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1.0 Logging into the CFS Data Warehouse System

1. Access your default browser window. Enter the URL - https://sso.csulb.edu for the CFS Data Warehouse
application. It is recommend you save this site as a favorite.

2. Enter your Campus ID and Password to access the CSULB Single Sign-On Application.

STATE UNIVERSITY

B [ONG BEACH

Single Sign-On

Campus ID
123456789

Password

Sign In [ remember me @

Forgot password? | Help

3. Click Sign In.

Once you have successfully logged in, you will be directed to My Applications page.

CALIFORNIA STATE UNIVERSITY

Work

Rl OV CFSIES) U i

4. Select the CFS DWH button to access CFS Data Warehouse.

Note: For security purposes, both the CSULB Single Sign On Application and the Data Warehouse systems log
you out of your application after a 15 minute period of inactivity.
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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
e Report Filters
e Search Functionality
e Column Functionality
e Table Prompts and Report Section Features within Drills
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 Screenshot / Description

Dashboards. The
Dashboards is where you
run a report from.

/1
Financial Reporting

[ cal

1. Click the dashboard MADE e m—
button to move to the [:SU Assﬂmanagemem
associated J
dashboard. =

. Transaction Inquiry
The Data Warehouse is current as of}
[ocdbsina]

11-MAR-19 02:00 AM

link below to go to the Finance Data Warehouse Message
Board in CSYou.

Note: GSYou will open in & indow:

BI/DW Message Board - .*‘YDU

Current Source & Database Information = Source :FCFSDVS
Wi curenty poining to | Detaiase : SDPRD

The California State University

Business Intelligence / Data Warehouse

FIRMS GAAP
I% Tree Reporti
\\%) Labor Cost Distribution

For current information about Data Warehouse updates,
training events, and other news of interest, please click the Indicates date and time of current data refresh

Name
The Home page contains T Cllria S Uy
|inkS to the indiVidUal Home Home Dashboards ¥  Openw  SignedinAs

Q D
Spensored Programs
e

Click to access the
Financial Reporting
Dashboard
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Processing Steps / Field
Name

Screenshot / Description

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

1. Click the down arrow to
see a list of dashboards
available.

2. Click on the dashboard
you wish to use.

Dasnboard e

Sponsored Progr
Open | More »

Financial Reporti

DC DC
D oD

Open | More »

Most Recent(Sponsared

Programs - Grant Admin’

My Dashboard

[ Financial Reporting

[=] Sponsored Programs
Spensored Programs

= Transaction Inquiry
Transaction Inquiry

3. You are now in the
dashboard you selected.
The different tabs
represent the different
inquiries/reports you have
available to run within the
selected dashboard.

This example is using the
Financial Reporting
dashboard.

ORACLE" Business Intelligence

Manage My Budget as of Period

Financial Summary As of Period

Financial Summary Befween Periods | Financial Summar

Help~ Sian out

Home | Favorites Dashboards v [ New v

B Open+ | Signed in A5

ry by Year | TrialBalance | Inceptionto Date | Cash | Fund Balance | Performance Report As of Pericd

Default Settings for this Dashboard

Report Index

Manage My Budget as of Period

Financial Summary As of Period

Select primary business unit for campus level reporting  Select primary budget ledger  Select original budget scenario only
‘Standard Budget x| =]

iB49R - CsuLB 4 ¥

noply | st

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

As of the period indicated in the filte, 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 chartfelds, state and CSU attributes, trees, and PeopleSoft
chartfield attributes. These reports can be limited to any account type or allnclusive for assets, iablties, equity, revenue and expense. For data limited to one or a selected number of accounting periods, see Financial Summary Between Period.

Before proceeding to the
various tabs, you first need to
set the dashboard’s Home
defaults. This is done from the
Home Tab of the dashboard.

4. Select the Business Units
that are applicable:

LBCMP/LBFDN/LB49R

5. Select primary budget
ledger = Standard
Budget

6. Original Budget Scenario
only = leave blank

7. Click the Apply button
once completed.

Financial Reporting

As of Period Between Periods

Home | Favorites + | Dashboards ~ | I New-~ | B8 Open v

Trial Balance Cash | FundBalance | Performance Report As of Period

Manage My Budget as of Period

Default Settings for this Dashboard

Report Index
Manage My Budget as of Period

‘This page is designed to produce reports of budget, actuals,
My Budget page defaults to account type 50 (revenue) and a|

Financial Summary As of Period

As of the period indicated in the filter, this page is designed

by Year Inception to Date

Select primary business unit for campus level reporting|
LBA9R - CSULB 49er Foundation; LBCMP - CA ¢

Select primary budget ledger |
‘Standard Budget ]

| Select original budget scenario only|

= e

[V LB49R - CSULB 49er Foundation
[V LBCMP - CA State University Long Beach
[7]LBCSU - CSULB CSU Business Unit

[V LBFDN - CSULB Research Foundation
[]LBGAP - CSULB GAAP Business Unit
[ LBSTU - Long Beach AP Students

available da)

2 based on a limited number of filters, including fund, department, account, project, program, and class chartfields and the depart

fsearch.. 0

and balance based on a wide number of filters which include the chartfields, state and CSU attributes, t
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2.2 Breadcrumbs

If there are multiple Reports within a “Tab”, you will see “Breadcrumbs” at the bottom of the page.

Processing Steps / Field Screenshot / Description
Name

Various Tabs ave ey | [ rmeacton nau

report OptIOHS. For example’ Home Open PO Reports Open Requisition Reports Actuals Reports Budget Reports
the Open PO Reports has 3

reports. Once you have Report Index

selected the report to run, you Open PO Report

will need to use the Open PO listing with six column selectors

Breadcrumbs if you wish to go Open PO Views

back to the Report Index within Open PO listing by various chartfield and supplier (vendor) views
the tab. Open PO Transaction Details

Open PO transaction details based on the selected report filters

At the bottom of the page you
will see “Breadcrumbs”. These
are used to get back to the
various reports within the tab
selected. Put your cursor over
the link and select.

Transaction Inguiry: Open PO Reports > Transaction Inquiry: Open PO Report

2.3  Multiple Business Units

You can select all the BU’s at once that you currently manage funds in. Then within each individual dashboard
page, there is a report filter for business unit. You can override the business unit on the dashboards Home page
by entering a different or an additional business unit(s) in the report filters for any specific report.

Processing Steps / Field | Screenshot / Description

Name

Select the Business Unit(s) Business Unit

you want to run the reportfor. | jg4gp — c5ULB 49er Foundation;LBCMP - CA v}
[w/|LB49R - CSULB 49er Foundation
LBECMP - CA State University Long Beach :
[ |LBCSU - CSULB CSU Business Unit
[w/| LBFDN - CSULB Research Foundation
[ |LBGAP - CSULB GAAP Business Unit
[ ]LBSTU - Long Beach AP Students

Search...
CSULB DWH 11g All BU’s Reporting.doc Rev. March 2019
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2.4 Report Filters

Most reports contain two filter sections: Report Filters and Advanced Filters. Report Filters are the most
commonly used whereas the Advanced Filters offer a wider range of report criteria, including values based 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 icon. 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 Screenshot / Description
Name
Report Filters vs. Advanced N __________________________________________ ‘s frews-  Cedbees- [
. o ey by Bucioet an of Period Fimarechall Samvamary As of Period Francsl Someary Bt Ferccs PFirancil Sumeary by Voer Trisl Badere: irception o Dufe Camhy Fure! Baslee Ferfrmance
Filters
R T Rl | R e e i
a3 o o= e P i e
PO 0T g 0T Aot MOT Projet NOT Program NOT Chay WOT At Gl
P
Turd Nree o Lowrd 1 Pursd Lewel 2 Wt v ) ] el 4 Furd Lewed 5
Aot Iree et Ll L At vl At e 3 Acat Lwel 4 At biwel 5
Progect [ Projct Qv § Peujt Liwel T ot Ll B ot Bevel 4 Prapect | el S
S0 ] SO0 ks Pund [T WIS Do TIRMS Project ok T L
Boly iy Bt Filers
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2.5 Search Functionality

There are various ways you can search for a value. By unchecking the ‘Match Case’ & using ‘Contains’ — you can
run a broader search — see below:

Processing Steps / Field Screenshot / Description
Name
1. Select the “down” arrow to Fund
see the valid search Y 1 jl
choices. You can scroll 2
down and find the value N Tl N
you are looking for. [ ] 020R0 - GNA-Refund Reverted _
[ 122201 - Parking Structure - Fee Acct B
2. Ifthe “Blank” value is [] 22202 - Parking Structure -
checked (X), make sure to []22203 - Parking Struct Bond Acct
uncheck or no data will be - Farking =Iniciure - Bond Acc
returned. |:| 22204 - Parking Structure 11l
[]22205 - Parking Structure lll Bond W)
3. Ifthe listis too long and - Offa 3 king Structure Il
you want to perform a ore/Search...
specific search select the
More/Search. See below.
More/Search Feature Select Values @8
Available 68 Selected 7
To perform a broader Search, @ Search results argl g linfled to values in the browse list
you have the following options: (Y18 Contains_| ‘V X
search | []match case
1. Name e F?amﬁ}zersul?gcm’em :ge Acct A ﬂ
e Starts 2220 - Parking Structure - Bond Ace 2|
» Contains 22205 parking suctre 11 Bond
e Ends 33505 - paking Saroctore - OFFSET. <
e IsLike (pattern 22801 - Qutpost Resl Buldng Bond
match) e «|
30301 - PaT_ng-Conslructi_on Expend ~
2. Match Case Choices Returned: 1-256 + More...
[ ] UnCheCk ﬂ Cancel

CSULB DWH 11g All BU’s Reporting.doc
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Processing Steps / Field Screenshot / Description

Name
3. Enter the value you are select Values @R
searching for. Available 8] Selected s
(D Search results arem;memihqln the browse list
jame | Contail hd X
4. Select Search. " |—I—I|_[|osla:: Emm —
Sl R
5. Once you find what you 61024 - 201012 Yuut:mderan‘;spmja(t ﬁ
looking do | €5 SRR »|
are looking for you can do 41183 - Academa Casar Chavez Program
the following to get the 1131 - Acaserin Cevr Shaves rogam <
G1547 - PUSD Sat Academy MESA Students
value(s) to move to the G1578 - Academia Cesar Cﬁavez 2013
G1662 - Calif Acad Partnrshp-Bellflovr @
. G1675 - Virtual Transport Academy-K12
SeleCted box G1691 - Academia Cepsar Chavez 2‘(’]14
G1805 - Academia Cesar Chavez Eval2015
G1819 - Academy Instr Cert Course 2015 g
Double Click the Value_ 31839 - 5F | A Civic | eadershin Acad 11
o 0K | Cancel
r
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.

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 of your 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 have the last 3 columns hidden. You can unhide any of these, or if you wish you can hide up to 4
columns.

Processing Steps / Field Screenshot / Description
Name

Hide or unhide any of the e ot . [T ) comn [ T a—: YT e

| Column 6 [ Fide

v]|fox]

last four columns in a six-
column report.

CSULB DWH 11g All BU’s Reporting.doc Rev. March 2019
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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 Steps / Field
Name

Screenshot / Description

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.

Funed Fd il [iacs Fdescr | Acct Cat Fdescr
44101 - CLPF—Rxrandan Eaus Operaling X2526- EMT 613 - Contractual Services Group
| sort Asending %2526 - EMT Total
44101 - CCPE - Extended Educ Operating Total
GFO01 - CSU Operating Fund === 501 - Hgher Education Fess
601 - Reguiar Sabres and Wages
602 - Wiork Study
603 - Benedits Group
604 - Communications
606 = Trave

613 - Contractual Services Group

Rev Budget |Tot Actuak |Tot Enc BEA

120,00 0,00
3.60) 0.00]  21,953.60
0.00 15395127

120,00 0.00
120.00 0.00

0.00
0,00
0.00
] 0.00

1,411.05| 225430.47 (226,

%% Usad

400%
420
1003

2.6.3 Exclude or Include Columns

On any report, a column can be Excluded or Included.

Processing Steps / Field
Name

Screenshot / Description

1. Right Mouse Click on the
column. Select action
accordingly.

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

« 57| Ak ot CAreer

Fund Fdescr
E0093 - Martinelii Mem Endol 4} Sort Column
E0093 - Martinelli Mem Er
E0154 - Fleet Rsrv Assoc-Br-<
E0154 - Fleet Rsrv Assoc-|
E0162 - Robert T Holmes Enc
E0162 - Robert T Holmes |
E0164 - Center For Ethical Le

Keep Only

Remove

Show Subtotal

Show Row level Grand Total

Show Column level Grand Total

E0164 - Center For Ethica
E0170 - Wm. Dickson Faculty

Exclude column

Include column

E0170 - Wm. Dickson Faci  "1°V€ Column

3

'ages

5
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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 Steps / Field Screenshot / Description
Name
1. Place the cursor atthe top | | s oot counn ,
of a column. | - :
ze-Unavailable for Appropriat
The Show Subtotal option is available | |  Keep Only
only from columns formatted as ! Remove b
column selectors, as indicated by the ~a-l Inavailahle for Annronriab
yellow column heading. d show subtotal r None
2. Right click on the yellow [ show Row level Grand Total ’ After Values
column heading to access N | evel g
the Columns shortcut i Show Column level Grand To Before Values
menu. | Exclude column AL the Beginning
3. Choose Show Subtotal > | | [ 00 s N At the End
After Values to add a | Move Col ,
Subtotal. ove Lolumn ze-Unavailable for Appropriat
Or
Choose None to remove
Subtotal.

2.7 Pivot and Section Features within Reports

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.

2.71 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 Steps / Field Screenshot / Description
Name
1. When ‘Pivots’ are within o EorASE Sioian
. . - W
the report, right-click on Fund Fdescr | o |
th.e field description, (in a3 ¥4 Sort Column ' arships/Fellowships
this example, Fund Acct . uals
Keep Only
Fdescr). 10 - 1.96
30 - Remove 4 48)
2. Select “Move Columns”, 50 - .50)
then “To Rows”. A new 60~  Show Subtotal "2
column will appear on the Grai  Show Row level Grand Total b .00
left-most side of the Show Column level Grand Total  *
report.
003 -  Exclude column To Sections 5
. . . p, KOC 1
T.hIS e)fample is ysmg the L Include column b To Columns n
Financial Reporting > Actuals
. Move Column C | | To Rows
Trial Balance Report.
CSULB DWH 11g All BU’s Reporting.doc Rev. March 2019
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Processing Steps / Field
Name

Screenshot / Description

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

Show Column: ‘Acct Type Fdescr v |

Select Report View: | Summary by Fund Pivot M
931 - Auxiliary Org-Restricted Expendable-Scholarships/Fellowships
Fund Fdescr Acct Type Fdescr Year to Date Actuals
S LB Intl Business Sch 10 - Assets 15,054.52
30 - Fund Equity and Reserves (15,054.52)
K0002 - CBA Scholarship Fund 10 - Assets 18,041.65
30 - Fund Equity and Reserves (15,916.65)
50 - Revenues (2,125.00)
AL AUAII Y Wy DL ILLS Y eAp
1. To move th(? cqurpn back | - i 86 sort Column ' oo Date AcuAEs
as a pivot, right-click on 15,054.52
the column header. Keep only ’ (15,054.52)
Remove » 2440055
“ » (25,316.65)
2. Select “Move Column Show Subtotal » T (5.065.00)
then “To Prompts”. chow Row level Grand Total  » 5,981.10
6A5.79
Show Column level Grand Total  * Right
Exclude column
Include column 3 To Sections
I Move Column v I To Columns

Fund Fdescr column is now a
‘Pivot’.

Show Column: |A.cct Type Fdescr

Select Report View:

v] [ox]

summary by Fund Pivot

v]

Fund Fdescr |K00O1 - Port Of LB Intl Business Sch

v]

931 - Auxiliary Org-Restricted Expendable-Scholarships/Fellowships

Acct Type Fdescr Year to Date Actuals
10 - Assets 15,054.52
30 - Fund Equity and Reserves (15,054.52)
Grand Total 0.00
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2.7.2 Report Sections

Column Selectors can become Report Sections.

Processing Steps / Field
Name

Screenshot / Description

1. To make a column
selector a Report Section,
right-click on the column
header.

2. Select “Move Column”,
then “To Sections”

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

Dept Fdescr

) =

Fx~~+ Cat Fdescr
%4 sort Column ' - Expenditure Adjustments
Total
Keep Only 4
Remove 3 - Regular Salaries and Wages
- Work Study
Show Subtotal 4 - Benefits Group
Show Row level Grand Total ~ » - Communications
- Confractual Services Group
Show Column level Grand Total  » Right gy Co:
1ses
Exclude column To Prompts
Include column 3 To Sections -
| Move Column | To Columns Wage:

e

Dept Fdescr column is now a
Report Section.

_IOEJE: - Academic Technology Services
Fu escr TXCct Cat Fdescr

GFO01 - CSU Operating Fund | 601 - Regular Salaries and Wages

603 - Benefits Group

604 - Communications

613 - Contractual Services Group
616 - Information Technology Costs
660 - Misc. Operating Expenses

GF0O1 - CSU Operating Fund Total

Grand Total

Im—msmdmtml

Fund Fdescr

Acct Cat Fdescr (

GFOOL1 - CSU Operating Fund | 601 - Regul

GF001 - CSU Operating Fund Total

Grand Total

escr

TACCE Cat Fdescr [¢

ems - + =8 - Vs I
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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

Screenshot / Description

1. To make a column a
Table Prompt, right-click
on the column header.

2. Select “Move Column”

Actuals Drill Down
Time run: 9/8/2015 3:20:17 PM

Approximate Row Count: 300

Business | Fiscal Accounting Dot Sre Account | Fund Prog
then “TO PromptS”. Unit ear Period Date Doc ID Fdescr Doc Ln Desar Amount | Fdeser Dept Fdesar e Class Fde
I 1 ! | ____ {4y sort Column " 1 { 1 1
LBCMP - | 2015 1(7/1/2015 |000073007; = (8300.00) | 660003 'GFO01 - |DO441-Acad |---
. . . CA State ‘Manua - csu ree
This example is using the University By Cccude cobmn Supplies Operating Strategic
. . Lang \Entry Include cok and Fund Planng
Transaction Inquiry > Actuals Beach iy
. Laft

Transactions Report. [LBcMP- | 2015|  1|7/6/2015 |o04ssar2 ;m-” TTscount Earmed Right | GFDD1- | 00122 - Student|- - -
CA State Voucher [==1] Health Services
University ‘Accounting = Operating
Long Fund
Beach ‘ To Sacidns ¥

3. You can now select on the
Actuals Drill Down

Table Prompt. Time run: 9/8/2015 3:22:33 PM
Approximate Row Count: 300
|_| Doc Src Fdescr
MIE - Manual Journal Entry
WCH - AP Voucher Accounting

Business |Fiscal . [Accounting Account | Fund Prog Class
Unit Year Period Date Doc ID Doc Ln Descr Amount Fdescr | Fdescr Dept Fdescr Fdescr Fdescr
LBCMP - | 2015 1|7/20/2015 |CR26840720 |DEPT- (1,065.50) | 660003 |GFOO1- |D0686 - === ===
CA State COMMENCEMENT = csU Commencement
University Supplies | Operating
Long and Fund
Beach Services
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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

Screenshot / Description

1. To make a column a
Report Section, right-click
on the column header.

2. Select “Move Column”

Actuals Drill Down
Time run: 9/8/2015 3:32:33 PM

Approximate Row Count: 300

. Business | Fiscal . | Accounting Doc: Account |Fund Prog
then “To Sections”. Uit [vear P (nae (%I e e column Amount | e jocer |Fdeser |DPEFIEST  lpgee,  [Cass Fdesa
|LecwP- (2015  1/7/1/2015 |0000730075 Include column |(8,300.00) | 660003 |GFOOL- |00441-Acad |--- =
H H H |CA State Csu Resrce &
This example is using the iy Joun | Move Columa —+ Left lies | Operating | Strategic
H H Lon Entry Fund Flanny
Transaction Inquiry > Actuals Beach : Right - d
1 | ] | 1] ! Te Prompts | || L]
TransaCtlonS Report LECMP - | 2015 1 7/6/2015 |00455472 Déscount Earned - 03 |GFOOL- 00122 - Student -~ -
CA State To Sections csu Health Semvices
University Supp }e: Operating
Long Funid
Beach Services
3. The column is now a Actuals Drill Down
Report Section. Time run: 9/8/2015 3:22:33 PM
Approximate Row Count: 300
(CSU - CSU Accounting Lines
Business Fiscal .| Accounting Account  |Fund Prog Class
Unit Year Period Date Doc ID Doc Ln Descr Amount Fdescr Fdescar Dept Fdescr Fdescr Fdescr
LBCMP - CA | 2015 1|7/20/2015 |CR26840720 |DEPT- (1,065.50) |660003 - |GFDO1 - 00686 - == ===
State COMMENCEMENT supplies |CsU Commencement
University and Operating
Long Beach Services |Fund
LBCMP - CA | 2015 2|8/4/2015 |CR26950804 |DEPT-COLLEGE OF | (2,550.00) (660003 - |GFOO1 - 00020 - CBA - -
State BUSINESS ADMIM Supplies |CSU Instruction
University and Operating
Long Beach Services  |Fund
LBCMP - CA | 2015 2|8/5/2015 |CR26960805 |DEPT- (7,095.00) |660003 - |GFDOL - 00711 - Office of (10123 - ===
State PRESIDENTS Supplies |CSU the President Operations

CSULB DWH 11g All BU’s Reporting.doc

Rev. March 2019
Page 16 of 58




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 Screenshot / Description
Name

Select the Advanced Filters to IReportFilers

access Trees and Chartfield pusinessnit Fiscalvesr  Asofperiod  AccowtType  AccountCategory BudgetLedger Fund CF Status
. LB4sR-CsuLB 4 ¥| 2015 =l B =l 60 - Expenditures =/ ~| Standard Budget | =]
Attributes. e
v > > vl > >
NOT Fund NOT Dept NOT Account NOT Project NOT Program NOT Class NOT Acct Cat
NoT| > noT > Nor| >l notl =l notl = notl =l norl =

~| Advanced Filters

Dept Tree Dept Level 1 Dept Level 2 Dept Level 3 Dept Level 4 Dept Level 5
~ o) - ~ - -
Fund Tree Fund Level 1 Fund Level 2 Fund Level 3 Fund Level 4 Fund Level 5
- - - - - )
Account Tree Acct Level 1 Acct Level 2 Acct Level 3 Acct Level 4 Acct Level 5
- - - - ~ -
Project Tree Projectlevel1  Projectlevel2  Projectlevel3  Projectlevel4  ProjectLevel 5
= = = = = =
Fund CF Attrib Fund CFAttVal  Acct CF Attrib AcctCFAttVal  Project CF Attrib  Project CF Att Val
= = = = =l =
FundProcType ~ CSUFundType  AppropRevDt  Approp Avi To State GL Acct GAAP Nat Class
=l =l = Il =l £]
SCO Fund SCO Sub Fund CsuU Fund FIRMS Object FIRMS Project GAAP NAC NOT CSU Fund
= =l = =l = = norl =l

Apply Fiters | Reset Filters

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 Home Page of Dashboard

First, for every Dashboard you use, save your Home Page selections.

Processing Steps / Field Screenshot / Description
Name

1 . Navigate to ‘the Finandial Reporting Home | Favorites | Dashbords ~_| [ New~_| B8 Open v | Signed In As Kist,Elaine

[ ) e e ST e S ST T FT e e ) ©)
Dashboards Home page Detailt Setings fo 61 Dashboard & pnt ;
2 Exportto e
i Select primary business unit for campus level reporti i - . @ reresn
you wish to make your e " — : i

Create Prompted Link

default. R

uce reports of budget, actuals, p and bak lable data based on a limited number of fiters, including fund, department, account, project, program, and class chartfields ai
to account type 50 (reventie) and account type 60 (expense).

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

3. Select Save Current
Customization.
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Processing Steps / Field
Name

Screenshot / Description

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

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

6. Select OK.

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

Save Current Customization i2) B4

Name ‘Financial Reporting Home Page |

Save for (@) Me
Others

V| Make this my default for this page

OK Cancel

2.10.2 Report (Tab) within Dashboard

Second, for every Dashboard Report you use, you can save your Report filters.

Processing Steps / Field
Name

Screenshot / Description

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 =%
(in the upper right hand
corner).

3. Select Save Current
Customization.

Financial Reporting
Home | Manage My Budgetas of period . [Financial Summary As of Period | " Financial Summary Between Periods

~/Report Filters

Home | Favoies ~| Dashboards ~ | I New~ | B5 Open+ | Sgned n As Kist Elaine
performance Report As of Period E B)
&, prit
% exportto breel
@) Refresh

Financial Summary by Year | TralBalance | InceptiontoDate | Cash  Fund Balance

Business Unit Fiscal Year As Of period
LBCMP - CAState ] 2015 =B

Account Type
x| 60 - Expendiures x]

Account Category  BudgetLedger  Fund CF Status
=] Standard Budget x| il

Create Bookmark Link
Create Prompted Link

Fund Dept Account project Program Class

=] 00508 - Library C.x = ] = =]
NOT Fund NOT Dept NOT Project
ot = ot = ot = ot = ot = nori =l ot =l

NOT Account NOT Program NOT Class NOT Acct Cat

>/ Advanced Filters

RestFiters

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

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 @

MName Dept Budget Report
Save for @ Me
Others

Make this my default for this page

Help OK | Cancel
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2.10.3 Applying Saved Customizations

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

Processing Steps / Field
Name

Screenshot / Description

1.

Once you have accessed
the dashboard/tab/report,
select Apply Saved
Customizations.

Select the one you wish to
generate the report for.
Once selected, the report
will automatically be
generated.

e

| ey Print »
;_Ej Export to Excel 3
Gﬂ Refresh

Apply | Reset~

—> Dept 732 Budget
=3 My Dept Budget{default) §

Create Prompted Link

Apply Saved Customization »

Save Current Customization...
Edit Saved Customizations...
Clear My Customization
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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 Refresh -Print - Export

1. Click on the Print hyperlink immediately below the report.
2. Select Printable PDF. Another window will open up 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 Refresh -Print -Export

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

Export to Excel ~ Refresh -Erint -Export

1. Click on the Export hyperlink immediately below the report.
2. Select Excel then the Excel version you have. Another window will open up with the report in Excel.
Export to Data Refresh -Print - Export

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

db ' Rows 1-100

2.11.3 Return

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

Return - Analyze - Edit - Refresh - Print - Export - Create Bookmark Link
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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.
ORACLE" Business Intelligence Help

Home | Favorites v ashboards E New~ | BB Open~ | Signed In A

[T Most Recent(Transaction Inquiry - Budget Reports)
) My Dashboard

Recent

| Financial Reporting
Dashboards 3 Financial Reporting |

Tn Transaction Inquiry - Budget ... F55| Transaction Inquiry - Budget T... [=5) Transaction Inqy = Sponsored Programs
881 open | Morew Open | More Open| More s [ Sponsored Programs

5 Transaction Inquiry
ﬁ Transaction Inquiry - Actuals T... Transaction Inquiry - Home: Sponsored Progri [@ Transaction Inquiry

Open | More» Open | Morev Open| Morev | = Tree Reporting
More Dashboards [G@ Tree Reporting

2. This will take you to the Home tab of the Financial Reporting dashboard.

ORACLE" Business Intelligence

Financial Reporting
Hamage My Budget 2 of Period Finsncial Summary ks of Perisd Financial Summary Between Periods Funancisl Summany by Year Trial Balance Tncegtisn bs Date Cash Fund Balance Perfarmance Report fs of Perid

Default Settings for this Dashboard

Select primary business unit for compus level reporting
LE4SR - CSULD 45er Foundabon LBCM® - CA =~

7/ LB4BR -« ESULB 4er Foundasion
Report Index 7] LECMP A State Universty Long Beach
______ e ey LECSU CSULE CSU Busineas Unit
This page Is designed to prociuce reports of udget, actual, ncumbrances, pre-encumbrances, af o o [ reatch Foundaton
type 60 [mpense). LBGAP JCSULE GaiP Busness Lind
LBSTY . | ong Basch AP Shdents

doct ledger  Select original budget scemario only

T

umbser of filters, including fund, departmient, acoount, project, program, and dass chartfields and the departm:

25 of the period indkcated in the fiker, thes page & designed to produte reperts of budget, sctals Bes ., ok availabie data based on 3 wide number of filters which mcude the chartfields, state and CSU sttributes, tre

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 BU'’s, LBFDN — CSULB Research Foundation
then select all the BU’s 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 Home Page of Dashboard for details.

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

N

Select Report Filters - search criteria that are used to generate the report results.
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Finandal Reporting Home | Favories = Deshboards+ | B
Home: Manage My Budget a5 of Period Finandial Summary As of Perod Financial Summary Between Periods Firancial Summary by Year Trial Balance Inception 1o Date Cash Fund Balance Pexformar

= Report Filters

Business Unit Fiscal Year s OF Period Account Type Account Category | Budget Ledger Fund CF Status

LB4oR - CARB & =] 2015 s B = 6 - Expenditnes = =l | Sandard Bt =i =l

Furd Dept Accoumt Project Program Class

=l | 00506 - Libeary C.=) = = x =l

HOT Fund HOT Dept NOT Account NOT Project NOT Program NOT Class NOT Acct Cat

NOT = moT = woT = wor = wor = wor =l woT =]
* Advanced Filters

R s

e Business Unit = Defaults from Home page. Select the BU to run this for.

o Fiscal Year = Current year i.e.: 2015 — 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.

e Budget Ledger = Standard Budget. Defaults from home page.

¢ Department = 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.
Dept Fdescres" Fund Fdescr Acct Cat Fdescr Current Budget | Actuals Encumbrances Balance Available | % Used Fiscal Year
00508 - Library Computer Labs |GF001 - CSU Operating Fund 601 - Regular Salaries and Wages 64,600.00| 27,513.25 0.00 37,086.75 43%
602 - Work Study 4,369.50 0.00 (4,369.50)
603 - Benefits Group 136.17 136.17 0.00 0.00 100%
604 - Communications 126.00 0.00 (126.00)
616 - Information Technology Costs 584.80 0.00 (584.80)
619 - Equipment Group 0.00 0.00 0.00
660 - Misc. Operating Expenses 1,300.00 0.00 0.00 1,300.00 0%
GF001 - CSU Operating Fund Total 06,036.17 |32,729.72 0.00 33,306.45 20%
00508 - Library Computer Labs Total 66,036.17 |32,729.72 0.00 33,306.45 50%
Grand Total 66,036.17 |32,729.72 0.00 33,306.45 50%
9. Change Column Selectors to: Column 1 = Dept Fdescr Column 2 = Fund Fdescr Column 3 = Acct Fdescr
Column 4 = Hide Column 5 =Hide Column 6 = Hide
Show Column 1: [Dept Fdescr | column 2: [Fund Fdescr ~] Column 3: [Acct Fdescr | Column 4: [Hide ~] column 5: [Hide | column 6: [Hide v
Select Report View: v
10. Report View = Summarized.
11. Click OK to regenerate report results with selected columns.
|Dept Fdescrés |Fund Fdescr |An:ct Fdescr |Curren't Budget |An:tua1s |Encumbrances |Ba|anoe A\railable|% Used Fiscal Year\
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.
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.
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3.1.2 Reading The Report

Dept Fdescres ™" Fund Fdescr Acct Fdescr Current Budget | Actuals Encumbrances |Balance Available % Used Fiscal Year
00508 - Library Computer Labs |GF001 - CSU Operating Fund 601303 - Student Assistant 64,600.00| 27,513.25 0.00 37,086.75 43%
602001 - Work Study-On Campus 4,369.50 0.00 (4,369.50)
603012 - Medicare 136.17 136.17 0.00 0.00 100%
604001 - Telephone Usage 126.00 0.00 (126.00)
616002 - I/T Hardware-Non Capitalized 584.80 0.00 (584.80)
616003 - I/T Software - Non Cap 0.00 0.00 0.00
616005 - Misc Info Tech Costs 0.00 0.00 0.00
619800 - Instr Equip-NonCapitalized 0.00 0.00 0.00
660003 - Supplies and Services 1,300.00 0.00 0.00 1,300.00 0%
GF001 - CSU Operating Fund Total 66,036.17 |32,729.72 0.00 33,306.45 50%
00508 - Library Computer Labs Total 66,036.17 |32,729.72 0.00 33,306.45 50%
Grand Total 66,036.17 |32,729.72 0.00 33,306.45 50%
Columns Definitions
Current Budget Amount you have available to spend during the Fiscal Year (FY) selected.
Actuals Total Amount you have spent to date. (Based on the FY and Accounting period
specified)
Encumbrances Total Purchase Order amount still open, but not invoiced.
Budget Available Amount you have left to spend.
% Used Fiscal Year Percentage you have 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 much you have left to spend
in the Fund.

3.2.1 Running The Report

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

ORACLE" Business Intelligence Help

Home | Favorites « New ~ | B8 Open | signed 1n A

[@ Most Recent(Transaction Inquiry - Budget Reports)

i) My Dashboard
Recent | Financial Reporting
Dashboards [3 Financial Reporting
Transaction Inquiry - Budget R... Transaction Inquiry - Budget T... Transaction Ingy = Sponsored Programs
89 open | More~ 89 open | More+ 89l open| More (7@ Sponsored Programs
= Transaction Inquiry
Transaction Inquiry - Actuals T... Transaction Inquiry - Home Sponsored Proor| (7 Transaction Inquiry
93l open | More 98l open | More S50 Open| More+ | = Tree Reporting
More Dashboards

[ Tree Reporting

2. This will take you to the Home tab of the Financial Reporting dashboard.
ORACLE" Business Intelligence

Hanage My Budget & of Period Fnsncial Summary As of Pesisd Fnandial Summary Between Periods Fanancial Summary by Year Trial Balance Tnceptian bs Date Cash m Perfrmance Report ks of Pered
Drefault Settings for this Dashboard

Select primary business unit for compus level reporting doet ledger  Select original budget scenanio only

7 LB40R . CSULE 4her Foundation
Report Index ¥ LBCMI® JCA Stale University Loeg Boach

W " LECSW JESULE CSU Business Ui
..... Budost a5 of Peripd

MR ¥ LEFDN - [CSULE Ressarch Foundation
Ths ggu[e 5 designed to produce reports of budget, actuals, encumbrances, pre-encumbrances, 3 TEEY PR _:';m” ik pumbser of filters, including fund, departmient, acoount, project, program, and dass chartfields and the departm
type 60 [mpenze). G JCEULE Gl

LBSTU - |ong Baach AP Shedents

&5 of the period indicated in the fikter, thes page ks designed te produce reperts of budget, actasls BN,

oe avallable data based on 2 wide number of filters which incude the chartfields, state and CSU sttributes, tre

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 BU’s, LBFDN — CSULB Research Foundation
then select all the BU’s 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 Home Page of Dashboard for details.

6. From the Financial Reporting Dashboard, select the Fund Balance Tab.

N

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

Home Manage My Budget as of Period

Financial Summary As of Period

Financial Summary Between Periods

Financial Summary by Year

Business Unit

LBCMP - CA State |

As Of Period
=l B

Fiscal Year
2015

i

Fund CF Status
Fund Tree
Fu}\d CF Attrib
S(%O Fund

select more than one fund.

Fund Level 1 Fund Level 2

|
Fund CF Att val

)

CSU Fund

~Select Value~ x|

Fund NOT Fund
CFO15 - Art Educz =] | NOT|-—Select Vale—

CSU Fund Type

il
Fund Level 3
=l [Select Vaive—-
Fund Proc Type
NOT CSU Fund
=l

Apply Filters Reset Filters

e

=l [Select Value— =]

NOT|--Select Value--

Trial Balance

Fund Level 4

=l

Business Unit = Defaults from Home page. Select the BU to run this for.
Fiscal Year = Current year i.e.: 2015 — Click on the down arrow to choose a value from a dropdown field.
As Of Period = 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. You may

Approp Rev Dt

]

Home | Favorites »

Inception to Date Cash

Fund Level 5

Date

Approp Avl To
e Vel

Dashboards

K new~

Fund Balance I

8. When all your report filters are selected, click Apply Filters to generate the report.
SCO Fund Fdescres CSU Fund Fdescr \Fund Fdescr Beginning Fund Balance | Year to Date Revenue | Year to Date Expenses |Ending Fund Bal .~
0948 - Calif State University Trust Fund 485 - TF-CSU Operating Fund \CFUlQ - Art Education/Tech (1,872.09) (8,880.00) 8,861.39 (1,890.70)
485 - TF-CSU Operating Fund Total (1,872.09) (8,880.00) 8,861.39 (1,890.70)
0948 - Calif State University Trust Fund Total (1,872.09) (8,880.00) 8,861.39 (1,890.70)
Grand Total (1,872.09) (8,880.00) 8,861.39 (1,890.70)
9. Change Column Selectors to: Column 1 = Bus Unit Column 2 = Fund Fdescr Column 3 = Hide
Column 4 = Hide Column 5 =Hide Column 6 = Hide
Show Column 1: [Bus Unit V| Column 2: [Fund Fdescr v| column 3: [ Hide' v column 4: [Hide v column s: [Hide V| Column 6: [Hide v|[ex]

Select Report View:

10. Report View = Encumbrance View

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

\Bus Unites |Fund Fdescr

|Beginning Fund Balance \Year to Date Revenue|\’ear to Date Expenses|Encumbrano&s \Ending Fund Balance wancumhrances|

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.

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.
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3.2.2 Reading The Report

Bus Unit<~ " |Fund Fdescr Beginning Fund Balance | Year to Date Revenue | Year to Date Expenses |Encumbrances Ending Fund Balance w/Encumbrances

LBCMP CF019 - Art Education/Tech (1,872.09) (8,880.00) 8,861.39 0.00 (1,890.70)

CF019 - Art Education/Tech Total (1,872.09) (8,880.00) 8,861.39 0.00 (1,890.70)

LBCMP Total (1,872.09) (8,880.00) 8,861.39 0.00 (1,890.70)

Grand Total (1,872.09) (8,880.00) 8,861.39 0.00 (1,890.70)
Columns Definitions

Beginning Fund Balance

How much money you had remaining from last year. A negative number means
you have money left. A positive number means you have overspent.

Year to Date Revenue

Amount of money you have 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 you have 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. How
much money you have left to spend. A negative number means you have money
left. A positive number means you have 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 those 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.

ORACLE" Business Intelligence Help

Home | Favorites v E New~ | BB Open~ | Signed In A

[T@ Most Recent(Transaction Inquiry - Budget Reports)
R 5 {5 My Dashboard
ecen

| Financial Reporting
Dashboards ([ Financial Reporting |

T;, Transaction Inquiry - Budget R... f55) Transaction Inquiry - Budget T... Transaction Inqu = Sponsored Programs
981" open | More~ Open| More~ Open| More + [T sponsored Programs

= Transaction Inquiry
Transaction Inquiry - Actuals T... f55) Transaction Inquiry - Home [55| Sponsored Progri (i Transaction Inquiry

Open | Morew Open | Morew Open| Morev | [ Tree Reporting
More Dashboards [G@ Tree Reporting

2. This will take you to the Home tab of the Financial Reporting dashboard.

ORACLE" Business Intelligence

Financial Reporting
[m_TI Mamage My Budget o of Period | Financial Summary &5 of Period  Financial Sommary Between Periods | Financial Summary by Year | TrislBalance | nceptiontnDate | Cash | FundBalance  Performance Report As of Period

Defsult Settings for this Dashboard

Select primary business unit for compus level reporting
LE490 - CSULR S5er FoundationcL BOMP - CA 5w
7| LB48R - ESULE 4er Foundusion
Report Index 7| LBCUEP 104 Sinie University Long Beach
_____ T LECSI [CSULE C5U Businas Unit
This page Is designed to procuce reports of budget, actual, enCUBIANCES, Bre-encumbrances, af o oo [ earch Foundason
type 60 [mpense). LEBGAP JCEULE GAAP Busness Und
LESTU . | ong Baach AP Shdenty

doct ledger  Select origina] budget scemario only

umber of filters, incuding fund, department, acoount, project, program, and dass chartfields and the departm:

25 of the pericd indicated in the fiker, this page is designed to produce reports of budget, actsals B2, o8 available data based on 2 wide number of filters which incude the chartfields, state and CSU sttributes, tre

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 BU'’s, LBFDN — CSULB Research Foundation
then select all the BU’s 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 Home Page of Dashboard for details.

6. From the Financial Reporting Dashboard, select the Trial Balance Tab.

7. Select the Actuals Trial Balance link.

Home | Manage My Budget as of Pericd | Finandial Summary As of Period | Financial Summary Between Periods | Financial Summary by Year ~ Trial Balance ' InceptiontoDate | Cash ' FundBalance  Performance Report As of Period

[Actuals Trial Balance

Trial Balance (6 Columns)

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

| Report Filters

Home | Favorites v | Dashb

Business Unit Fiscal Year Period
LBCMP - CA State »| 2014 =l Betweenl0 ]2 ad
Fund CF Status Fund NOT Fund
--Select Value-- ﬂ (CFO19 - Art Educij NOT|—5e/e - j
Fund Tree Fund Level 1 Fund Level 2 Fund Level 3 Fund Level 4 Fund Level 5
~Select Value— | x|  [~Select value— |x] -Select Value— x| [~Select Value— |x]  [~Sele slue— | x| [~Select Value— |
Fund CF Attrib Fund CF Att val CSU Fund Type Fund Proc Type Approp Rev Dt Approp Avl To Date
select Value— || [~Sefect value— | x|  [~Select Value— | x| [~Select Value— | x| [~Select value— x| [~Select Value— | x|
SCO Fund Fdescr ~ SCO Subfund CSU Fund Fdescr ~ NOT CSU Fund GAAP NAC
~Select Value— ||  [~Select Value— | x] Select Value— | x| NoT[-Select Value—- | x| [~Select Value— x|

Business Unit = Default from home page.
Fiscal Year = Current year i.e.: 2015 — 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.

Acct Type Fdescr Year to Date Actuals
10 - Assets 2,970.70
20 - Liabilities (1,080.00)
30 - Fund Equity and Reserves (1,872.09)
50 - Revenues (8,880.00)
60 - Expenditures 8,861.39
Grand Total 0.00

Apply Filters Reset Filters

10. Change Column Selector to: Show Column = Account Fdescr

Show Column: | Account Fdescr

v Lek]

Select Report View: |Summary by Fund Pivot

v]

Fund Fdescr |CFO19 - Art Education/Tech W |

11. Report View = Summary by Fund Pivot

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

|Account Fdescr

|Year to Date Actua!s|

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

Note: Only Column headers that are highlighted in “Yellow” can be changed. You can select up to 1 column.

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 Report (Tab) within Dashboard for details.
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3.3.2 Reading The Report

Account Fdescr

Year to Date Actuals

101100 - Cash-Short Term Investments 5,890,70
103004 - Accounts Receivable-Oper Rev 280,00
205090 - Oper Rev Coll in Adv 0.00
305002 - Fund Bal-Cont Approp {1,8%0.70)
501110 - Course Fees (CSU 485) {4,280.00)
Grand Total 0.00

Account Fdescr

Description

TXXXXX — Assets

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

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 where a student has paid for a class 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’s assets were liquidated and used to pay off the debts,
the amount leftover would be the fund balance or net assets.

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

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).

BXXXXX — Expenses

Total expenditures recorded for the fiscal year.

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

ORACLE" Business Intelligence Help

Home | Favorites v E New~ | B open v | Signed InA

[T@ Most Recent(Transaction Inquiry - Budget Reports)

{7 My Dashboard
Recent & Financial Reporting

Dashboards (7@ Financial Reporting
FS5) Transaction Inquiry - Budget R... FS5) Transaction Inquiry - Budget T... f55] Transaction Inqy = Sponsored Programs
:

891 open | More+ 881 open | Morew 99l open| More v [ Sponsored Programs

= Transaction Inquiry
u_u Transaction Inquiry - Actuals T... u_u Transaction Inquiry - Home u—u Sponsored Proar| (7 Transaction Inquiry
89l open | More + 89l open | More~ S50 Open| More+ | = Tree Reporting

More Dashboards

[T Tree Reporting

2. This will take you to the Home tab of the Sponsored Programs dashboard.
ORACLE" Business Intelligence

Sponsored Programs Home | Favorites ~ | Dashbg

Manage My Grant Grant Admin Award Attributes
v

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

LBFDN - CSULB Research Foundation = Standard Budget =l = Apply Reset v

[[]LB49R - CSULB 49er Foundation
[]LBCMP - CA State University Long Beach
[[]LBCSU - CSULB CSU Business Unit

Manage My Grant

This link takes the user directly to the “Budget-to-Actual” repo, - Actual report (financial information and grant attributes) to facilitate the financial management of externally fu
type 60-Expenditures (ideal for budget management), reporti LBFDN - CSULB Research Foundation I Pach FY) AND Active funds — so that the information returned for additional filters provided (like PI Name, Fun

filters may be changed — defaults are provided to limit informa [ ] LBGAP - CSULB GAAP Business Unit act budgets and expenditures. The default column headers for this report are designed with the PI end user it
Date, Department, Account w/full description (Fdescr). Of cou [ LBSTU - Long Beach AP Students results may be stored as the user’s default.
Grant Admin Gearch...

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

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 Home Page of Dashboard for details.

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

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

Home Manage My Grant Grant Admin Award Attributes

| Report Filters

Home | Favorites + | Dashboards~ | J§ New~

Business Unit Fiscal Year Period (as of) Account Type Account Category [Budget Ledger

LBFDN - CSULBR~] 2015 =l @ =l 60 - Expenditures ! | [~S2/oct Vale— x| |Standard Budget x|

Fund Dept Account Project Program Class Fund CF Status CSU Fund

GL617 - Victim N x| [select vale— =] [=sel =l e e =l [Select valie— x| [select vale— =] A = [selct valie— =

PI Name Post Awd Admin F Start Date  Project CF End Date  Project CF Status ~ HERD Survey Ref  Award Type Agreement Type Cost Share Fig
—Select value— | x| [~Select Valve— =] alue—_ ] ~Select Valve— x| [Select value— | x| [“Select vale— =l [“Select valie— |l [~Select valve— =l [“Sefect Valve— =l
Sponsor Id Sponsor Name Award Start Date  Award End Dt Funding Source CFDA # SEFA Category Sponsor Type

~Select Value— | =] [~Sele =l [SelectValue— x| [“Select Value— 3] [Select velue— x| [“select value— | =l [“Select value— =] [~Setect valuie— | =l

>| Advanced Filters

Apply Filters | | Reset Filters

Fiscal Year = Current year i.e.: 2015 — 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

Budget Ledger = Standard Budget. Defaults from home page.

e Business Unit = LBFDN. Defaults from Home page.
[ ]
[ ]
dropdown field.
e Account Type = 60 — Expenditures. Defaults.
[ ]
[ ]

Fund = User specific — Click on the down arrow to choose a value(s).

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

Fund Fdescr Project Fdescr Project End Dt | Dept Fdescr<» ™ | Acct Fdescr Current Budget |Actuals Encumbrances | Balance Available | % Used Fiscal Year
G1617 - Victim Netification Focus Eval |G161713100 - Victim Notification Focus 2013|6/30/2014 00350 - Psychology | 601100 - Academic Salaries 9,700.00 0.00 0.00 9,700.00 0%
601201 - Management and Supervisory 3,004.00| 2,970.00 0.00 34.00 99%
601300 - Support Staff Salaries 2,220.00 0.00 (2,220.00)
601303 - Student Assistant 4,420.00| 1,296.00 0.00 3,124.00 2%%
601902 - Academic Salaries Manual Adj 10,098.00 0.00 (10,098.00)
603001 - OASDI 568.00 496.16 0.00 71.84 87%
603090 - Benefits-Others 4,152.00| 4,553.74 0.00 (401.74) 110%
613800 - Consulting Contract Services 6,400.00 1,984.55 0.00 4,415.45 31%
616003 - I/T Software - Non Cap 1,280.00( 1,637.10 0.00 (357.10) 128%
662001 - F&A Cost - Federal 4,429.00 0.00 0.00 4,429.00 0%
662803 - F&A Cost- Non-Governmental 3,788.33 0.00 (3,788.33)
6161713100 - Victim Notification Focus 2013 Total 33,953.00|29,043.88 0.00 4,909.12 86%
G1617 - Victim Notification Focus Eval Total 33,953.00|29,043.88 0.00 4,909.12 B86%
Grand Total 33,953.00|29,043.88 0.00 4,909.12 B86%

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.

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

Fund Fdescr Project Fdescr Project End Dt | Dept Fdescr<s " | Acct Fdescr Current Budget |Actuals Encumbrances | Balance Available | % Used Fiscal Year
G1617 - Victim Netification Focus Eval |G161713100 - Victim Notification Focus 2013|6/30/2014 00350 - Psychology | 601100 - Academic Salaries 9,700.00 0.00 0.00 9,700.00 0%
601201 - Management and Supervisory 3,004.00| 2,970.00 0.00 34.00 99%
601300 - Support Staff Salaries 2,220.00 0.00 (2,220.00)
601303 - Student Assistant 4,420.00| 1,296.00 0.00 3,124.00 29%
601902 - Academic Salaries Manual Adj 10,098.00 0.00 (10,098.00)
603001 - OASDI 568.00 496.16 0.00 71.84 87%
603090 - Benefits-Others 4,152.00| 4,553.74 0.00 (401.74) 110%
613800 - Consulting Contract Services 6,400.00 1,984.55 0.00 4,415.45 31%
616003 - I/T Software - Non Cap 1,280.00( 1,637.10 0.00 (357.10) 128%
662001 - F&A Cost - Federal 4,429.00 0.00 0.00 4,429.00 0%
662803 - F&A Cost- Non-Governmental 3,788.33 0.00 (3,788.33)
6161713100 - Victim Notification Focus 2013 Total 33,953.00|29,043.88 0.00 4,909.12 B86%
G1617 - Victim Notification Focus Eval Total 33,953.00|29,043.88 0.00 4,909.12 B86%
Grand Total 33,953.00|29,043.88 0.00 4,909.12 B86%
Columns Definitions
Current Budget Total Amount you have to spend. (Based on the FY and Accounting period

specified).

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

Encumbrances Total Purchase Order amount still open, but not invoiced.
Budget Available Amount you have left to spend.
% Used Fiscal Year Percentage you have spent.
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4.0

Drilldown to Detailed Data

From any report you are able to drill to the details that make up the amounts shown.

1.

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

Fund Fdaescrss ™ Dept Fdescr Account Fdescr Current Budget |Actuals Encumbrances |Balance Available | % Used Fiscal Year
GFOO1 - CSU Operating Fund | 00508 - Library Computer Labs 601303 - Student Assistant 64,600.00 48,713.80 0.00 15,886.20 75%
602001 - Work Study-On Campus 13,422.60 0.00 (13,422.50)
603012 - Medicare 136.17 136.17 0.00 0.00 100%
604001 - Telephone Usage 252.00 0.00 (252.00)
616002 - I/ T Hardware-Non Capitalized 1,520.80 || 0.00 {1,520.30)
616003 - IfT Software - Non Cap 0.00 0.00 0.00
616005 - Misc Info Tech Costs 0.00 0.00 0.00
616803 - /T Hardware-Capitalized 48,208.34 0.00 (48,206.34)
619800 - Instr Equip-NonCapitalized 0.00 0.00 0.00
660003 - Supplies and Services 1,300.00 0.00 0.00 1,300.00 0%
00508 - Library Computer Labs Total 66,036.17 |112,251.71 0.00| (45,215.54) 170%
GF001 - CSU Operating Fund Total 66,036.17 |112,251.71 0.00| (45,215.54) 170%
Grand Total 66,036.17 [112,251.71 0.00| (45,215.54) 170%
Results are displayed:
Actuals Drill Down
Time run; 8/24/2015 3:02:13 PM
Approximate Row Count: 2
Business |Fiscal|,_. ,|Accounting Doc Src |DoclLn Account  |Fund Dept Prog |Class |Project|Stat|Stat |Purchase : Supplier
Unit Year gl Date T Fdescr Descr SECLE Fdescr Fdescr  |Fdescr  |Fdeser |Fdescr|Fdeser (Cd |Amt |Order Sz Name
LBCMP - | 2014 4|10/1/2014 (00428723 VCH - AP |6677/ITSCO 584.80|616002 - |GFOOD1- (0O508- |[--- |[--- |--- |- 0.00 - 0000025781 | USBANKCORP
CA State Voucher |714-761- T Csu Library -002
University Accounting 8886 Hard Operating | Comp
Long Mon Fund Labs
Beach Capitalized
LBCMP - | 2014 12 |6/16/2015 |00453665 |VCH - AP | CA Recycle 936.00| 616002 - |GFDOL1- |00508- |--- ([--- |--- - 0.00 | 0000047305 0000000212 | HEWLETTPAC
CA State Voucher |Fee = 234 T Csu Library -001
University Accounting | at $4.00 Hardware- |Operating | Computer
Long MNon Fund Labs
Beach Capitalized
Grand I 1,520.80 I 0.00
Total
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5.0 Detail Transaction Reporting — All BU’s

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.

2| K New~ | BS Open~ | SignedIn As
Most Recent(Financial Reporting - Manage My Budget as
My Dashboard
Recent = Common Objects
Dashboards Systemuide Reporting
f55) Financial Reporting - Manage Financial Reporting - Home Financial Reporting - Financial = Financial Reporting
g O e i ore- 1 Franca Rorng
5 Sponsored Programs
Financial Reporting - Finandial. Financial Reporting - Trial Bala Financial Reporting - Actuals T i@ Sponsored Programs
Open | More+ 980 open | Morew 08 gpen | Morer [E.Iransaction. Inquiry
= Tree Reporting
Tree Reporting
ORACLE" Business Intelligence
Transaction Inquiry Home | Favorites v+ | Dashbo

m Open PO Reports Open Requisition Reports Actuals Reports Budget Reports Encumbrance Reports Requisition Reports

Select primary business unit for campus level reporting _Select primary budget ledger  Select original budget scenario only
LB49R - CSULB 49r Foundation; LBCMP - CA < v/ I Standard Budget | i = Apply | Reset~

LB49R - CSULB 49er Foundation
Report Index [¥| LBCMP - CA State University Long Beach
[C]LBCSU - CSULB CSU Business Unit
@ LBFDN - CSULB Research Foundation
[C]LBGAP - CSULB GAAP Business Unit
— []LBSTU - Long Beach AP Students
Displays open requisitions reports and transactions with variof

Open PO Reports
Displays open PO reports and transactions with varying view:

arch. .

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 BU’s, LBFDN — CSULB Research Foundation
then select all the BU’s you use.) LB49R — CSULB 49er Foundation
Primary budget 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 Home Page of Dashboard for details.

5.2 Transaction Inquiry - Actuals Transactions

This report displays actuals transaction activity based on the selected report filters. For example Vendor Invoices,
Journal Entries, Chargebacks, and/or Payroll details.
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1. From the Transaction Inquiry Dashboard, click on the Actuals Reports Tab.

Actuals Reports

Transaction Ingquiry

Home Open PO Reports Encumbrance Reports

Budget Reports

Open Requisition Reports Requisition Reports

Select primary business unit for campus level reporting
LE49R - CSULE 4! =]

2. Click the Actuals Transactions link.

[
Tronsacton tnqury

Home Open PO Reports Open Requisition Reports Actuals Reports Budget Reports

Report Index

Actuals Transactions

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

Actuals Reporting by Attributes
Actuals 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.

" Teansaction Inquiry

Heport Filters.
Busness Unit Feocal Year  Period From Perad To Account Type Moot Category
LBASR - COULB 4 =] 2915 = Botwemn 1 .12 bt 55 - Expendiberes ¥, b
Fusnd Dept Account Project Program Class.
CFO3H - At Eduer = = = = =] =
ur ROT Acosest ROT Project NOT Program ROT (lass HOT Acct Cat
Pasted Date I!‘lu-ﬂlmrnl‘te«nl Dt BB A.rxnunln‘ql’.l-lr l'.h(lmrﬂvv;x tommal Source Somermal Template ;wl.-, Sy [
| hdvanced Filters
e
o Business Unit = Defaults from home page. Select the BU to run this for.
o Fiscal Year = Current year i.e.: 2015 — 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.
e 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.

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.

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

4. Select Report View = Actuals Transactions Download to Excel.
Select Report View: | Actuals Transactions Download to Excel [ = |
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Actuals Transactions by Period

Select Report View: | Actuals Transactions Download to Excel [ ]

F vy
X csu

Business |Fiscal|,_ ., |Accounting Docsre  |DocLn Account Dept |Prog [Class  |Pr purchase| . supplier  |Invaice csu Ledger | Document
Unit vear P19 | pa Docid Fdescr  |Descr AmOUnt | fescr Fund FAeSC  Cfescr | Fdescr Fdescr  Foescr (Cd Amt Order | U1 I fiame o [ e g‘ﬂ Fdesar | Date
LBOMP - | 2014  1|7/4/2014 |0000541570(MIE-  |Collectedin |  80.00 205090 - |CFO19- At |- — [ [ [ [veo]- - - B 0000541570 |V Hemnandez |- |- ~|ACTUALS [7/1/2014
CA state Manual  |Advance OperRev  |Education/Tech - Rec CIA - Actuals
University Journal  |Report fo Coll in Adv Report for Ledger
Long Entry June 2014
Beach Term 2143
LBCMP - |2014|  1|7/4/2014 |0000541570|MIE-  |Collectedin | (80.00)|501110- |CFO19-Art 00214 |--- |SUMMR --- |- |0.00- - - - 0000541570 |V Hemandez |- - ~|ACTUALS |7/1/2014
CA State Manual ~ |Advance Course Fees |Education/Tech - Art - - Rec CIA - Actuals
University Journal  |Report fo (Csu 48s) Summer Report for Ledger
Long Entry Session June 2014
Beach Term 2143
LBCMP - |2014|  1|7/4/2014 |0000542483|MIE- |- 2,400.00(103004 - |CFO19 - At |- — [ [ [ [ven]- - - E 0000542483 | V.Hemnandez: |- |- ~|ACTUALS [7/1/2014
CA State Manual Accounts  |Education/Tech Eliminate - Actuals
University Journal Receivable- FALL 2144 Ledger
Lona Entry Oper Rev Revenue:

5.3 Transaction Inquiry - Budget Transactions

This report displays budget transaction activity based on the selected report filters.

1. From the Transaction Inquiry Dashboard, click on the Budget Reports Tab.

Transachion Inquiry
Budget Reports

Home Open PO Reports Open Requisition Reports MActuals Reports Encumbrance Reports Requisition Reporis

LB49R - CSULB 4! =/

2. Click the Budget Transactions link.

Transaction Inquiry

Home Open PO Reports Open Requisition Reports Actuals Reports Budget Reports I

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.

Select primary business unit for campus level reporting

Transaction Inquiry Home | Favorites» | Dashboards v

Report Filters
Business Unit Fiscal Year Period From Period To Account Type Account Category  Budget Ledger
LB49R - CSULB 4 =] 2015 >l Beweenll =iz x| 50- Revenues;60 ¥/ | [--Select vake— x| Standard Budget
Fund Dept Account Project Program Class Scenario
—Select Valve— | x| 00014 - Lbrary Rixl| [~Select Value— =] [~Select value— @] [Select Value— | x| [~Select Valve— | =l [~Select Value— =]
NOT Fund NOT Dept NOT Account NOT Project NOT Program NOT Class NOT Acct Cat
NOT[=Sefect Valuie— =] NOTI—Select Value— =] NOT[=Select Value— | =] NoT/—Select value— =] NoT{—Select Value— =] NoT|—=52 e~ =l NoT[-Sefect Value—
DocID Doc Date Jrnl Source Doc Line Descr
~Select Valve— | x| [=Select Valve— 3] [“Select Value— =] [“Select valie— =]

2>/ Advanced Filters

Apply Filters Reset Filters
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e Business Unit = Defaults from home page. Select the BU to run this for.

o Fiscal Year = Current year i.e.: 2015 — 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.

e 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.

e Budget Ledger = Standard Budget. Defaults from home page.

e Account Type = Defaults to 50 and 60.

¢ 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.

4. Select Report View = Budget Transactions Download to Excel.
Select Report View: | Budast Transactions Download to Excel E|

~| Budget Transactions

Budget Transactions by Period

Select Report View: Budget Transactions Download to Excel E|

_ Jrnl |Iml {3l Jrnl Doc
Business Fiscal Accounting Doc Src | Doc Ln Fund Dept Class |Project  Stat |Stat Iml [JmiLn Il
Unit Year Period Date Er=ir Fdescr | Descr foTers Account Fdescr Fdescr Fdeser Prog Fdescr Fdescr |Fdescr |(Cd |Amt :ﬁ]r :‘z’;' Fésv ID |Descr Class g:::'r \j‘" EFmEY
LBCMP - CA | 2015 1|7/23/2015 | 0000735535 |MIE - GF Enc 27,685.00 |613001 - GF001 - 00014 - === === == = 0 0|- N - |GFEnc = 17 | CARRYFORW
State Manual |Roll Contractual csu Library Roll
University Journal | Forward Services Operating | Fadilities Forward
Long Beach Entry Fund Mgmt
LBCMP - CA | 2015 1|7/23/2015 | 0000735535 |MIE - GF Enc 4,912.34 (613001 - GFO01 - 00014 - 10132 - - --- - 0 o|- N - GF Enc 18| CARRYFORW
State Manual | Roll Contractual Ccsu Library Teaching Roll
University Journal | Forward Services Operating | Faclities | Learning Forward
Long Beach Entry Fund Mgmt Innovation
LBCMP - CA | 2015 1|7/23/2015 | 0000735535 |MIE - GF Enc 16,601.40 (619800 - Instr | GFOOL - 00014 - 10132 - 2o == = 0 0|- N - |GFEnc 82 | CARRYFORW
State Manual | Roll Equip- CsU Library Teaching Roll
University Journal | Forward MNonCapitalized |Operating |Fadilities |Learning Forward
Long Beach Entry Fund Mamt Innovation
LBCMP - CA | 2015 1|7/23/2015 | 0000735535 |MIE - GF Enc 56,364.00 | 660003 - GFOO1 - 00014 - .- .- .- - 0 o|- N - GFEnc |- - 104 | CARRYFORW
State Manual | Roll Supplies and Csu Library Roll

5.4 Transaction Inquiry — Open PO Reports

There are three reports available:
o Open PO Report
o Open PO Views
o Open PO Transactions

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

Transactior

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

Select primary business unit for campus level reporting
LB49R - CSULE 4! =|

2. Select the desired report link.
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Transaction Inquiry

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

Report Fiters
Fincal Yoar Acoount Cabegony
a8 =3 -
Program Class
ROT Praject MOT Program nO Class ROT Acct Cat
- mor ] = T - -
Do Line Dewr Suppleer Supglier Deser

* hdvanced Filters

5.4.1

—

Business Unit = Defaults from home page. Select the BU to run this for.

Fiscal Year = Current year i.e.: 2015 — 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.

Report: Open PO Report

This report displays open Purchase Orders based on the specified report filters.

o

| Open PO Report

You have the ability to change the columns of information displayed using the column selectors (column
headers highlighted in “Yellow”)

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

Business Unit = LB49R - CSULB 49er Foundation,LBCMP - CA State University Long Beach,LBFDN - CSULB Research Foundation, Fiscal Year = 2015, Period = 2

Time run: 8/27/2015 4:37:07 PM

Column 1: | Fund Fdescr Column 2: | Dept Fdescr Column 3: | Acct Fdescr Column 4: |Doc Line = [=] Column 5: | Doc Ln Descr [=] Column 6: |Hide [=] [ox]
Fund Fdescr Dept Fdeser [Acct Fdescr Doc ID Doc Line #Doc Ln Descr Open PO Amt
GFOO1 - CSU Operating Fund 00700 - Deferred Maintenance |607031 - Capital-Construction Contract 13 | Athletic Field - Track Replace 63,866.42

0000047271 3283000001 - Lecture Hall 150/1 8,747.80

1/273000001 - MSX - ADA Sidewalk | 22,627.72

0000047725 1261000016 - University Pool - 125,987.00

660017 - Advert & Promo Publications 0000047655 1|Job Order Contract - JG-29, 30 2,945.08

660027 - Pollution Remed Exp (non-cap) 0000047517 1 |Liberal Arts 1 - Room 102 Reno 750.00

1|MSX - EN3, EN4, & VEC - Instal 2,170.00

1 |Peterson Hall 1 - Room 201 Ren 750.00

0000047795 1/281000029 - FA4 - Rooms 101 & 24,498.00

1Fine Arts 4 - Rooms 101 & 109 4,100.00

1 Family & Consumer Sciences - R 750.00

0000047900 1281000033 - Family & Consumer 2,000.00

0000047901 1|281000032 - Microbiology Room 2,800.00

660981 - Improvements / Mods (non-cap) | 0000047371 1 |service for University Student 13,496.96

1/273000008 - USU ath Floor ADA | 33,443.83

0000047730 1/2610000015 - Cole Center - Rep 161,700.00

0000047795 1/283000022 - MLSC- Paint Buld | 111,403.00

1|271000020 - CPAC Access Ramp & 96,185.45

0000047881 1281000026 - Library Entrance - 16,577.82

660982 - Design Srvs-D Phase (non-cap) |0000046625 1|CPAC - Add Handrails & Lightin 3,006.30

1|CPAC - Replace Exit Stairs wit 5,564.60

1|Engineering Technology - Repla 35122

0000046777 1 |University Student Union - 4th 2,300.00

0000046794 2| MSX - Miscellaneous Drafting S 2,796.24

0000047031 1|Horn Center Landscaping - Prov 541.93

0000047465 1 |Update Color Scheme for Buildi 5,300.00

0000047567 1| Kinesiology - Barre Rails Repl 6,500.00

'GFOOL1 - CSU Operating Fund Total 748,259.37

Grand Total 748,259.37
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5.4.2 Report: Open PO Views

This report displays PO transactions by various Chatfield and supplier views. The PO number can be drilled to
obtain all the transaction detail that supports the current open amount.

Business Unit = LBA9R - CSULB 49er Foundation,LBCMP - CA State University Long Beach,LBFDN - CSULB Research Foundation, Fiscal Year = 2015, Period = 2

Time run: 8/28/2015 11:58:25 AM

Select Report View:

FUid | GFO01 - C5U Operating Fund [

pen RO By Account
Open PO By Pragram

P0 A [FO Line # |Document Line Descr Supplier Sdescr | Account Open PO By Project [ iass [Dept ‘Open PO Amt
0000046628 Desion SrusD Phase (b F0 0/ 5055, i |-~ 00700 - Deferred Maintenance | 3,006.30
0000046629 Total Open PO By Suppler 3,006.30
0000046630 1]CPAC - Replace Exit Stairs wit | ARCHITECTS-001 _|660982 |- Design Srvs-D Fhase (n|Filters Jo62}- CPAC Replace Ext Stairs wyRamp |- - - 00700 - Deferred Maintenance|  5,564.60
0000046630 Total L 1 5,564.60
0000046696 1Engineering Technology - Repla | MORETOMATH-001 660982 - Design Srvs-D Phase (non-cap) |--- | 05613DM064 - ET-Replace Exit Signs |-~ - [00700 - Deferred Maintenance 3,451.22
0000046696 Total 3,451.22
0000046777 | 1|University Student Union - 4th | MYERSHOUGH-001 660982 - Design Srvs-D Phase (nen-cap) |--- | 0061455082 - USU 4th Floor Ramp Upgrade |- - - | 00700 - Deferred Maintenance 2,300.00
0000046777 Total 2,300.00
0000046794 2| M - Miscellaneous Drafting S |ARCHITECTS-001 |660982 - Design Srvs-D Phase (non-cap) |---  |--- [--- [00700 - Deferred Maintenance | 22,796.24
0000046794 Total 22,796.24
0000047031 1[Hom Center Landscaping - Prov_|SWAGROUP-001 _ |660952 - Design Srvs-D Phase (non-tap) |- -~ | 00113DMO0S6 - BH Oleander Removal & Replant |- - - |00700 - Deferred Maintenance 54193
0000047031 Total 541.93
0000047271 '3[283000001 - Lecture Hall 150/1 | CTGCONSTRU-001 [607031 - Capital-Construction Contract |- -- | 01714DMLL9 - Lecture Hall 150-1 Replace |-~ - |00700 - Deferred Maintenance|  8,747.80
0000047271 Total 8,747.80
0000047371 1 |Service for University Student | TWININGCON-001 660981 - / Mods (non-cap)|- - - 0061455082 - USU 4th Floor Ramp Upgrade |- - - | 00700 - Deferred Maintenance | 13,496.96
0000047371 Total 13,496.96

5.4.3 Report: Open PO Transaction Details

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

5.5

Open PO Transactions
“Time run: 8/28/2015 3:20:09 PHM
Business Unit = LB49R - CSULB 49er Foundation,LBCMP - CA State University Long Beach,LBFDN - CSULB Research Foundation, Fiscal Vear = 2015, Period = 2

i [F0 [P0 [rO Fiscal Prog |Class Document |Voucher |Voucher [Voucher |Accounting | KK Tran

o= Vendor | B0 musuntrdesr Pl periog Descr |perod Doc Ln Descr Doc Src Descr EncAmt | Acct Fdescr Fund Fdescr | Dept Fdescr P00 . |Cass  broj Fdescr Do o b= Youcher | Acc L

0000047655 | 0000000285 - MOGRAW-HILL |- 1 1| 1|LscWp-cAstte 2015 Period 1 - 1[Job Order Contract - | Encumbrance. 2,945.08 660017 - Advert & Promo |GFO01-CSU | 00700~ Deferred |--- |- |- /132015 |- 0 (77192015 |7/20/2015
INC University Long 2015-07-01 629,30 Activity from 2 PO Publications Operating Fund | Maintenance

0000043601 | 0000000836 - P25 - 1 1 1|LecHP- CAstate 2012[Period 12- | 12|HSCI-2nd Foor | Encumbrance. 3,900.00 (660982 - Design Svs-D |GF01 - CSU 00700 - Deferred |-~ |--- (0951155007 HOS Misc  |5/31/2013 |- 0 o[6/320136/4/2013
ENGINEERING INC University Long 2013-08-01 HVAC Renovati Actity from a PO Phase (non-cap) Operating Fund | Maintenance Items

0000043601 | 0000000896 - P25 - 1 1| 1]LBCHP-CAState 2013 Period 2 - 2[HSCI-2nd Floor | AP Voucher (5,900.00) | 660962 - Design Srvs-D | GFODL-CSU (00700 - Deferred |-~ |--- (0951155007 - HOS Misc  |5/31/2013 (00393956 1 1[8/13203 (8142013
ENGINEERING INC University Long 2013-08-01 HVAC Renovati (Accounting Phase (non-cap) Operating Fund | Maintenance Items

0000031710 0000001438 - MYERS - 1 1] 1[LBCMP- CA State 2011 Period 1 - 1|Ubrary - Install Roof | Encumbrance 22,500.00 607021 - Design Other | GFO0L - CSU_ | 00700 - Defered |-~ |---  |02010DMD34 - Lbry Instl | 7/8/2011 |- 0 o[7/si2011 [7/14/2011
HOUGHTON & PARTNERS University Long 2011:07-01 anchors Actuity from a PO Operating Fund | Maintenance Roof Anchor Davts.

0000031710 0000001438 - MYERS - 1 1| 1fsowp-castte 2011 Period 11- | 11 |Lbrary - Install Roof | AP Voucher (7,500.00) 07021 - Design Other | GFOOL-CSU__ [00700 - Deferred |---  |---  |02010DM034 - LibryInstl | 7/8/2011 |00356545 1 1[50z [s/s202
HOUGHTON & PARTNERS Unwversity Long 2012:05-01 /anchors. (Accounting Operating Fund | Maintenance Roof Anchor Davis

Transaction Inquiry — Open Requisition Reports

There are two reports available:

1.

2.

o Open Requisition Report
o Open Requisition Views

From the Transaction Inquiry Dashboard, click on the Open Requi
Transaction Inquiry

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

Select primary business unit for campus level reporting
LB49R - CSULB 4! =/

Select the desired report link.
Home Open PO Reports Open Requisition Reports Actuals Reports Budget Reports Encumbrance Reports Requisition Reports
Report Index

Open Requisition Report

Open Requisitions listing with six column selectors
Open Requisition Views

Open Requisitions listing by various views
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3. Select the Report Filters - search criteria that are used to generate the report results.

Transaction Inquicy *ﬂm

= Report Flters

Fiscal Yoar
0

Project Progesm Class
WOT Fund NOT Drpt MOT Acoount ROT Praject MOT Program WOT Class
Document Soeror  Doc 1D Document Dats Do Line: Dwcr Supgher Supplior Descr

+ bvanced Filiers

-

5.5.1

This report displays open requisitions based on the specified report filters.

Report: Open Requisition Report

Business Unit = Defaults from home page. Select the BU to run this for.
Fiscal Year = Current year i.e.: 2015 — 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.

NOT Acct Cat

o You have the ability to change the columns of information displayed using the column selectors (column

headers highlighted in “Yellow”).

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

amount.

Business_Unit = LB4IR - CSULB 49er Foundation, LBCMP - CA State University Long Beach,LBFDN - CSULB Research Foundation, Fiscal Year (as of) = 2015, Period (as of) = 2
Time run: §/28/2015 3:53:59 PM
Column 1: | Fund Fdescr [*] column 4: [Doctn =

[=] column 2: |Dept Fdescr [=] column 3: | acct Fdescr

[=] column s: [Doc Ln Descr

[=] column 6: [ide

Fund Fdescr Dept Fdescr Acct Fdescr ReqlD [Duc Ln #|Doc Ln Descr Pre-encumbrance
(GFO01 - C5U Operating Fund 00700 - Deferred 033 - Construction Gther 0000037004 1[University Pool ADA Upgrades - 13,355.88
613001 - Contractual Services 1 Sign repair to existing double 517.75

660981 - 1 Wods (non- 1/272000026 - Beach Drive - Poth 5,223.47

{00700 - Deferred Maintenance Total 19,117.10

G001 - CSU Operating Fund Total 19,117.10
Grand Total 19,117.10

Refresh - Export

5.5.2 Report: Open Requisition Views

=[x

This report displays PO transactions by various Chatfield and supplier views. The Req # can be drilled to obtain

all the transaction detail that supports the current open amount.

Business Unit = LB49R - CSULB 49er Foundation,LBCMP - CA State University Long Beach,LBFDN - CSULB Research Foundation, Fiscal Year = 2015, Period = 2

Time run: 8/28/2015 3:59:07 PM

Select Report View:  Reg By Fund

Fund | GFOOL - CSU Operating Fund [ #] Req By Account

Req By Program

[Req =4~ Fiscal Year [Account [Dent [Program [project _|Red By Project [ Class [supplier Sdescr | supplier Descr [P0 1D [Period | Open Reg Amt
0000037004 | 2015 607033 - Construction Other | 00700 - Deferred Maintenafce |- - - | AFP14DM QE: Sz gf::nmml rales |- - - | TWININGCON-001 | TWINING CONSULTING INC|- 2 13,355.88
0000037004 Total 13,355.88
0000037047 2015 [613001 - Contractual Services [00700 - Deferred Maintenance|- - - |MSX13DMO68 - Multiple Location-Sign Replace |- - - |MACHANSIGN-001 | MACHAN SIGN COMPANY |- 2 517.75
0000037047 Total 517.75
0000037060| 2015 660981 - 1 Mod )| - Deferred |--- |Msx15DM023 - Sidewalk Replacement |- - [ACCESSPACI-001 [ACCESS PAGIFIC TNG - [ = 524347
0000037060 Total 5,243.47
‘Grand Total 19,117.10

Refresh - Bxport
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5.6 Transaction Inquiry — Encumbrance Reports

There are two reports available:
o Encumbrance Transactions

o Encumbrance Reporting by Attributes

1. From the Transaction Inquiry Dashboard, click on the Encumbrance Reports Tab.
Transaction Inquiry

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

Select primary business unit for campus level reporting
LB49R - CSULE 4! =|

2. Select the desired report link.
" Transaction Inauiry

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

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.

Tramnaction Ingsiry

HOT Propent MOT Progeras NOT Class WO Acit Cat

Dot Line Deser

* Adwanced Filters

==

Business Unit = Defaults from home page. Select the BU to run this for.

Fiscal Year = Current year i.e.: 2015 — 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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5.6.1

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

Report: Encumbrance Transactions

Encumbrance Transactions
Time run: §/28/2015 4:03:38 PM

Business Unit = LB49R - CSULB 49er Foundation,LBCMP - CA State University Long Beach,LBFDN - CSULB Research Foundation, Fiscal Year = 2015, Period is between 0,12

Encumbrance Transactions [=]
Page Number [1[v]
Business Unit PO # PO Line # | Document Date | Fiscal Year| Period | Doc Src Descr Voucher [n[DacID | Voucher ID [Doc Ln Deser
LBCMP - CA State University Long Beach 4/9/4/2014 2005 1 Activity from a PO 0/0000045944 - Athletic Field - Track Replace 0.00
4/9/4/2014 2015|  2|Encumbrance Activity from 2 PO 0/0000045944 - Athletic Field - Track Replace 0.00
5/9/4/2014 2015 1 Activity from 2 PO [] - Athletic Field - Track Replace .00
5|9/4/2014 2015 2 Activity from 2 PO ] - Athletic Field - Track Replace .00
6 3/4/2014 2015|  1|Encumbrance Activity from a PO [0 - Athietic Field - Track Replace .00
6/9/4/2014 2015|  2|Encumbrance Activity from a PO [] E Athletic Field - Track Replace 0.00
7/9/4/2014 2015| 1 |Encumbrance Activity from a PO [] - Athletic Field - Track Replace 0.00
7/9/4/2014 2015|  2|Encumbrance Activity from a PO [] Athletic Field - Track Replace 0.00
89/4/2014 2015 1 Activity from 2 PO [] Athletic Field - Track Replace 0.00
8[9/4/2014 2005 2 Activity from a PO [] [Athletic Field - Track Replace 0.00
a[9/4/2014 2005 1 Activity from a PO [] Athletic Field - Track Replace 0.00
9/9/4/2014 2015|  2|Encumbrance Activity from 2 PO [] Athletic Field - Track Replace 0.00
10/9/4/2014 2015 1 Activity from 2 PO [ Athletic Field - Track Replace .00
10 9/4/2014 015 2 Activity from 2 PO ] Athletic Field - Track Replace 0.0
11]9/4/2014 2015 1 Activity from 2 PO ] Athietic Field - Track Replace 0.00
11 [9/4/2014 015 2 Activity from a PO [0 Athietic Field - Track Replace n.00
12|9/4/2014 2015| 1 |Encumbrance Activity from a PO [] Athletic Field - Track Replace 0.00
12|9/4/2014 2015|  2|Encumbrance Activity from a PO [] Athletic Field - Track Replace 0.00
139/4/2014 2015| 1 |Encumbrance Activity from a PO [] Athletic Field - Track Replace 0.00
13 [9/4/2014 2015 2 Activity from a PO ] [Athietic Field - Track Replace .00
0000046629 11/29/2015 2015| _1|AP Voucher Accounting 1 ‘CPAC - Add Handrails & Lightin (2,004.20)
0000046630 11/29/2015 2015| 1|AP Voucher Accounting 1 CPAC - Replace Exit Stairs wit (8,346.90)
0000046651 1/2/3/2015 2015|  1|AP Voucher Accounting 2 igns, Option 2 -Fabricated le (5,554.34)
2[2f3/2015 2015|  1|4P voucher Accounting 3/0000046651 | 00455816 _|signs, Full Size Sample Not An (17.72)
3[2/3/2015 2015 1 /AP voucher Accounting 1|0000046651 00455816 [1nstallation of signs per spec (2,400.00)

5.6.2 Report: Encumbrance Reporting by Attributes

This report displays encumbrance transactions based on the specified report filters. You have the ability to
change the columns of information displayed using the column selectors (column headers highlighted in “Yellow”).

| Encumbrance Transactions by Attributes

Business Unit = LB49R - CSULB d9er Foundation,LBCMP - CA State University Long Beach,LBFDN - CSULB Research Foundation, Fiscal Year = 2015, Period is between 0,12

Encumbrance Transactions by Att
Time run: 8/28/2015 4:06:28 PM

‘Show Column 1: Column 2: Column 3: Column 4: Column 5: Column 6:
Fund Fdescr [=] |Dept Fdeser [=] | Acct Fdeser [=] [Doctn [=] | supplier [=] [nide =]
Select Report View: | Encumbrance Custom Summary
Fund Fdescres +” Dept Fdescr Acct Fdescr Doc Ln [Supplier | Doc ID Accounting Date|PO Date | Doc Src Fdeser Doc Ln #|Doc Ln Descr
(GFOD1 - C5U Operating Fund (00700 - Deferred Maintenance | 607031 - Capital-Construction Contract 1[0000018630 0000047729 | 7/30/2015 7/21/2015 | ENC - Encumbrance Activity from a PO 1[263000016 - University Pool - 125,987.00
7/13/2015 6/18/2015 | VCH - AP Voucher Accounting 1[27)000001 - MSX - ADA Sidewalk
/772015 2/3/2015_|VCH - AP Voucher Accounting 1[Signs, Option 2 -Fabricated le
3]0 8/13/2015 5/29/2015 | VCH - AP Voucher Accounting 3/281000001 - Lecture Hall 150/1
/11/2015 9/4/2014 [ENC - Activity from a PO, 4| Athletic Field - Track Replace
7/7/2015 2/3/2015_|VCH - AP Voucher Accounting 4| Inset to loose back fittings a
8/11/2015 9/4/2014 |ENC- Activity from a PO 5| Athletic Field - Track Replace 0.00
3/7/2015 2/3/2015 |VCH - AP Voucher Accounting 5[Boon Lift to properly install (272.50)
6 | 3/11/2015 9/4/2014 |ENC - Activity from a PO| 6 Athletic Field - Track Replace 0.00
70000035290 | 0000045944 8/11/2015 9/4/2014 [ENC- Activity from a PO, 7| Athletic Field - Track Replace 0.00
8 [ 112015 9/4/2014 |ENC - Encumbrance Activity from a PO 8| Athletic Field - Track Replace 0.00
90000035290 0000045944 8/11/2015 9/4/2014 |ENC- Activity from a PO, 9| Athletic Field - Track Replace [T
10 | /11/2015 9/4/2014 [ENC - Activity from a PO, 10/ Athletic Field - Track Replace 0.00
11/0000035290 | 000004594+ 8/11/2015 9/4/2014 [ENC- Activity from a PO, 11 Athlefic Field - Track Replace 0.00
1210000035290 | 0000045944 |8/11/2015 9/4/2014 |ENC - Encumbrance Activity from a PO 12/ Athletic Field - Track Reolace 0.00
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5.7 Transaction Inquiry — Requisition Reports

There are two reports available:
o Requisition Transactions Reports

o Requisition Reporting by Attributes

1. From the Transaction Inquiry Dashboard, click on the Requisition Reports Tab.
Transaction Inquiry

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

Requisition Reports

Select primary business unit for campus level reporting
LB49R - CSULE 4! =|

2. Select the desired report link.
Home Open PO Reports Open Requisition Reports Actuals Reports Budget Reports Encumbrance Reports Requisition Reports
Report Index

Reguisition 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.

Trasnaction Inguiry

Basiness Uit Fiscal Year Perwd From Perad To Aecosnt Category
LB - COURLE 4 = 015 =  Betweand =)

Fusd Dept Accoant Projed Program Class
L = zl 2 2

NOT Fund NOT Dept WO Aot HOT Prajec MOT Progeres NOT Chass WOT At Cat

- NOT w ]

Bocwment Sownce Doz 1B Docusent Dale Dae Line Descr

* advanord Filters

-

Business Unit = Defaults from home page. Select the BU to run this for.

Fiscal Year = Current year i.e.: 2015 — 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 Report

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

~ Requisition Transactions Report

Requsition Transactions
Business Unit = LB49R - CSULB 49er Foundation, LECMP - CA State University Long Beach,LBFDN - CSULB Research Foundation, Fiscal Year = 2015, Period is between 0,12

Requisition Transactions limited Columns =]

Page Number [1[+]

Business Unit Reg® Req Ln= |Req Date |Fiscal Year| Period|Supplier Id_|Supplier Name __|Doc Src Faescr POz PO Line#|Doc 1D Doc Ln Descr Period Descr Amount
LBCMP - CA State University Long Beach | 0000036280 14/23/2015 2015 10000001443 |GORDIANGRO-00 [ENC - Actiity from a PO 0000047063 10000036280 22000021 - Horn Center Landsc | Period 1 - 2015-07-01 0.0

0

1[5/4/2015 2015 1[0000001448 |MYERSHOUGH-001 |ENC - Actity from 2 PO 1 Cole Center - Repair Glulam Be _|Period 1 - 2015-07-01] _(3,500.00)

1[5/4/2015 2015 1[0000001448 |11 UGH-001 [REQ - Pre from a Requisiion - Cole Center - Repair Gluiam Be _|Period 1 - 2015-07-01] _3,500.00

0000036441 1/5/26/2015 2015 1/0000009340 | H2ENVIRONM-002 |REQ - Pre - 0/0000036441 | Psychology - Sociology Departm | Period 1 - 2015-07-01 0.00
1|5/29/2015 2015 1/0000038439 | CTGCONSTRU-001 |REQ - Pre from a Requisition |- 00000036483 | 281000007 - FA3 Refinish Wood | Period 1 - 2015-07-01 0.00

0000036501 1/6/1/2015 2015 1/0000035694 | TWININGCON-001 |REQ - Pre from a Reguisition |- 00000036501 |Liberal Arts 2, 3, 4 - Blockho Period 1 - 2015-07-01 0.00
0000036532 | 1)6/4/2015 2015 10000003340 | H2ENVIRONM-002 |REQ - Pre Encumbrance from a Requisition |- 00000036532 | Engineering Technology - Repla | Period 1 - 2015-07-01 0.00
622/2015| 2015 1|oooanaaes2 Jenc- Actiity from a PO 10000036633 Update Color Scheme for Buldi _|Period 1 - 2015-07-01_(5,300.00)

|REQ -Pre from a Requisition |- teinberg Architects, Inc.- Qu Period 1 - 2015-07-01|  5,300.00
ENC - Encumbrance Activity from 2 PO |0000047523 10000036634 | MSX - ENG, EN4, & VEC - Instal _|Period 1 - 2015-07-01[ (2,170.00)
|REQ - Pre Encumbrance from a Requisition |- MSX - EN3, EN4, & VEC - Instal | Period 1 - 2015-07-01| __ 2,170.00
ENC- Activity from 2 PO___| 0000047517 Uiberal Arts 1 - Room 102 Reno | Period 1 - 2015-07-01| _(750.00)
Uberal Arts 1 - Room 102 Reno_ Period 1 - 2015-07-01| __ 750.00
eriod 1 - 2015-07-01] (34,051.60)

1
1[6/22/2015
1[6/22/2015
1
1

6/22/2015
0000036658 6/23/2015
5

6/23/2015

2
TITANENVIR-001

1]0000036656,

Fl

1 REQ-Pre from a Requisiion -
26/30/2015 CI-001 |ENC- Activity from a PO 71000007 - MSX - Tree Trimmin

26/30/2015 ACCESSPACI-001 ‘R.EQ -Pre from a Requisition |- 71000007 - MSX - Tree Trimmin | Period 1 - 2015-07-01|  34,051.60
1

1

1357;
7/1/2015 2015 10000038470 | HHFREMERAR-001 |REQ - Pre Encumbrance from a Requisition |- 00000036706 | Kinesiology - Barre Rails Repl __[Period 1 - 2015-07-01| _6,500.00
7/1/2015 2015 2|0000038470 | HHFREMERAR-001 |ENC - Encumbrance Activity from 2 PG| 0000047567 10000036706 Kinesiology - Barre Rails Repl __[Period 2 - 2015-08-01] (6,500.00)

F

5.7.2 Report: Requisition Reporting by Attributes

This report displays requisition transactions based on the specified report filters. You have the ability to change
the columns of information displayed using the column selectors (column headers highlighted in “Yellow”).

Business Unit = LB49R - CSULB 49er Foundation,LBCMP - CA State University Long Beach,LBFDN - CSULB Research Foundation, Fiscal Year = 2015, Period is between 0,12

Time run: 8/28/2015 4:40:15 PM

Column 1: |Fund Fdescr [=] column 2: |Dept Fdescr [=] column 3: [Acct Fdescr [=] column 4: [Doc Ln [=] column s: | Supplier [=] column 6: [ide =]
Fund Fdescr Dept Fdescr [Acct Fdescr Doc ID Doc Ln|Supplier | Pre-encumbi |
(GF0O1 - CSU Operating Fund 00700 - Deferred Maintenance |607031 - Capital-Construction Contract 0000036839 1/0000018690 0.00

607033 - Construction Other 1 0.00
1 13,355.88

613001 - Contraciual Services 0000037047 1 51775
660017 - Advert & Promo Publications 0000036777 1/0000000452 0.00
| 0000036780 | 1 0.00

(660027 - Pollution Remed Exp (non-cap) | 0000036441 0.00
0000036532 0.00

0000036634 1/0000025789 0.00

1 0.00

0000036711] 10000030485 .00

0000036715 1|0000025789 0.00
0000036751 2|0000035716 0.00
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5.8 Transaction Inquiry — ProCard Transactions

This report displays ProCard transaction details based on selected report filters. For example 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 Open PO Reports Open Requisition Reports Actuals Reports Budget Reports Encumbrance Reports Requisition Reports ProCard Transactions

Select primary business unit for campus level reporting  Select primary budget ledger Select original budget
LB49R - CSULB 49er Foundation;LBCMP - CA ¢ 7/ Standard Budget =l =l

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

Transaction Inquiry Home | Faverites~ | Dashboards ~

Home | OpenPOReports  Open Requisiton Reports  ActualsReports  BudgetReports | Encumbrance Reports  Requisition Reports  ProCard Transactions

| Report Filters

Business Unit Fiscal Year Period From To Account Type Account Category
LB49R - CSULB 4! »| 2015 =l Betweenl =12 =] 60 - Expenditures | =l
Fund Dept Account Project Program Class
=l =l =l =l =l £
NOT Fund NOT Dept NOT Account NOT Project NOT Program NOT Class NOT Acct Cat
NoT! =l ot =l nor =l ot =l ol =l not =l not =l
Invoice Id Invoice Date PC Supplier PC Reference # PC State
=l =l =l =l =l

PCBusiness Unit | PC Origin PCOWner PC Account
LBCMP - CA State v =l = =

2| Advanced Filters

Apply Filters | Reset Filters

¢ Business Unit = Defaults from home page. Select the General Ledger Business Unit that the financial
transaction is recorded.

Fiscal Year = Current year i.e.: 2015 — 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.

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.

| Procard Transaction Details
ProCard Transaction Details
Business Unit = LB49R - CSULB 49er Foundation,LBCMP - CA State University Long Beach,LBFDN - CSULB Research Foundation, Fiscal Year = 2015, Period is between 1,12

‘Time run: 5/5/2016 8:08:09 AM

Show Column 1: [Dept Fdescr ] column 2: [Fund Fdescr V| Column 3: [Acct Fdescr ~| column 4: [Hide ~| column 5 [Hide ~| column 6: [Hide v]
Select Report View: | Pro Card Transaction Details V]
Invoice PC Trans PC PC Dist PC Reference Fiscal
Dept Fdescr Fund Fdescr Acct Cat Fdescr Invoice ID Date Date PC Supplier Name State  |Amt ¥ PC Description Year Period
00002 - Academic Technology Services GF001 - CSU Operating Fund-TEST 660 - Misc. Operating PCO: 01/25/2016 | B&H PHOTO, 800-606-6969 mV 598.32 - 76149085/0THER DIRECT MARKETER 2015 8
Expenses READYREFRESH BY NESTLE |CA 54.42 - 000027197/MISCELLANEOUS AND SPECIAL 2015 8
VZWRLSS*MY VZ VB P GA 59.45 - BO00000000000010658543/ TELECOM SVC/CRED CRD 2015 8
'WEDDINGCOMPASS.COM CA 1,295.00 |- 679/ADVERTISING SERVICES 2015 8
'WESTIN LONG BEACH CA 527.60 |- 720332/ Westin 2015 8
01/27/2016 | B&H PHOTO MOTO INY 1,704.00 - 570046/CAMERA & PHOTOGRAPHIC SUP 2015 8
LOS ANGELES BUSINESS CcA 5,500.00 |- 426012615410002/CONTINUITY SUBSCRIPTION 2015 8
02/01/2016 | BERTEC CORPORATION OH 2,895.00 |- /HOLESALE COMMERCIAL 2015 8
HYATT REGENCY LONG CcA 320.20 |- 0013986301280/HYATT HOTELS 2015 8
PAYPAL *IKAV [ 315.00 - 59V122XN34X52/PROFESSIONAL SERVICES 05 8
SHI INTERNATIONAL CORP  |NJ 1,411.59 - 20684782/ WHOLESALE COMPUTERS/ 2015 8
02/02/2016 | THE SLOAN CONSORTIUM MA 599.00 - 127785/SCHOOLS/EDUCATIONAL SCHL. 2015 8
599.00 127786/SCHOOLS/EDUCATIONAL SCHL. 2015 8
599.00 127787/SCHOOLS/EDUCATIONAL SCHL. 2015 8
s .
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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 what a Document Source (Doc Src) is can be very
beneficial. Below is your road map for identifying what it is you are looking at. 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 which originated from 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 DstLn #

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

POLn# 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

POLn#

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 PI Name, Fund, etc.) is always up-to-date on
all current (active) funds.

Grant Admin /

Budget to Actual
Summary Between
Periods

Similar to the Budget-to-Actual report under the “Manage My Grant” tab, it
allows for 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 very useful if you are drawing funds
for all of your 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 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 /

Billing Report by Fund
and Project

Same as above, but 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 /
Award-Project Attributes

This report provides all of the attributes from the SP Mod based on the
selection criteria provided — and may be used to incorporate attributes into
other reports where some of the SP attributes may not have been available
(like the financial reports).

Reporting Attributes

Award Attributes / Provides a report of Project Closeout attributes to facilitate the award
Award-Project Closeout closeout process.
Report
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 set to “Y".
Award Attributes / If report types and due dates are entered into the SP Mod, this report can be

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 (scenario’s) 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

Amount 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 Dst Ln # 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.

Doc Ln Document Line. The line number of the transaction source document

Doc Ln# 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 Fld 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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Open Item 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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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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