requisition Reports ~ ProCard Transactions &+ 0
Select primary business unit for campus level reporting arvbudectlede Select original budget scenario only
LB49R - CSULB 49er Foundation;LBCMP - CA v Standard Budget v || | --select value- v _»‘ Apply ‘ Reset v
| W LB49R - CSULB 49r Foundation | Filters/Prompts are Fdescr (Field + Description) **
LBCMP - CA State University Long Beach
Report Index DLB(SU - CSULB CSU Business Unit
Open PO Reports .
(¥ LBFDN - CSULB Research Foundation
Displays open PO reports and transactions with varffin i i
Open Requisition Reports DLEGAP - CSULB GAAP Business Unit
Displays open requisitions reports and transactions| -AS [TLBSTU - Long Beach State Univ. SFS M
Actuals Reports carch
Displays actuals transactions activity
Budget Reports
3. In the Default Settings for this Dashboard section, select/confirm the following:

Default Settings

Options

Primary business unit

(If you have funds in multiple BUs,
then select all the BUs you use.)

LBCMP — Cal State Long Beach Campus
LBFDN — CSULB Research Foundation
LB49R — CSULB 49er Foundation

Primary budget

Standard Budget

Budget scenario

Leave Blank
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4. Click Apply to execute your selection.
5. Optional. Save your Home page Default Settings. This will allow these values to be passed onto the various

5.2

Dashboards. See 2.10.1 Dashboard Home Pages for details.

Transaction Inquiry - Actuals Transactions

This report displays actuals transaction activity based on the selected report filters, i.e., Vendor Invoices, Journal
Entries, Chargebacks, and/or Payroll details.

There are two reports in the index:

1.

o Actuals Transactions
o Actuals Reporting by Attributes

From the Transaction Inquiry Dashboard, click on the Actuals Reports link.

2. Select the desired report.

B Transaction Inquiry Home Dashboards +

Home Open PO Reports  Open Requisition Reports  Actuals Reports  Budget Reports  Encumbrance Reports  Requisition Reports  ProCard Transactions

Report Index

Actuals T

nsactional display based on selected filters with several views.

utes is  transactional display with ix column selectors.

&4 e

3. Select the Report Filters - search criteria that are used to generate the report results.

Report Filters

LB49R - CSULE » 2022 » Between g w12 A &0 - Expenditu «

OT Class MNOT Acct Cat

Customer IC Customer Name User ID

Select Value- Select Value- » Select Value- »

b Advanced Filters

ﬁ Apply Filters  Reset Filters |

HOT| __celect value- »| NOT _celectvalve- »  MOT) __celect Value- =

greater than “Period From” value.

Business Unit = Defaults from the Home page. Select the BU that will provide the desired report results.

Fiscal Year = Current year i.e.: 2022 — Click on the down arrow to choose a value from a dropdown field.

Period From = 1 — 12. Click on the down arrow to choose a value from a dropdown field.

Period To = 1 - 12. Click on the down arrow to choose a value from a dropdown field. Must be equal to or

Account Type = 60 — Expenditures. Click on the down arrow to choose a value from a dropdown field.

e Fund = User specific — Click on the down arrow to choose value(s) from a multi-select field.
e Dept = User specific — Click on the down arrow to choose value(s) from a multi-select field.

Select Report View = Actuals Transactions Download to Excel.
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select Report View: [Actuals Transactions Limited Columns v]

Actuals Transactions Limited Columns
Actuals Transactions Limited with Subtotals

uals Transactions Download to Excel

Doc 1D Doc Smi Filters Ln &

E Transaction Inquiry Home  Dashboards +  Open

2 Actuas Tansactions
Actuse Tansctons by period
i o 3/ s0/ 3053 30 1055 A
S aport Vi Acuas TrarsctonsOownosd Bl

e e g o pecse ou ATt Fnd Dt mog ches ot st suc euchase L spper | R Letgr oocmere o 59
ot S e GRS vncm ZESE oocno Aot Rkl Raewr i foekr R e G Am oer | SWPUrID O mokenm rmimomioer  csuoesa  csuRers  Rer (O QRN S eosesome i fune
Vi prrecri A s
o Sl 02" G e stee

S me e

2022 001987851 MIE LB Mat sue Up o 6.31.22 000 - ooo1s878s1 o7/13/2022
Manual
Journal
Enry
2022 1 07/13/202 O0D9RTESL MIE LBMatksUeUpTo63122 2655 660003- GROOL- 00014~ == == o= - 000 > - ooo1987851. ACTUALS 07/13/2022 TRF 07/13/2022 07/13/2022 0948
Manual Supplles U Library - Actuals calt
Journal Operating  Faciities Lecger state
nury Fund  mgm unive|
Trust
Fund

5.3 Transaction Inquiry - Budget Transactions

There are two reports in the index.
o Budget Transactions
o Budget Reporting by Attributes

1. From the Transaction Inquiry Dashboard, click on the Budget Reports link.
2. Select the desired report.

[ Transaction Inquiry

Home Open PO Reports Open Requisition Reports  Actuals Reports  Budget Reports  Encumbrance Reports  Requisition Reports  ProCard Transactions

Report Index

Budget Transactions

Budget Transactions is a transactional display based on selected filters with several views.

Budget Reporting by Attributes

Budget Reporting by Attributes is the transactional display with six column selectors.

3. Select the Report Filters - search criteria that are used to generate the report results.

[ Transaction Inquiry Home  Dashboards v Opel

Report Filters

Business Unit Fiscal Year Period From Period To Account Type Account Category ~ | Budget Ledger

LB49R - CSULE w| | 2022 v | Between y v 12 w| | 50-Revenues; v || --Select Value- v | Standard Budget -

Fund Dept Account Project TrogTe Class Scenario

~-Select Value-- v | | 00014 - Library Faciities Mgmt | |-selectvalue- v | |--Select value- v | | --Select Value- v| |--Select Value- v | |--Select value- v

NOT Fund NOT Dept ID NoTreTDTT OO O Program NOT Class NOT Acct Cat

NOT| __Select Value- v| NOT| _.Select Value- v| NOT| __Select Value- v| NOT| _.Select Value- v| NOT| _.Select Value- v| NOT| __Select Value- | NOT| __Select Value- v

Doc ID Doc Date Il Source Doc Line Descr

~-Select Value- v | | --Select Value- v | | --Select Value- v | | --Select Value- v | apply |

» Advanced Filters

sl Apply Filters || Reset Filters
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Business Unit = Defaults from the Home page. Select the BU that will provide the desired report results.

Fiscal Year = Current year i.e.: 2022 — Click on the down arrow to choose a value from a dropdown field.

Period From = 1 — 12. Click on the down arrow to choose a value from a dropdown field.

Period To = 1 - 12. Click on the down arrow to choose a value from a dropdown field. Must be equal to or
greater than “Period From” value.

Budget Ledger = Standard Budget. Defaults from home page.

Account Type = Defaults to 50 and 60.

Fund = User specific — Click on the down arrow to choose value(s) from a multi-select field.

Dept = User specific — Click on the down arrow to choose value(s) from a multi-select field.

4. Select Report View = Budget Transactions Download to Excel.

Select Report View: [ Budget Transactions Limited Columns v]

Budget Transactions Limited Columns
Budget Transactions Limited with Subtotals

ﬁ Budget Transactions Download to Excel

Fiscal Year Period Filters oc

Select Report view: Budget Transactions Download toxcel v

! i edger i 1 o
DociD, n Class Ln  Scenario oc Date osted Date und  Fun Subfund
s Fdescr Sre ate =

1 07/31/2022 ALB000GOO1

1 07/31/2022 ALBOOOOOOL MIE- -

Ledger

o 0- N - - 7 TRANSFER

5.4 Transaction Inquiry — Open PO Reports
There are three reports in the index:

o Open PO Report

o Open PO Views

o Open PO Transactions

1. From the Transaction Inquiry Dashboard, click on the Open PO Reports link.

2. Select the desired report.
[ Transaction Inquiry Home Dashboardsw Openw ®
Home Open PO Reports  Open Requisition Reports ~ Actuals Reports  Budget Reports  Encumbrance Reports ~ Requisition Reports  ProCard Transactions * 0

Report Index
Open PO Report
Open PO listing with six column selectors

Open PO Views

Open PO listing by various chartfield and supplier (vendor) views

Open PO Transaction Details

Open PO transaction details based on the selected report filters

3. Select the Report Filters - search criteria that are used to generate the report results.
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E Transaction Inquiry Home Dashboardsy Openv (Q)

& 0

4 Report Filters

Business Unit Fiscal Yea Period (as of) Account Category

LB49R - CSULB 49er Foundation v | 2022 Mk v | | --select value-- -
Fund Dept Account Project Program Class

—-Select Value-- || | 00700 - Deferred Maintenance ||| —-select Value- | | --Select Value- v | | --Select Value- v| |--Select Value- v
NOT Fund NOT Dept ID NOT Account NOT Project NOT Program NOT Class NOT Acct Cat

NOT| _select Value- v| NOT| __Select Value- v| NOT _Select Value- v| NOT _.Select Value- v| NOT| _.Select Value- v| NOT| __Select Value- v| NOT| __Select Value- v

Document Source  Doc ID Document Date  Doc Line Descr Supplier Supplier Descr

~-Select Value- v | | --Select Value- v| |--Select Value- v | | --Select Value- v | |--Select Value- v | | --Select Value- v | Apply |

» Advanced Filters

e—p. Apply Filters H Reset Filters

Business Unit = Defaults from home page. Select the BU that will provide the desired report results.
Fiscal Year = Current year i.e.: 2022 — Click on the down arrow to choose a value from a dropdown field.
Period = 1 — 12. Click on the down arrow to choose a value from a dropdown field.

Fund = User specific — Click on the down arrow to choose value(s) from a multi-select field.

Dept = User specific — Click on the down arrow to choose value(s) from a multi-select field.

5.41 Report: Open PO Report
This report displays open Purchase Orders based on the specified report filters.
o Column selectors highlighted in yellow may be changed to modify the report details.

o The Doc ID (PO number) can be drilled to obtain all the transaction detail that supports the current open
amount.

4 Open PO Report
Business Unit = LBCMP - CA State University Long Beach, Fiscal Year = 2022, Period = 7
Open PO Report
Time run: 1/19/2023 10:34:30 AM
Column 1: Column 2: Column 3: Column 4: Column 5: Column 6:
Fund Fdescr v Dept Fdescr v Acct Fdescr v Docln# - Doc Ln Descr v Hide v
Fund Fdescr Dept Fdescr Acct Fdescr Doc ID Docln# DocLn Descr A w Open PO Amt
D2486 - CSU DM 2021-22 NRMR 00700 - Deferred Maintenance 660981 - Improvements / Mods (non-cap) 0000060915 2.00 FO2 - Asbestos Window Grout Ab 14,708.82
3.00 FO2 - Asbestos Window Grout Ab 1,607.77
0000061403 1.00 Project: Liberal Arts 1 - 1st 5,985,620.23
2.00 Liberal Arts 1 - 1st Floor Ren 1,564.23
3.00 Liberal Arts 1 - 1st Floor Ren 57,095.00
4,00 Liberal Arts 1 - 1st Floor Ren 29,759.67
0000062439 1.00 Project: MSX - Campus Wide Roa 928,105.61
660982 - Design Srvs-D Phase (non-cap) 0000060604 7.00 LAl - 1st Floor Renovation - E 10,300.00
660983 - Construction Servics (non-cap) 0000062297 1.00 Project: Corp Yard - BBS Admin 890.00
D2486 - CSU DM 2021-22 NRMR Total 7,029,651.33
D3486 - CSU DM 2022-23 NRMR 00700 - Deferred Maintenance 607022 - Capital Design 0000060604 800 LA1 - 1st Floor Renovation - 5,000.00
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5.4.2 Report: Open PO Views

This report displays PO transactions by various Chatfield and supplier views.

1. Select the preferred report view.

4 Opaen PO Report Views

= LBCMP - CA State University Long Beach, Fiscal Year = 2022, Period = 7
]
/2023 10:56:02 AM

Business Unit
Open PO Vi
Time run: 1

——’ Select Repodt View: | Open PO By Fund .

Fund GFOOL - C5U Operating Fund » Open PO By Account
Open PO By Program

PO s PO Line # Documant Line | Open PO By Project Sdescr Open PO Amt
. Open PO By Class
0000045420 3 Dell Optiplex 908 Open PO By Department  RET-001 [554.0%
0000045420 Tatal ?Wn PO By Supplier e
Filners
DOOH 453 1 Hardware, SIP Gateway for Text TRITECHSO0F 001
2 Service for Client installatio TRITECHSOF-001

0000054453 Taral

0000055166 10 Estimated travel expenses (1o TRITECHSOF-001 13.522.43

15 indorm RMS test of training sy TRITECHSOF -001 14

5.4.3 Report: Open PO Transaction Details

This report lists open PO transaction details based on the report filters selected.

Transaction In Home Dashboarcsw Openv ()
Open PO Detail
Time run: 1/19/2023 2:43:05 PM
Business Unit = LBCMP - CA State University Long Beach, Fiscal vear = 2022, Period = 7
. . - - PO PO

et Toolav eenoq SNTUE oo DS DL o fm TG @ Tme met o telod el por  showern S e ox
LBCMP - 2018 4 06/25/2021 0000054453 Hardware, 154.51 616002 - GFOOL - 00745 - - .- .- Period ©09/27/208l8 0000054453 CO4PO034076¢ 0000034076 - 1 1 1 -
CA state SIP YT csu uUniversity a- - TRITECH
University Gateway Hardware  Operating Police 2018- SOFTWARE
Long for Text Fund 10-01 SYSTEMS
Beach
LBCMP - 2018 4 06/25/2021 0COO054453 ENCH 4,500.00 613001 - GFOO1 - 00745 - --- -- --- Period ©09/27/2088 0000054453 C4DO03407¢ 0000034076 - 2 1 1 -
CA State vity for nt Contractual CSU University 4- - TRITECH
University aPo installatio Services Operating Police 2018- SOFTWARE
Long Fund 10-01 SYSTEMS
Beach
LECMPF - 2018 4 06/25/2021 0000054453 Travel 2,800.00 613001- GFOD1 - 00745 - - Period 09/27/2088 0000054453 O@b0034076 0000034076 - 3 1 1 -
CA State Contractual CSU Iniversity 4- - TRITECH
university services Operating Police 2018- SOFTWARE
Long 10-01 SYSTEMS
Beach
LBCMP - 2018 7 01/22/2019 0000054453 613001 - GFOO1 - 00745 - .- .- .- Period  09/27/208l8 0000054453 C4DO03407¢ 0000034076 - 3 1 1 003
A state Contractual CsU uUniversity 7- - TRITECH
University Services Operating Police 2010- SOFTWARE
Beach

5.5 Transaction Inquiry — Open Requisition Reports

There are two reports in the index:
o Open Requisition Report
o Open Requisition Views

1. From the Transaction Inquiry Dashboard, click the Open Requisition Reports.

2. Select the desired report link from the Report Index.
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EE Transaction Inquiry Home Dashboardsv Openv ()

Home Open POReports  Open Requisition Reports  Actuals Reports  Budget Reports  Encumbrance Reports  Requisition Reports ~ ProCard Transactions [oN"]

Select primary business unit for campus level reporting ~ Select primary budget ledger ~ Select original budget scenario only

LBCMP - CASt v Standard Budg v --Select Value- v Apply | Reset v
** All Filters/Prompts are Fdescr (Field + Description) **

Report Index
Open PO Reports
Displays open PO reports and transactions with varying views based on filter selection

Open Requisition Reports
Displays open requisitions reports and transactions with various chartfield views
TS RepoTs

3. Select the Report Filters - search criteria that are used to generate the report results.

B3 Transaction Inguiry Home Dashboardsy Openy ()

Report Filters

Apply

b Advanced Filters

—]- | Apply Filters || Reset Filters

Business Unit = Defaults from home page. Select the BU that will produce the desired report results.
Fiscal Year = Current year i.e.: 2022 — Click on the down arrow to choose a value from a dropdown field.
Period = 1 — 12. Click on the down arrow to choose a value from a dropdown field.

Fund = User specific — Click on the down arrow to choose value(s) from a multi-select field.

Dept = User specific — Click on the down arrow to choose value(s) from a multi-select field.

5.5.1 Report: Open Requisition Report

This report displays open requisitions based on the specified report filters.
o Column selectors highlighted in yellow may be changed to modify the report details.

o The Requisition ID number can be drilled to obtain all the transaction detail that supports the current open
amount.

4 Open Requisition Report

Business_Unit = LBCMP - CA State University Long Beach, Fiscal Year (as of) = 2022, Period (as of) = 12

Open Requisition Report

Time run: 1/19/2023 2:52:54 PM

Column 1: Column 2: Column 3: Column 4: Column 5: Column 6:

Fund Fdescr - Dept Fdescr - Acct Fdescr - Docln# - Doc Ln Descr - Hide -
Fund Fdescr Dept Fdescr Acct Fdescr | feq f ocLn # DocLn Descr Pre-encumbrance
GF001 - CSU Operating Fund 00174 - Athletics Development 616003 - I/T Softwar§ 0000051163 1 Retainer for Beach Athletic Fu 2,000.00
2 Hosting Fee for Beach Athletic 1,275.00
00174 - Athletics Development Total 3,275.00
GF001 - CSU Operating Fund Total 3,275.00
Grand Total 3,275.00

Refresh - Export

5.5.2 Report: Open Requisition Views

The Req # can be drilled to obtain all the transaction detail that supports the current open amount.
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Open Req Detail

Business Fiscal Accounting DoclLn Period Document Supplier Po PO Red

e our Period o Doc ID Doc Src Descr Amount Account Fund Department Program  Class Project /=r° o' PO# Supplierid /0P i Ell‘s; oon Rea#
LBCMP - 2022 7 01/12/2023 0000051163 Pre Hosting 1,275.00 616005 GFOO1- 00174 - 31000-  --- --- Period 01/12/2023 - 0000049156 SUMMITDESI- 0o 0 1f 0000051163
CA State Encumbrance Fee for -y csu Athletics Fundraising, 7=

University froma Beach Software Operating Development Mkt & 2023-

Long Requisition  Athletic Fund Promo. 01-01

Beach

LBCMP - 2022 7 01/12/2025 0000051163 Pre Retainer 2,000.00 616005 GFOO1- 00174 - 31000 - -~ --- Period 01/12/2023 - 0000049156 SUMMITDESI o 0o 1 0000051163
CA State Encumbrance for -yt csu Athletics Fundraising, 7-

University froma Beach Software Operating Development Mkt & 2023-

Long Requisition  Athletic Fund Promo. 01-01

Beach Fu

Grand 3,275.00

Total

Approximate Row Count: 2

5.6 Transaction Inquiry — Encumbrance Reports

There are two reports in the index:
o Encumbrance Transactions

o Encumbrance Reporting by Attributes

1. From the Transaction Inquiry Dashboard, select Encumbrance Reports.
2. Select the desired report link from the Report Index.

E Transaction Inquiry Home Dashboardsv Openv (Q)

Home Open PO Reports Open Requisition Reports ~ Actuals Reports  Budget Reporty Encumbrance Reports  Requisition Reports ~ ProCard Transactions [oN"]

Report Index

Encumbrance Transactions

Encumbrance Transactions is a transactional display based on selected filters with several views.
Encumbrance Reporting by Attributes

Encumbrance Reporting by Attributes is a transactional display with six column selectors.

3. Select the Report Filters - search criteria that are used to generate the report results.

E Transaction Inquiry Home Dashboardsy Openv (©)

Report Filters
Business Unit Fiscal Year Period From Period To Account Category
LBCMP- CASt v | 2022 v| Between|o v 12 v | | --select value- v
Fund Dept [Account Project Program Class
GFOO1-CSUC v | 00748 - Procui w | | —Select Value- v | | --Select Value- v | | --Select Value- w | | --Select Value- v
NOT Fund NOT Dept ID NOT Account NOT Project NOT Program NOT Class NOT Acct Cat

NOT/ __Select Value- v | NOT| _Select Value- v| NOT _Select Value- v| NOT| _Select Value- v| NOT| _Select Value- v| NOT| _Select Value- v NOT| _Select Value- v

Document Source  Doc ID Document Date Doc Line Descr

--Select Value- v | --SelectValue- v NOT  _Select Value- v | --Select Value- v Apply

) Advanced Filters

el Apply Filters || Reset Filters

¢ Business Unit = Defaults from home page. Select the BU that will produce the desired report results.
e Fiscal Year = Current year i.e.: 2022 — Click on the down arrow to choose a value from a dropdown field.
e Period From = 0 — 12. Click on the down arrow to choose a value from a dropdown field.
e Period To = 0 — 12. Click on the down arrow to choose a value from a dropdown field.
¢ Fund = User specific — Click on the down arrow to choose value(s) from a multi-select field.
e Dept = User specific — Click on the down arrow to choose value(s) from a multi-select field.
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5.6.1 Report: Encumbrance Transactions

This report lists all encumbrance transactions based on the specified report filters.

Encumbrance Transactions
Time run: 1/19/2023 4:10:06 PM
Business Unit = LECMP - CA State University Long Beach, Fiscal Year = 2022, Period is between 0,12
Select Report View: Encumbrance Transactions v
Page Number 1y
Business Unit PO# POLine # Document Date Fiscal Year Period Doc Src Deser Voucher Ln Doc ID Voucher ID Invoice ID  Doc Ln Descr Encumbrances
LBCMP - CA State University Long Beach - 0 08/08/1988 2022 0 GLBEGINNING BALANCE o- - - - 10,187.49
0000061176 1 04/15/2022 2022 7 AP Voucher Accounting 1 0000061176 00648497 000003018 SANDS Professional Services is (187.50)
0000061339 1 05/20/2022 2022 1 Encumbrance Activity from a PO 0 0000061339 - - Service for Blair Fields -pai (9.999.99)
0000061491 1 06/09/2022 2022 1 Encumbrance Activity from a PO 0 0000061491 - Annual renewal license purchas 0.00
0000061914 1 08/03/2022 2022 2 Encumbrance Activity from a PO 0 0000061914 - - GoodFit Chair, High Back (23'H 1,347.48
1 08/03/2022 2022 6 AP Voucher Accounting 1 0000061914 00647306 22265 GoodFit Chair, High Back (23'H (1,347.48)
2 08/03/2022 2022 2 Encumbrance Activity from a PO 0 0000061914 - 2 Handling and Assembly | ON QUO 358.31
2 08/03/2022 2022 6 AP Voucher Accounting 2 0000061914 00647306 22265 Handling and Assembly | ON QUO (358.31)
3 08/03/2022 2022 2 Encumbrance Activity from a PO 0 0000061914 - - Tosa chair with enhanced synch 42027
3 08/03/2022 2022 6 AP Voucher Accounting 1 0000061914 00647308 22305 Tosa chair with enhanced synch (42027
0000062547 1 12/07/2022 2022 6 Encumbrance Activity from a PO 0 0000062547 - - Project: Kinesiology Pool - Ac 3,000.00
Grand Total 3,000.00

5.6.2 Report: Encumbrance Reporting by Attributes

This report displays encumbrance transactions based on the specified report filters.

Note: Column selectors highlighted in yellow may be changed to modify the report details. You can select up to 6
columns. Columns that default to “Hide” may be added as a column if needed.

4 Encumbrance Transactions by Attributes
Business Unit = LB49R - CSULB 49er Foundation,LBCMP - CA State University Long Beach,LBFDN - CSULB Research Foundation, Fiscal Year = 2022, Period is between 0,12
Encumbrance Transactions by Attributes
Time run: 1/20/2023 2:57:52 PM
Show Column 1: Column 2: Column 3: Column a: Column's: Column :
Fund Fdescr +  DeptFdescr v AcctFdescr v Docln v Supplier v Hide v
Select Report View: Encumbrance Custom Summary v
Fund Fdescra v Dept Fdescr Acct Fdescr E:( Supplier DocID S‘;“""""g PO Date Doc Src Fdescr 2"( L0l pocLn Descr Invoice D Encumbrance
GFOO1 - CSU Operating 00324 - Shark Beach 616002 - /T Hardware 1 0000001153 0000062271 10/12/2022  10/12/2022 ENC-Encumbrance Activity 1 Lenovo Thinkstation P620 - 7,361.50
Fund Safety froma PO
11/22/2022  10/12/2022 VCH - AP Voucher Accounting 1 Lenovo Thinkstation P620  DV76560  (7,361.50)
616003 - /T Software 1 0000050830 0000062162 12/30/2022  09/19/2022 ENC-Encumbrance Activity 1 Software Renewal for - 5,862.50
froma PO Fathom Li
619002 - Instructional 1 0000028535 0000061915 08/03/2022  08/05/2022 ENC-Encumbrance Activity 1 EXO10EM Sonde - 4,962.38
Equipment froma PO
09/19/2022  08/03/2022 VCH - AP Voucher Accounting 1 EXO1OEM Sonde 961465
0000050830 0000062134 11/29/2022  09/14/2022 VCH - AP Voucher Accounting 1 Coded Acoustic Receiver- 038259
VR2Tx
11/50/2022  09/14/2022 ENC- Encumbrance Activity 1 Coded Acoustic Receiver- - 25,908.75
froma PO VR2Tx
0000058175 0000061177 12/01/2022  04/15/2022 VCH - AP Voucher Accounting 1 Yamaha 2021 Engine, Model 50858 (19.111.84)
LF15
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5.7 Transaction Inquiry — Requisition Reports

There are two reports in the index:
o Requisition Transactions Reports

o Requisition Reporting by Attributes

1. From the Transaction Inquiry Dashboard, select Requisition Reports.
2. Select the desired report.

EJ Transaction Inquiry

Home Open PO Reports  Open Requisition Reports  Actuals Reports  Budget Reports  Encumbrance Reports| Requisition Reports | ProCard Transactions

Report Index

Requisition Transactions Report

Requisitions Transactions is a transactional display based on selected filters with several views.
Requisition Reporting by Attributes

Requisition Reporting by Attributes is a transactional display with six column selectors.

3. Select the Report Filters - search criteria that are used to generate the report results.

[ Transaction Inquiry Home  Dashbourds» Openw (8

4 Report Filters

Select Walue- v ~Select Value- Select Value- + Apply

b Advanced Filtars

iy | APPIY Fittars: || Rasat Filters

Business Unit = Defaults from home page. Select the BU that will produce the desired report results.
Fiscal Year = Current year i.e.: 2022 — Click on the down arrow to choose a value from a dropdown field.
Period From = 0 — 12. Click on the down arrow to choose a value from a dropdown field.

Period To = 0 — 12. Click on the down arrow to choose a value from a dropdown field.

Fund = User specific — Click on the down arrow to choose value(s) from a multi-select field.

Dept = User specific — Click on the down arrow to choose value(s) from a multi-select field.
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5.7.1 Report: Requisition Transactions Report

This report lists all requisition transactions based on the specified report filters.

4 Requisition Transactions Repert
Requisition Transactions
Time run: 1/24/2023 9:28:17 AM
Business Uit = LBCMP - CA State Univarsity Long Beach, Fiscal Vear = 2022, Period is between 0,12
Transect
Page Number 1+
Business Unit Req# Reqln# ReqDate  FiscolYear Period Supplierld  Supplisr Name  Doc Src Fdeser Po# FOLine# DeciD Do Ln Descr Period Descr Amount
LHCMP - CA State University Lang Beach 0000049855 1 06/01/2022 2022 1 0000026914 SHINTLCOR-001 ENC - Encumbrance Actlvity fom aPO 00DI0A1429 1 0000049855 Twe Micrasort visio Profession  Perlod 1-2022.07-01 ¢
1 06/01/2022 2022 1 0000026914 SHINTLCOR-00L REQ - Pre Encumbrance from a Requisition - O DODOO49855 Two Microsoft Visio Profession  Period 1 - 2022-07-01 17864
1 09/13/2022 2022 3 0000043432 INSTITUTET.OBL REQ Pre Encumbrance from a Reguisition 0 00000SO61L Pricing for four 2 day Action  Period 3 - 2022.09.01
1 09/13/2022 2022 5 0000043432 INSTITUTET-0D1 ENC - Encumbrance Activity from aPO 0000062131 1 DODODS06LL Design Fee for Fall 2022 Period 5 - 2022-11-01 [155.000.00)
1 09/13/2022 2022 6 0000043457 INSTITUTET.ODT ENC - Encumbrance Activity rom 3F0 0000062151 1 Design Fea for Fall 2022 Period 6 - 2022.12.00
2 09/13/2022 2022 3 0000043432 INSTITUTET-ODL REQ - Pre Encumbrance from a Requisition - 0 DOOBOSOALL Fricing for four 2-day Action  Period 3 -2022-09-01 11600000
2 o9132022 2022 5 Q000043457 INSTITUTET-ON ENC - Encumbrance Activty from a PO CODIOR2151 2 0000050811 ks 2 day Training sessions @ Perlod 5 - 2022-11-01
2 09/13/2022 2022 6 0000043432 INSTITUTET-0DL ENC - Encumbrance Activity from aPO  00DO0621S1 2 0ODOOSOS11  Six 2 day Training sessions @ Period 6 - 2022-12-01 oo
2 09/13/2022 2022 7 0000043432 INSTITUTET-O0L ENC - Encumbrance Activity from aPO 0000062131 2 0000OSOGLL Sk 2day Trainingsessions @ Period 7 - 2023-01.01 000
0000051077 1 12/12/2022 2022 6 0000043432 INSTITUTET-00L REQ - Pre Encumbrance from a Requisition - 0 0OD00S1077 January 10-11, 202%: The Futur Period 6 - 2022-12-01
1 12/12/2022 2022 7 0000043452 INSTITUTET.O01 ENC - Encumbrance Activity rom 3P0 0000062576 1 DODD0SI0T?  Werkshop for The Future of Res Perisd 7 - 2023.01.01
2 12/12/2022 2022 6 0000043432 INSTITUTET-O01 REQ - Fre Encumbrance from s Requisition - 0 0000OSIOTT January 12-13, 2025 The Futur Perlod 6 - 2022-12-01
2 1271202022 2022 7 0000043432 INSTITUTET-001 ENC - Encumbrance Activity fromaPO CODUOA25T6 2 0O0OS1OT? Warkshop for The Furure of the  Period 7 - 20230101
12/12/2022 202z 6 0000043432 INSTITUTET-00L REQ- Pre Encumbrance from o Requbsition - 0 ODOOSIO7T January 17-18, 2023 The Futur Period 6 - 2022-12-01
3 12/12/2022 2022 7 0000043432 INSTITUTET-00L ENC - Encumbrance Activity fromaPO CODO06257¢ 3 0000051077 Workshop for The Future of Car Period 7 - 2023-01-0L
Granet Total g

5.7.2 Report: Requisition Reporting by Attributes

This report displays requisition transactions based on the specified report filters. Column selectors highlighted in
yellow may be changed to modify the report details.

4 Requisition Transactions by Attributes
usiness Unit = LBCMP - CA State University Long Beach, Fiscal Year = 2022, Perind is between 0,12
Requisition Reporting by Attributes
Time run: 1/24/2023 9:46:59 AM
Column 1: Fund Fdescr v Column2: Dept Fescr v Column3: Acct Fdescr v Column 4 Do Lr v Column 5 Supplier v Columné: Hide v E
Select Report View: Requsition Custom Summary v
Fund Fdeser Dept Fdescr Acct Fdeser DocID Docln Supplier  Preencumbrance
GFOO1 - CSU Operating Fund 00781 - Facilities Services 613001 - Contractual Services 0000050206 1 0000000088 0.00
0000030213 1 0000052417 Q.00
0000050355 1 0000041664 Q.00
0000050394 1 0000029786 o
0000050394 2 0000029786 0.00
0000050568 1 0000011174 0.00
616002 - /T Hardware 0000050412 1 on0oo00278 000
0000050412 2 0000000278 Q.00
0000050412 3 0000000278 Q.00
0000050412 4 DUOO0ORZTE 60.00
0000050412 5 0000000278
616003 - /T Software 0000050268 1 0000046299
0000050268 2 0000046299
0000050268 3 0000046299
0000050268 4 0000046299 Q.00
0000050268 5 000046299 Q.00
0000050929 1 0000046299 0.00
19001 - Other Equipment 0000049414 11 0000055539 0.00
619804 - Fur 0000050338 1 0000011795
0000050338 2 0000011795
0000050338 3 0000011795
0000050338 4 0000011795 000
0000050338 5 0000011795 0.00
0000050538 6 0000011795 0.00
0000050338 7 0000011795 0.00
v I rous1-25
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5.8 Transaction Inquiry — ProCard Transactions

This report displays ProCard transaction details based on selected report filters, such as the PC Supplier Name,

Transaction Date, PC Reference, and PC Description.

1. From the Transaction Inquiry Dashboard, click on the ProCard Transactions Tab.

(] Transaction Inquiry Home

Home Open PO Reports  Open Requisition Reports  Actuals Reports  Budget Reports  Encumbrance Reports  Requisition Reports

elect primary business unit for campus level reporting  Select primary budget ledger ~ Select original budget scenario only

LBCMP - CASt w Standard Budg --Select Value- » Apply || Reset v

** Al Filters/Prompts are Fdescr (Field + Description) **

Report Index

Open PO Reports

Displays open PO reports and transactions with varying views based on filter selection
Open Requisition Reports

Displays open requisitions reports and transactions with various chartfield views
Actuals Reports

Displays actuals transactions activity

Budget Reports

Displays budget transaction activity

Encumbrance Reports

Displays encumbrance ledger activity

Requisition Reports

Displays requisition activity in the ledger

Pro Card Transaction Report

Displays Pro Card Transaction Detail Report

Dashboards » Open » @

&G e

2. Select the Report Filters - search criteria that are used to generate the report results.

E Transaction Inquiry Hame

Homs  Open PO Reports  Dpen Requisition Reports  Actuals Reports  Sudget Reports  Encumbrance Reports  Requisition Reports  ProCard Transactlons.

4 Report Filtars

ceourt Typs

v |46 Expenditu »

tValue- v | --Select Vaiue. w | --Select Value. w Apply |

» Advanced Filters

el | ApPIy Filters | Raset Filters

Dashboards y  Ope

@+ e

e Business Unit = Defaults from home page. Select the General Ledger Business Unit for which the

financial transaction is recorded.

e Fiscal Year = Current year i.e.: 2022 — Click on the down arrow to choose a value from a dropdown field.
e Period From =1 — 12. Click on the down arrow to choose a value from a dropdown field.

greater than “Period From” value.

Period To = 1 - 12. Click on the down arrow to choose a value from a dropdown field. Must be equal to or

Account Type = 60 — Expenditures. Click on the down arrow to choose a value from a dropdown field.

Fund = User specific — Click on the down arrow to choose value(s) from a multi-select field.
Dept = User specific — Click on the down arrow to choose value(s) from a multi-select field.
PC Business Unit = Select the Business Unit that the ProCard account is set up under.

3. ProCard Transaction Details Report - This report lists all ProCard transaction details based on the specified

report filters.
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4 ProCard Transaction Datalls

ShowCalumn 1 Dept Fascr - Coumn

DeptFdescr  FundFdeser Acet Cat Feaser

007847

GFOD1 - €50
Sround 5

miversity Long Beach,LBFDN - CSULB Research Faundation, Fs.:

Involea D Inoice Date

Year = 2022, Period is betueen 112

2 Fund Feescr ~ Caumn3: Acct Cot Foescr v Colmn Hide ~ Comne: Hige o]

Sebect Report Veews Pro Card Transaction Details

PC Trans
Date

3
av
Stata

PC Dt
Amt

PC Supplier Nams PC Reterance # period

022 07/26/2022  WWWNECTORWORKSNET D 168683

saw blade 5ot for GDSFM shop stock

ProCard Fields

There are nine specific ProCard fields available as either a filter, column selector, and/or report column.

Field

Definition

Invoice ID

The Credit Card Companies Invoice ID in the CFS system.

Invoice Date

The Credit Card Companies Invoice Date in the CFS system.

PC Supplier

The Supplier Name associated with the ProCard transaction.

PC Reference #

How this field is used in the ProCard module is Dept Specific. An example
might be departments use this for internal tracking, a cross reference to their
records or a Requisition/Purchase Order Number.

PC State

The state from which the ProCard purchase was made.

PC Business Unit

The business unit that the ProCard account is set up under.

PC Origin Represents the Credit Card Program the cardholder is enrolled in. For
example, USB for US Bank Procurement Card or USO for the US Bank One
Card.

PC Owner The ProCard account owner (Name).

PC Account The ProCard Account number assigned to the account owner.
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6.0 Appendix A Document Sources

When drilling down into the details of a balance, knowing the Document Source (Doc Src) is beneficial. Below is a
road map for identifying the journal entry fields and values. All transactions begin in a subsystem (i.e., Accounts
Payable) and end up in the General Ledger as a balance.

Actuals

Doc Src Fdescr: MJE - Manual Journal Entry

DATA WAREHOUSE FIELD

VALUE

Doc ID

Journal ID

Document Date

Journal Date

Doc Ln #

GL Journal Line Number

Doc Ln Descr

Journal Line Description

Jrnl Src

Journal Source — indicates the origination of the Manual JE.

Doc Src Fdescr: CSU - CSU Accounting Lines (Campus Service Providers: Telecom, Copier Program,
Postage/Mail Services, Print Shop, Copier Paper, Facilities, Defensive Driving, Live Scan, Staples)

DATA WAREHOUSE FIELD

VALUE

Doc ID

CSU Batch Number

Document Date

Accounting Date

Doc Ln#

Line Number

Doc Ln Descr

CSU Line Description

Doc Src Fdescr: HCM Payroll Accounting Lines (Payroll Entries)

DATA WAREHOUSE FIELD

VALUE

Doc ID

Run Date

Document Date

Accounting Date

Doc Ln #

Line Number

Doc Ln Descr

HR Line Description

Doc Src Fdescr: VCH Voucher Accounting Lines (When Vendor Invoices are processed)

DATA WAREHOUSE FIELD VALUE
Doc ID Voucher ID
Document Date Invoice Date

Doc Ln#

Voucher Line Number

Doc Dst Ln #

Distribution Line
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DATA WAREHOUSE FIELD

VALUE

Doc Ln Descr

Description

Doc Src Fdescr: SFJ — Student Financial Journals (Transactions originated in the Student System)

DATA WAREHOUSE FIELD

VALUE

Doc ID

Journal ID

Document Date

Accounting Date

Doc Ln#

Line Number

Doc Ln Descr

Journal Line Description

Doc Src Fdescr: BIL - Billing Accounting Lines (When customers are invoiced)

DATA WAREHOUSE FIELD

VALUE

Doc ID

Invoice Number

Document Date

Invoice Date

Doc Ln #

Invoice Line Number

Doc Dst Ln #

Distribution Line Number

Doc Ln Descr

Description

Encumbrance

Doc Source Descr: Encumbrance Activity from a PO (the initial activity from a PO)

DATA WAREHOUSE FIELD

VALUE

Doc ID

Purchase Order Number

Document Date

Purchase Order Date

PO Ln# Purchase Order Line Number
PO Sch Purchase Order Schedule Number
PO Ln Dst # Purchase Order Distribution Line

Doc Ln Descr

More Information

Doc Source Descr: AP Voucher Accounting (When a Vendor Invoice is matched to a PO)

DATA WAREHOUSE FIELD

VALUE

Doc ID

Purchase Order

Document Date

Purchase Order Date

PO Ln#

Purchase Order Line Number

PO Sch

Purchase Order Schedule Number
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DATA WAREHOUSE FIELD

VALUE

PO Ln Dst #

Purchase Order Distribution Line Number

Doc Ln Descr

More Information

Voucher ID

Voucher Number

Voucher Ln

Voucher Line

Voucher Dist Ln

Voucher Distribution Line

Pre-Encumbrance

Doc Src Fdescr: REQ — Pre-Encumbrance Activity from a Requisition (The initial Req Entry)

DATA WAREHOUSE FIELD

VALUE

Doc ID

Requisition Number

Document Date

Requisition Order Date

Req Ln # Requisition Line Number
Req Sch Requisition Schedule Number
Req Dst # Requisition Distribution Line

Doc Ln Descr

More Information

Doc Src Fdescr: ENC - Encumbrance Activity from a Purchase Orders (Entry occurs when a Req is sourced

to a PO)

DATA WAREHOUSE FIELD

VALUE

Doc ID

Purchase Order Number

Document Date

Purchase Order Date

PO Line #

Purchase Order Line Number

PO DstLn#

Purchase Order Distribution Line Number

Doc Ln Descr

More Information

Budgets

Doc Src Fdescr: MJE Manual Budget Journals (When Budget Journal Entries are made)

DATA WAREHOUSE FIELD

VALUE

Doc ID

Journal ID

Doc Ln #

Journal Line Number

Doc Ln Descr

Journal Line Description
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7.0 Appendix B - DWH Reporting Index

Financial Reporting Reports

Page Name

Page / Report Description

Manage My Budget as of Period

This page is designed to produce reports of budget, actuals, encumbrances,
pre-encumbrances, and balance available data based on a limited number of
filters, including fund, department, account, project, program, and class
Chartfields and the departmental hierarchy. Manage My Budget page defaults
to account type 50 (revenue) and account type 60 (expense).

Financial Summary As of Period

As of the period indicated in the filter, this page is designed to produce
reports of budget, actuals, encumbrances, pre-encumbrances, and balance
available data based on a wide number of filters which include the
Chartfields, state and CSU attributes, trees, and PeopleSoft Chatfield
attributes. These reports can be limited to any account type or all-inclusive for
assets, liabilities, equity, revenue, and expense. For data limited to one or a
selected number of accounting periods, see Financial Summary Between
Periods.

Financial Summary Between
Periods

Based on the accounting periods indicated in the filter, this page is designed
to produce reports of budget, actuals, encumbrances, pre-encumbrances,
and balance available data based on a broad range of filters which include
the chart fields, state and CSU attributes, trees, and PeopleSoft Chatfield
attributes.

Financial Summary by Year

Based on the year and accounting period indicated in the filter, this page is
designed to produce reports of budget or actuals based on a wide number of
filters which include the Chartfields, state and CSU attributes, trees, and
PeopleSoft Chatfield attributes. These reports can be limited to any account
type or all-inclusive for assets, liabilities, equity, revenue, and expense.

Trial Balance

Runs at a fund level to give a full picture of the fund, including all balance
sheet and income statement accounts. This version shows only actuals.

e Actuals Trial Balance -- Basic trial balance report

e Trial Balance (6 Columns) -- Report with six columns and wider
selection of column selectors

Inception to Date

This page displays actuals and encumbrance summary totals based on a
wide number of filters from a project-to-date perspective by year. Each year's
summary amount can be drilled directly to the transactions for that year.

Cash

Used for analysis in determining if a negative cash balance exists in specified
SCO, CSU, or PeopleSoft fund(s)

Fund Balance

Based on the period indicated in the filter, this page reports the beginning
fund balance, year-to-date revenue, year-to-date expense, and projects
current fund balance based on a broad range of filters. This report can also
be used to monitor negative fund balance.

Performance Report As of Period

This report displays financial data by comparing results and calculating
percentages from the prior year to the year selected in the report filters.
Through report views both budget and actuals data can be analyzed with this
report. To ensure that the data is comparative the as of period from this year
is applied to the prior year data.
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Sponsored Programs Reports

Page Name

Page / Report Description

Manage My Grant

Provides a grant/contract Budget-to-Actual report (financial information and
grant attributes) to facilitate the financial management of externally funded
awards. The report filter contains defaults to account type 60-Expenditures
(ideal for budget management), reporting as of fiscal period 12 (ending June
30th of each FY) AND Active funds — so that the information returned for
additional filters provided (like Pl Name, Fund, etc.) is always up-to-date on
all current (active) funds.

Grant Admin /
Budget to Actual

Periods

Summary Between

Similar to the Budget-to-Actual report under the “Manage My Grant” tab, this
page allows the option to select a different starting period — excellent for
financial reports between periods or for a single fiscal year.

IMPORTANT NOTE: If the starting period is not equal to “0”, then the budget
and BBA may not appear correctly.

Grant Admin /
Trial Balance

This report provides a different view for a trail balance from the Financial
Reporting dashboard. It also includes the SP attributes so that you can run a
trial balance by Sponsor — which can be especially useful if you are drawing
funds for all NSF or DHHS projects.

Grant Admin /

Provides a summary of cash available by Fund, taking into consideration

SP Cash revenues, accounts receivable and expenditures based on account category.
Grant Admin / Provides data for the Schedule of Expenditures on Federal Awards (SEFA)
SEFA required by the federal government in accordance with 2 CFR 200 for the

annual Single Audit (required for entities with expenditures on federal awards
exceeding $750,000 per fiscal year). The report makes assumptions based
on response to the “Prime Recipient” question in the SP Mod and uses that
information to identify the federal funding agency (as a prime recipient or as a
subrecipient). Also assumes that account/FIRMS object code category is
equal to “620” for the expenditures accumulated under the “Subrecipient
Expenditures” column.

This report defaults From period to “1” To period to “12” as the SEFA is a
fiscal year expenditures report. You may change the starting period to “0” for
grant inception to date reporting, but do NOT use that for your SEFA.

Grant Admin /
SEFA TM1

Same as above, but also offers a download to Excel that is in the same
format as the data needed to input into TM1 for the annual single audit
(formerly A133) data collection process.

Grant Admin /

SP Available Balance

This report is intended to be a high-level summary report for Pls, deans, and
academic affairs to see the direct and indirect costs separately, including BBA
for both. This report assumes FIRMS object code / account 662001 is used to
record indirect costs in your grant fund/project.

Grant Admin /

Billing Report by Fund

This report is provided as a tool for grant administrators to facilitate the billing
process at the Fund level.

Grant Admin /

and Project

Billing Report by Fund

Same as above, but also includes Fund and Project to facilitate billing at the
Project level.

Award Attributes /
Award Report

Provides a report of all Awards in the SP Mod. May be limited by fiscal year
by selecting the FY for the “eff date” of the project (typically the date the
award is received or the start date, depending on campus policy).

Award Attributes /

Award Comments

Provides Award Comments, which may be incorporated into the Award
Report using lookup tables or similar.
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Page Name Page / Report Description
Award Attributes / This report provides all the attributes from the SP Mod based on the selection
Award-Project criteria provided — and may be used to incorporate attributes into other
Attributes reports where some of the SP attributes may not have been available (like the
financial reports).
Award Attributes / Provides a report of Project Closeout attributes to facilitate the award

Award-Project
Closeout Report

closeout process.

Award Attributes / Provides a summary of all compliance requirements by award.
Compliance

Award Attributes / Provides information related to compliance with Conflict of Interest
col requirements / regulations. If entered correctly in the SP Mod, this information

can be used to demonstrate compliance with CSU and Federal FCOI.

Award Attributes / A report of awards that have a cost share requirement — if Cost Share Flag is
Cost Share setto Y.

Award Attributes / If report types and due dates are entered into the SP Mod, this report can be

Reporting Attributes

run to help manage report due dates and ensure timely filing of technical and
financial reports.

Award Attributes /
Subrecipient Report

Provides information necessary to comply with FFATA which requires
federal award recipients to record subawards exceeding $25,000 on
USAspending.gov.
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Transaction Inquiry Reports

Page Name / Report Name

Page / Report Description

Open PO Reports /
Open PO Report

Open PO listing with six column selectors

Open PO Reports /
Open PO Views

Open PO listing by various views (format preserved from “legacy”
Finance Data Warehouse)

Open PO Reports /
Open PO Transaction Details

Displays Open PO transaction details based on the selected report
filters

Open Requisition Reports /
Open Requisition Report

Open Requisitions listing with six column selectors

Open Requisition Reports /
Open Requisition Views

Open PO listing by various views (format preserved from legacy
Finance Data Warehouse)

Actuals Reports /
Actuals Transactions

Actuals Reporting by Attributes

The Actuals Reports page contains two reports. Actuals Transactions
is a transactional display based on selected filters with several views.
Actuals Reporting by Attributes is the transactional display with six
column selectors.

Budget Reports /
Budget Transactions

Budget Reporting by Attributes

The Budget Reports page contains two reports. Budget Transactions
is a transactional display based on selected filters with several views.
Budget Reporting by Attributes is the transactional display with six
column selectors.

Encumbrance Reports /
Encumbrance Transactions

Encumbrance Reporting by
Attributes

The Encumbrance Reports page contains two reports. Encumbrance
Transactions is a transactional display based on selected filters with
several views. Encumbrance Reporting by Attributes is the
transactional display with six column selectors.

Requisition Reports /
Requisition Transactions
Report
Requisition Reporting by
Attributes

The Actuals Reports page contains two reports. Requisitions
Transactions Report is a transactional display based on selected
filters with several views. Requisition Reporting by Attributes is the
transactional display with six column selectors.

ProCard Transactions

This report displays ProCard transaction details based on selected
report filters with six column selectors.
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8.0 Appendix C — Data Warehouse Glossary
8.1  Fields: Dashboards — Home Page
FIELD DESCRIPTION EXPLANATION / EXAMPLE

Primary business unit for campus
level reporting

The business unit for the PeopleSoft GL
Application

LBCMP or LBFDN or LB49R

Primary budget ledger

The campus budget ledger.

Standard Budget

Original budget scenario

Name of original budget scenario

This filter is used to determine what gets
summarized (scenarios) in the original
budget column on various reports.

Leave Blank (includes all scenarios).

8.2 Fields: Report Filters, Columns, Drill Downs
FIELD DEFINITION
% Used Percent Used. Percent of the budget that has been used.

% Used Fiscal Year

Percent Used Fiscal Year. Percent of the budget that has been used for the fiscal

year. Budget — Actuals — Encumbrances.

Approp Rev Dt

Appropriation Reversion Date. Used for SW and State Reporting.

Approp Avl To

Appropriation Available To Date. Used for SW and State Reporting.

Account

Account value.

Acct Fdescr

The Account value and full description.

Acct Cat

Account Category value. Summarizes Account Chartfields into higher level

categories.

Acct Cat Fdescr

Account Category Value and Description. Summarizes Account Chartfields into

higher level categories with description.

Acct Type

Account Type Value. Summarizes Account Chartfields into a higher-level type.

Acct Type Fdescr

Account Type value and full description. Summarizes Account Chartfields into a

higher-level type with description.

Acct CF Att Type

Account Chartfield Attribute Type.

Acct CF Atta Val

Account Chartfield Attribute Value.

Acct CF Att Val Descr

Account Chartfield Attribute Value and Description.

Acct CF Att Val Fdescr

Account Chartfield Attribute Value and full description.

Acct CF Att Val FId Name

Account Chartfield Attribute Value Field Name.

Acct Tree Name

Account Tree Name.

Acct Level 1 Account Level 1 value and full description.
Acct Level 2 Account Level 2 value and full description.
Acct Level 3 Account Level 3 value and full description.
Acct Level 4 Account Level 4 value and full description.
Acct Level 5 Account Level 5 value and full description.

Acct Date or Accounting Date

The Accounting Date of the financial transaction. le: Req, PO, Voucher or Journal.

Actuals

Number of actuals recorded.
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FIELD

DEFINITION

Balance Available

Budget — Actuals — Encumbrances.

Balance Available w/Pre-Enc

Budget — Actuals — Encumbrances — PreEncumbrances.

Current Budget

Total Budget Amount.

Bus Unit

Business Unit.

Bus Unit Fdescr

Business Unit value and full description.

Class

Class value

Class Fdescr

The class value with class full description.

CSU Fund

CSU Fund value. Used for SW Reporting.

CSU Fund Fdescr

CSU Fund value with description. Used for SW Reporting.

CSU Fund Type

CSU Fund value. Used for SW Reporting.

CSU Ref 1 If the source came from the CSU Accounting lines, this is the value stored in the
description (used by campuses for various interfaces)

CSU Ref 2 If the source came from the CSU Accounting lines, this is the value stored in
CSU_REF2 (used by campuses for various interfaces)

Customer ID If the transaction is from Billing or Accounts Receivable, this is the Customer ID.

Customer Name

If the transaction is from Billing or Accounts Receivable, this is the Name of the
Customer.

Date Posted

The date the transaction was posted to the ledger.

Department or Dept

Department ID value.

Dept Fdescr

Department ID value and full description.

Dept Tree Name

The name of the Department Tree.

Dept Level 1 or

Department Level 1 code plus description. Top level department based on campus

Lvl 1 Fdescr department tree
Dept Level 2 Department Level 2 code plus description. Division Level.
Lvl 2 Fdescr

Dept Level 3 or
Lvl 3 Fdescr

Department Level 3 code plus description. Sub-Division Level or College.

Dept Level 4 or
Lvl 4 Fdescr

Department Level 4 code plus description. Sub-Sub-Division level or College.

Dept Level 5 or
Lvl 5 Fdescr

Department Level 5 code plus description. Sub-Sub-Division level or College.

Doc Date or Document Date

Document Date. The date the transaction within the subsystem. le: Invoice,
chargeback services.

Doc DstLn # Document Distribution Line Number. The distribution line number of the transaction
source document if applicable.

Doc ID Document ID. Regardless of the application, the Document ID that is generated on
the transaction is reflected in this field. For example, it could be a voucher number
from AP or a journal ID from GL or an item number from AR.

DocLn Document Line. The line number of the transaction source document.

DoclLn# Document Line Number. The line number of the transaction source document.

Doc Ln Descr

Document Line Description. The line description of the transaction source document.
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FIELD

DEFINITION

Doc Src

Document Source. The source associated with the subsystem where the transaction
originated.

Doc Src Fdescr

Document Source full description. The description of the source associated with the
subsystem where the transaction originated.

Document Ln Descr

Document Line Description. The line description of the transaction source document.

Encumbrance

The amount encumbered from a Purchase Order.

FIRMS Obj Cd Fdescr

FIRMS Object Code and full description.

FIRMS Proj Cd Fdescr

FIRMS Project Code and full description.

Fiscal Year

The fiscal year that the transaction was posted to the ledger.

Fund

Fund value.

Fund Fdescr

Fund value and full description.

Fund CF Att Type

Fund Chartfield Attribute Type.

Fund CF Att Val

Fund Chartfield Attribute Value.

Fund CF Att Value Descr

Fund Chartfield Attribute Value and Description.

Fund CF Att Value Fdescr

Fund Chartfield Attribute Value and full description.

Fund CF Att Value FId Name

Fund Chartfield Attribute Value Field Name.

Fund Proc Type Fdescr

Fund Processing Type Field and full description. Used for SW reporting.

Fund Tree The name of the Fund tree.

Fund Level 1 Fund Level 1 value and full description.

Fund Level 2 Fund Level 2 value and full description.

Fund Level 3 Fund Level 3 value and full description.

Fund Level 4 Fund Level 4 value and full description.

Fund Level 5 Fund Level 5 value and full description.

Invoice # If the source transaction came from Accounts Payable, this is the Supplier Invoice #.

Journal Date

Journal date.

Jml ID Journal number.

Jrnl Ln # Journal line number.

Jrnl Ln Ref Journal Line Reference. A brief description of the journal line.
Jrnl Src Journal Source. The source associated with the journal.

KK Tran Date Transaction date in KK Activity Log, budget date.

KK Tran ID KK Tran ID

KK Tran Ln Line number in KK Activity Log.

Month To Date Actuals

Month-to-Date Actuals. Includes the month net balances for the period (as of)
selected in the report filters.

Month To Date Budget

Month-to-Date Budget. Includes the month net balances for the period (as of)
selected in the report filters.

Month To Date Encumbrances

Month-to-Date Encumbrance. Includes the month net balances for the period (as of)
selected in the report filters.

Nat Class Fdescr

Natural Class Value and Description. Used for SW and State Reporting.

Net Asset Cat

Net Asset Category.
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FIELD

DEFINITION

Open ltem Key

A key that identifies an open item.

Open PO Amount

The amount remaining on a purchase order.

Orig Budget

The original budget posted.

PC Supplier

The Supplier Name associated with the ProCard transaction.

PC Reference #

How this field is used in the ProCard module is Dept Specific. An example might be
departments use this for internal tracking, a cross reference to their records or a
Requisition/Purchase Order Number.

PC State The state from which the ProCard purchase was made.

PC Business Unit The business unit that the ProCard account is set up under.

PC Origin Defines where the ProCard originated from. For example, campuses may have a US
Bank PCard Origin (USB) as well as a One Card Origin (USO).

PC Owner The ProCard account owner (Name).

PC Account The ProCard Account number assigned to the account owner.

Period (as of)

The PeopleSoft accounting period that the transaction was posted to the ledger.
0 through the period chosen or 1 through the period chosen for the fiscal year.

(Note: depends on the dashboard.) On some dashboard (other than Manage My
Budget), period (as of) may or may not include Period 0.

Period [and]

The beginning period for a Period search.

Period [between]

The ending period for a Period search.

Period Abbr

The fiscal accounting period, abbreviated.

Period Descr

The fiscal accounting period, full description.

PO # Purchase Order number.

PO DstLn # If the source transaction came from a PO voucher, this is the PO Distribution Line
Number that was matched against the voucher.

PO Due Date The due date set on the purchase order.

PO ID Purchase Order number.

PO Ln# or Line # Purchase Order Line number.

PO Ref If the source transaction came from a PO voucher, this is the PO Number that was
matched against the voucher.

PO Sch # If the source transaction came from a PO voucher, this is the PO Schedule Number

that was matched against the voucher.

Posted Date

The date the transaction is posted.

Pre-Enc Amt

The pre-encumbered amount on a requisition.

Prior Year(s) Actuals

Prior Year Actuals. Period 0.

Program

Program value.

Prog Fdescr

Program value and full description.

Project

Project ID value.

Proj Fdescr

Project ID value and full description.

Project Tree Name

Name of the Project Tree.

Project Level 1 Fdescr

Project Level 1 value and full description.

Project Level 2 Fdescr

Project Level 2 value and full description.
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FIELD

DEFINITION

Project Level 3 Fdescr

Project Level 3 value and full description.

Project Level 4 Fdescr

Project Level 4 value and full description.

Project Level 5 Fdescr

Project Level 5 value and full description.

Project CF Att Type

Project Chartfield Attribute Type.

Project CF Att Val

Project Chartfield Attribute Value.

Project CF Att Value Descr

Project Chartfield Attribute Value and Description.

Project CF Att Value Fdescr

Project Chartfield Attribute Value and full description.

Project CF Att Value FId Name

Project Chartfield Attribute Value Field Name.

Req #

Requisition ID.

Req Dst # The requisition distribution line number.
Req ID Requisition ID.

Req Ln # The requisition line number.

Req Sch The requisition schedule number.

Rev Budget Revisions to the original budget posted.
Scenario Scenario value.

Scenario Fdescr

Scenario with Full Description.

SCO Fund SCO Fund Value with description. Used for State Reporting.

SCO Fund Fdescr SCO Fund Value with description. Used for State Reporting.

SCO Subfund SCO Subfund. Used for State Reporting.

SCO Subfund Fdescr SCO Subfund value with description. Used for State Reporting.

Stat Amt The amount associated with the statistical code used (for example, 1.0 'FTE')
Stat Cd Primarily used as the value "FTE" on payroll accounts (601XXX). Any other use

would be campus-defined.

State GL Acct Fdescr

State GL Account Field and Description. Used for SW and State Reporting.

Total Encumbrances

Total Encumbrance. Includes period 0 if applicable thru period (as of).

Total Pre-Encumbrances

Total Pre-Encumbrance. Includes period 0 if applicable thru period (as of).

Supplier ID

Vendor code plus description. If the source transaction came from a voucher, this is
the vendor number on the voucher

Supplier Name

Supplier Name.

Year To Date Actuals

Includes period 1 thru period (as of). Does not include period 0.
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