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1.0 Logging into the CFS Data Warehouse System

1. Access your default browser window. Enter the URL — https://my.csusm.edu.

2. Click on the “CSYou & CSU CFS Login.”

Employee CSYou & CFS

Access CSYou Portal and the
CSU Common Financial System
(CFS) System

|7 CSYou & CSU CFS Login7|

3. Enter your campus username and password and click Login.

4. Once you have successfully logged in, you will be directed to the Common Financial System (CFS) page.

Click the Finance Data Warehouse Login — link to access CFS Data Warehouse.

Common Financial System A %

(CFS) Common Financial System (CFS)

i apia The Common Financial System, referred to systemwide as the CFS,

Financial Information Systems replaced the California State University PeopleSoft Finance 9.0

(F1S) environment in July 2011. CFS was instituted in an effort to achieve
database consolidation across all campuses.

CFS Login Please utilize the CFS 9.2 and Data Warehouse 11G Training
materials available in the links provided below.

Finance Data Warehouse
Login
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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

2.1 Home Page

Once you have successfully logged in, you will be directed to the Home page. This page contains the
Dashboards and the most recent reports you have run.

Processing Steps / Field
Name

Screenshot / Description

The ‘Recent’ area shows
reports that have been recently
run.

ORACLE" Business Intelligence

Home

| ==

Dashboards

Home | Dashboards »

E New~ | BS Open~

Signed In As

run a report from.

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

2. Click on the dashboard
you wish to use.

Most Recent(Sponsored Programs - Grant Admin}

My Dashboard
= ancial Renaorting
Financial Reporting
=] Sponsored Programs
Spaonsored Programs
[= Transaction Inquiry

Transaction Inquiry

Sponsored Progr
Open | More »

Financial Reporti

oC DL
oD (u]n]

Qpen | More =

Manage My Budget - Fund (3... Manage My Budget - Fund Manage My Budget - Home
Sl open | More 981 open | More~ S8 open | More~
Manage My Budget - Departm... Manage My Budget - Departm... Management Reporting - Home
801 open | Morew S8 open | Morew 881 open | Morew
More Dashboards
The Dashboards is where you
D a Dashboard c p Q
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Processing Steps / Field Screenshot / Description

Name
3. You are now in the i
dashboard you selected. e | Mkt W e o Pk G P ol Syt P ol S v e b O o s P B b o 5D
. Dolank Moty th L
The different tabs "
represent the different s 4 ™ )t}

inquiries/reports you have
available to run within the
selected dashboard.

ch S of ot A, W, et I Bt Dyt G0 i 1 4 et o of W, i L, (oot icturt, o, o, ind cm (AN ind Mo it Norichy. Mg Wy Bk e /it 9 i urt o 30 (oo i

20t f ko, XS, WCUPEEICR, PRI, 1 Bk lobie 23 S 00 2w b of ftrs Whch ikt the charfeld, a3 CS) 2, v, 0 Nl EAIPFukd 270, T G0 o B i 15 0y aent
o 4 17 5 v 1 ) SR I o J0ureng puriods, e Fearcil Scmrury D P

This example is using the
Financial Reporting
dashboard.

Before proceeding to the i e ek B B
various tabs, you first need to (7= SN S — e ——

set the dashboard’s Home rm—— ———— ————— :
defaults. This is done from the e A 12 P : [ o |
Home Tab of the dashboard. '

ke vt of Duadiel, WL w0 et et o Pk, wthaong el dhmcirtewt, MUinAL frtiert, S0, ] O ChThold i T it iy, Moy ol S 2fits 1 L inAl

4. Select the Business Units ‘ |
i ot i i i e i, (3. G0 i 12 Dot oty o et g . rarce ralat
that are applicable: im0, R, w, reati 9 Do, For R ] g o ey

aca b o 2w o o s i inch T CharTki, ke an 30 s, s, 0 PegbeSdt chasseld vt These s an b
frehs v

SMCMP, SMURS,
SMFND, etc.

5. Select primary budget
ledger = Standard
Budget

6. Original Budget Scenario
only = leave blank

7. Click the Apply button
once completed.
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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
Name

Screenshot / Description

Various Tabs have many
report options. For example,
the Open PO Reports has 3
reports. Once you have
selected the report to run, you
will need to use the
Breadcrumbs if you wish to go
back to the Report Index within
the tab.

-
Transaction Tnquiry

Home Open PO Reports Open Requisition Reports Actuals Reports Budget 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

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 Inquiry: 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
Name

Screenshot / Description

Select the Business Unit(s)
you want to run the report for.

Business Unit
[SMCMP - Cal State San Marcos: SMURS - Univa =
[] SMASI - Associsted Students Inc. ]

| SMCMP - Cal State San Marcos _
| SMCOR - SM University Corporation

o

| O & [

o o o

%
=
9]
5
[
i
[
e |
=
[
i
=
m
[

e

fa o

= =

3 €3

(=]

w w
|

o o

%
=
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=
)
"
[
e |
=
il
[=]
=
=
(=9
=
[=]
e |
7

| SMGEAP - San Marcos GALAP BU
(] SMSTU - Cal State San Marcos Studsnts
| SMURS - Univ Aux Ressarch Serv Corp ™

&<
G
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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

Filters e

Dept Tree

fued Tree

Project Tree
Fund CF Attrib
Fund Proc Type

SCOFued

Col

Account Categery BudgetLedger  Fund CF Status.

Dept Level 4

Tund Level 4

Acct Level 4

Project Level &
Project CF Attrib
State Gt Acct

FIRMS Project

Beset Piters

Report Filters vs. Advanced il

ome  Manwgn My Budset w3 of Percd  Financial Summary As of Pertod  Firancal Surrmary Between Penods

Pecformarce Repert As of Percd

Dept Level 5
Tund tevel 5

Acct Level
Project Level S
Project CF Att val
GAAP Nat Class

GAAP NAC NOT CSU Fund
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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
Name

Screenshot / Description

1. Select the “down” arrow to Fund -
see the valid search - 1 :
. v/
choices. You can scroll 2
down and find the value 4] .XJ. ................................... :
you are looking for. 10006 - General Fund Alloc 2006-07
10007 - General Fund Alloc 2007-08 2
2. If the “Blank” value is A
10008 - General Fund Alloc 2008-09
checked (X), make sure to b - N
. 0008 - Ge d Alloc 2009-1(
uncheck or no data will be 10009 - General Fund Alloc 2009-10
returned. 10010 - General Fund Alloc 2010-11
10011 - Gep=ealFund Alloc 2011-12
3. Ifthe listis too long and woa12 oo 3 Fund Alloe 2012-12 -
you want to perform a More/Search...
specific search select the
More/Search. See below.
More/Search Feature T @8
Available m Selected V4
To perform a broader search, @ Search resuits b ke i e broaee ot
you have the following options: ol Comais.
Search | Match Case
1. Name 10006 - General Fund Alloc 2008-07 a
10007 = General Fund Allec 2007-05 T
e  Starts 1.m-smfil F:ndﬂ:: 2008-09 i/
i 10009 - General Fund 2005-10
» Contains 10010 - Gansral Fund Alloc 2010-11 B
° Ends 10011 - Genera: Fuhdﬁ:ac 2011-12
10012 - General Fund Allec 2012-13
i 10013 = General Fund Allec 2013-14
* IsLike (patter e e o <
match) 10015 - General Fund Alloc 2015 - 16
10205 « GF Reimb Activity Exp 200506 «ﬁ
10210 - Gan Fund ARRA
2 Match Case 11036-GC|IF:I‘\GARREUF'I'2W6 -
° Uncheck Choices Retumnad: 1-256+  Mofe..
QK Cancel
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Processing Steps / Field
Name

Screenshot / Description

3. Enter the value you are
searching for.

4, Select Search.

5.  Once you find what you
are looking for you can do
the following to get the
value(s) to move to the
Selected box:

Double click the value.
Or
Select the value, and then

b2

click on the “Move”
icon.

Or
Click on the “Move All”

é» icon and the entire
search results will move to
the Selected section.

Select values

Available

Selected

() Starch resuks are net mited to vahets in the browse kst

Name Conthing ¥ |oca

41101 -
43105 -
44511 -
43630 -
49654 -
51145 -
52013 -
52107 -
55013 -

| Search |

Match Case

TF Academic Competitive Grant
TF Lettery Accred & Acad Dav

TF Acad Excellnce & SuccessFee
TF Nursing Test Acad Skills

TF C5U Academic Resource Conf
Caxaca Student Organization
Campus Prog - Academic Support
MHC Characteriz in Macaques
Campus Prog - Academic Support

@R
&
_OK | Cancel

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
Name

Screenshot / Description

Hide or unhide any of the
last four columns in a six-
column report.

Show Cobumn 1: [Dept Foesr

] Column 2: [Fund Faescr ~] Cotumn 3: [Acct Gat Fes ~ [cotumn a: [rice

] Coumn 5: [Fide | Column &: [Hie ] |ex
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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.

Fund Fdescia V | Class |Acct Cat Fdescr Current Budget [Actuals Encumbrances
48500 - TF Campus Operating Fund |00201 |606 - Travel 750.53 0.00
00201 Total 750.53 0.00

00302 |601 - Regular Salaries and Wages 2,500.00 0.00

603 - Benefits Group 36.25 36.25 0.00

660 - Misc, Operating Expenses 28,421.1% 0.00

00302 Total 36.25| 30,957.44 0.00

00602 [660 - Misc. Operating Expenses 0.00 0.00

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.

&4 Sort Column

| PR P T

Keep Only

Remove

Show Subtotal

Show Row level Grand Total
Show Column level Grand Total

Exclude column

Include column

Maowe Celumn

3

»

vl Wagss

JENSES

JENsEs

vl Wages

x5 Group

[1& _ Tnfarmatinn Tarhnalnm: Cacke
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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
Name

Screenshot / Description

1. Place the cursor at the top
of a column.

The Show Subtotal option is available

only from columns formatted as

column selectors, as indicated by the
yellow column heading.

2. Right click on the yellow
column heading to access
the Columns shortcut
menu.

3. Choose Show Subtotal >
After Values to add a
Subtotal.

Or

Choose None to remove
Subtotal.

| $f) sort Column
Keep Only

Remove

Show Subtatal

Show Row level Grand Total

¢ Show Column level Grand To

Exclude column

! Include column

Move Column

ze-Unavailable for Appropriat

~a-l Inavsailahle for Annronriat

Mane

After

Values

Befor:

e Values

At the Beginning
At the End

e-Unavailable for Appropriat

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.

2.7.1 Pivot — Creating New Columns in a Report

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

Processing Steps / Field
Name

Screenshot / Description

1. When ‘Pivots’ are within
the report, right-click on
the field description, (in
this example, Fund
Fdescr).

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

This example is using the
Financial Reporting > Actuals
Trial Balance Report.

Fund Fdeerril A00nn - TE M ansmise Minaratins Buond

94 sort Column

|2

Igfs | Ao
0201 |60t Keep Only 3
@E Remaowve L4
0302 [60:
|60 Show Subtotal *
est |
10302 To Show Row level Grand Total *
D602 |66l Show Column level Grand Total  »
10602 To
1001 | 60! Exclude column
Lol Include column ¢
11001 To
1201 5[).-' Mewve Column * |
506 - Travel
613 - Contractual Services Group
616 - Information Technology Costs

L

wdget | Actuals
750.53
750.53
2,500.00
36.25 36.25
28421.1%
6.25| 3095744
0.00
0.00
18, 148.50
39.50 5,669.50
To Sections
To Columns

To Rows
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Processing Steps / Field
Name

Screenshot / Description

Fund Fdescr ‘Pivot’ is now a

Fund Fdescr Class |Acct Cat Fdescr Current Budget | Actuals
new column: Fund Fdescr. 48! TF Campus Operating Fund | 00201 |606 - Travel 750.53
00201 Total 750.53
00302 | 601 - Regular Salaries and Wages 2,500.00
603 - Bznefits Group 36.25 36.25
660 - Misc. Operating Expenses 28421.1%
00302 Total 36.25| 30,957.44
00602 | 660 - Misc, Operating Expenses 0.00
00602 Total 0.00
01001 | 601 - Regular Salaries and Wagss 18,148.50
&03 - Benefits Group 5,668.50 5,669.50
01001 Total 5,669.50| 23,818.00
..... |[=———— [—
1. To move the column back S
as a pivot, right-click on g ¥ Sort Column '
the column header. Kesp Only " T salariesand Wages |
Remove 3 5 Group |
2. Select “Move Column” iperating Expenses |
then “To Prompts”. Show Subtotal [ —
Show Row lavel Grand Total y lperating Bxpenses |
show Column level Grand Total  * | 53jaries and Wages |
= Group
Exclude column
Include column v Jnications
Move Column 'l Right
616 - Inform | To Prompts
660 - Misc. € .
£30 - Opera To Sections
01201 Total To Columns
Fund Fdescr column is how a
‘Pivot’ Select Report View: | Summarized
1
| Fund Fdescr | 48500 - TF Campus Operating Fund | v |
Class |#cct Cat Fdescr Current Budgst | Actuals Encu
00201 |606 - Travel 750.53
00201 Total 750.53
00302 | 501 - Regular Salaries and Wages 2,500,00
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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 Class |Acct Cat Fdeser [Firrant Rudnat Tartiale Encumbrances [Bala
selector a Report Section, 00201 |B0E P4 sort Column o3 0.00
right-click on the column 00201 Tota i3 0.00
head Keep Only L) 0.00
eader. Remove - 0.00
0 15 0.00
2. Select “Move Column”, 00302 Total Show Subtotal T ] 0.00
« . » 00602 660 - I 0 0.00
then “To Sections Ttal Show Row level Grand Teotal 3 0 0.00
. . . 01001 Show Column level Grand Total » 30 0.00
This example is using the ~ 000
Financial Summary As of 01001 Total Excluds column 0 0.00
Period Report. gint Inclide column y 0 £.00
| Move Column 4 | Left
4,085 5 Prompts
13,280, -
| £8,635. To Sections
01201 Total 208,658+  ToColumns
Acct Cat Fdescr column is now I_ 507 - Copital Outlay Projects |
a Report Section. R Current Budget | Actuals | Encumbrances |Balance Available % Used Fiscal Year
48500 - TF Campus Operating Fund | 16004 0.00 0.00 0.00
16004 Total 0.00 0.00 0.00
16005 0.00 0.00 0.00
16005 Total 0.00 0.00 0.00
48500 - TF Campus Operating Fund Total 0.00 0.00 0.00
Grand Total 0.00 0.00 0.00
| 609 - Financial Aid I
T Thass Current Budget | Actuals | Encumbrances | Balance Available [% Used Fiscal Year
48500 - TF Campus Operating Fund | 11206 1,500.00{ 0.00 0.00 1,500.00 0%
11206 Total 1,500.00 0.00 0.00 1,500.00 0%
48500 - TF Campus Operating Fund Total 1,500.00/ 0.00 0.00 1,500.00 0%
Grand Total 1,500.00  0.00 0.00 1,500.00 0%

613 - Contractual Services Group |

Fund Fdescr |Class

|Current Budget |Actuals

=
Enc

es |Balance Available | % Used Fiscal Yi

{43500-TFCampusr‘ ti ,Fund;ouox I

| 75349.32| 558,100.68|  (633,450.00) |
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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

Screenshot / Description

Name
1. To make acolumna
. . FIRMS Gbj |FTI
Table Prompt, right-click Irnl |Postsd  |Journal %o Fund gjsu Fund | o0 Pr
arc | Dat Dat:
on the column header. e 4 = = S|P \Fdescr |
- ﬁrm W Sort Column v o (00
2. lect “Mov lumn” y Csu Contractual - b
tShe e(‘:‘T : e CCt)lj Bxcluge column Operating |Services  |Ca
en 10 Frompts-. Incude column » Fund {F?rlt
. . . | Mave Column >| L=ft L]
Thls exlample is gsmg the . - laes oo . 0
Financial Reporting > Financial Calif Right |- 1
. State Ca
Summary as of Period. Universit o
Trust : Pre
Fund To Sechlcns
3. You can now select on the | B 52572015 7|
Table Prompt. 8/28/2015
5/15/2015
Business |Fiscal . |Accounting Doc Src Doc Ln Account
Unit Year Period Date BTN Fdescr Descr (ILEE Fdescr
SMCMP - | 2015 2(8/26/2015 |00164673 |WVCH- AP  |Consulting| 3,680.00 (613001 -
Cal 12:00:00 Woucher  |Services - Contractual
State AM Accounting [356 hrs Services
San
Marces
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2.8.2 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'C”Ck ch;jzﬁ SD:\'C;;\ Maarr , Amount  |Account Fdescr gengcr Dept Fdescr Eéc;!;cr Cli
on the column header. i L
H hip 780.00 (660003 - SupSrv Other 48500- |1310- COMENG |--- 31
ouc  Declude column TF Community Me
& id Campus | Liaiscn
2. Select “Move .Column Incluge column oy
then “To Sections”. et Fund
WCH-AP | 14/15 £/10/15 letter Right 0002 - Printing 48500 - |1035 - UADY --- 03
This example is using the Voucher TF Communications o
) ) p - g ) . Accounting To Prompts Campu; Pu
Financial Reporting > Financial To Sactions Operating
Summary as of Period. |
VCH-AP | 14/15 £/11/15 mailings 1,185.00 (660002 - Printing 48500 - |1035 - UADY REL 03
Voucher TE Communications o
Accounting Campus Pu
3. The columnis now a
. Approximate Row Count: 585
Report Section.
m“"’“ :,:;" Pericd E;;z”“““g pscio Do LnDeser [Amourt  |Account Fdeser  |Fund Fdeser | Dept Fdeser
SMCMP- | 2015|  1|7/2/2015  |sTU070215 |- (50.00) 660003 - SupSrv |4B500- TF | 1085 - SASS Disabled |
Cal State 12:00:00 Other Campus Student Services
San Marces AM Operating
Fund
SMCMP- | 2015|  1|7/6/2015  |STUO7D61S |- (50.00) |650003 - Supsrv |46500-TF | 1089 - SASS Disabled |
Cal State 12:00:00 Other Campaus Student Sendces
San Marcos AM Operating
Fund
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2.9 Trees and Chartfield Attributes

Trees and Chartfield Attributes are used to group certain chartfields that have common charactieristics (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 < Repor iers
access Trees and Chartfield
Attributes. - — o e

Fiscal Year As Of Period Account Type Account Category  Budget Ledger  Fund CF Status.

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

 Advanced Fiters

Dept Tree Dept Level 1 Dept Level2 Dept Level 3 Dept Level Dept Level 5
Fund Tree Fund Level 1 Fund Level 2 Fund Level 3 fund Level 4 Fund Level 5
AAAAAAAA tTree Acct tevel 1 Acct Level 2 Acet tevel 3 Acct Level 4 Acet Level 5
Project Tree Projectlevell  Projectlevel2  Projectleveld  Projectleveld  ProjectLevels
fond CFAttr _ Fond AUVl AcctCPAMrb  AcctCFANE VAL Project CF Attrb  Project F Attval
fundProcType  CSUFundType  AppropRevDt  AppropAviTo State GLAcct GAAP Nat Class.

€O Fund SCO Sub Fund Csu Fund FIRMS Object FIRMS Project GAAP NAC NOT CSU Fund

Apphy Filters | Reset Fiters

2.10 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.

2.10.2 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
Dashboards Home page
you wish to make your
default.

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

Name |Financia| Reporting Home Page ‘

Save for (@) Me

Others

V] Make this my default for this page

OK Cancel

2.10.3 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.

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 for @ e

Others

Help

Save Current Customization

Name Dept Budget Report

Make this my default for this page

OK || Cancel
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2.10.4 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.

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

Print ¥
Export to Excel ¥
Refrash
Create Bookmark Link
Create Prompted Link

1311 Apply Saved Customization »
r My Dept Budget{default) Save Current Customization...
Edit Savad Customizations...
Clear My Customization

2 & [m
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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 -Print - Export

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

{b ' Rows 1-100

2.11.3 Return

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

Return - Edit - Befresh - Print - Export - Create Bookmark Link
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3.0 Common Reports

3.1 Managing Department Budgets — SMCMP/SMASI/SMCOR

This section provides steps on how to run a Financial Summary as of Period report for the SMCMP, SMASI
and/or SMCOR Business Units, with the option to add in the SMURS & SMFND Business Units if also wanting to
include Campus Programs. 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, Operating Fund
funds.

3.1.1 Running The Report

1. From the Home page, select Dashboards, then select the Financial Reporting dashboard.
ORACLE" Business Intelligence

K New~ BB Open~ | Signed In A

() Most Recent{ Transaction Inquiry - Budget Reports)
© (& My Dashboard
é Recent = Finandial Repo

i

= Sponsored Programs
u Sponsored Programs

= Transaction Inquiry
@3 Transaction Inquiry

Dashboards

pen | More »
More Dashboards

= Tree Reporting
@@ Tree Reporting

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

Manage My Budget as of Period Financial Summary As of Period Financial Summary Between Periods Financial Summary by Year Trial Balance Inception to Date. Cash Fund Balance Performance Report As of Pericd

Default Settings for this Dashboard

Sclect primary business unit for campus level reporting Select primary budget kedger  Select original budget scenario only,
-

_SMAST - Ascrciated Students Inc. SMCME - Ca ) Standard Budget | - x| Apply || Reset v
| SMAS! - Assotiated Students Inc. =
Report Index ) SMCMP - [Cal State San Marcos

¥ SMCOR - [SM University Corporation
Manage My Budget as of Period sy Mareos G511 BU
MCSU » Fan Martos
This page is designed to produce reports of budget, actuals, encumbrances, pre-encumbrances]
account type 60 (expensa). (] SMFND - Fan Marcos Foundation
(] SMG2P - fan Marcos GAAP BU
() SMSTU - fal State San Marcos Students |

kd number of filters, including fund, department, account, project, program, and class chartfields and the dep

Financial Summa

Period

As of the period indicated in the filter, this page is designed to produce reports of budget, acty N .. palance available data based on a wide number of filters which include the chartfields, state and CSU attributes
or all-inclusive for assets, lizbilities, equity, revenue and expense, For data limited to onz or 3 arc"’r:““RS' nitv £ux Research Serv Corp T byancial Summary Between Period.

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

Default Settings Options
Primary business unit SMCMP - Cal State San Marcos Campus
(If you have funds in multiple BU’s, SMASI — CSUSM Associated Students

then select all the BU's you use.) SMCOR — CSUSM University Corporation Auxiliary

SMURS* — CSUSM UARSC Auxiliary
SMFEND* — CSUSM Foundation Auxiliary

*If Campus Programs are to be included in report. Specific
Campus Programs reports detailed in section 3.4.

Primary budget ledger Standard Budget

Budget scenario Leave Blank

4. Click Apply to execute your selection.
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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.
7. Select Report Filters - search criteria that are used to generate the report results.
e o | e | oo |
Home Manage My Budget as of Pericd Financial Summary As of Period Firancial Summary Between Periods. Financial Summary by Year Trial Balance Inception to Date Cash. Fund Balance Performance Report As of Period
Business Unit Fiscal Year As Of Period Account Type Account Category | Budget Ledger Fund CF Status
SMCHP-CalStar ] 2015 = s =l so-memmsﬂl || Standard Bugat -'l Valve— =]
Fund Dept Account Project Program Class
Select Val =] | 1185 - FASCWA Childcare Sandces. -| T — = = e =] [Eelect —
NOT Fund NOT Dept. NOT Account NOT Project NOT Program NOT Class NOT Acct Cat
NOT[—ect =] woti—sek — =] woTSoet x| Nt St Voo z]  WOTSeiect Vol =] NOT{—Sce P T =l
*| Advanced Filters
Raset Filters
e Business Unit = Defaults from Home page. Select the BU(S) to run this for.
e 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 (also include 50 — Revenues if including Campus Programs)
e Budget Ledger = Standard Budget. Defaults from home page.
o Department = User specific — Click on the down arrow to choose a value(s).
e Fund = Do not need to specify fund number, however remove “x” if encountered.
8. When all your report filters are selected, click Apply Filters to generate the report.
Dept Fdescrds ™" Fund Fdescr Acct Cat Fdescr Current Budget | Actuals Encumbrances | Balance Available | %% Used Fiscal Year
1165 - FASCWA Childcare Services |48500 - TF Campus Operating Fund |601 - Regular Salaries and Wagses 16,000.00| 5,226.23 0.00 10,773.77 33%
£03 - Benefits Group 230.00 784.15 0.00 {554.15 341%
613 - Contractual Services Group 14500400 8650.57 0.00 140,353.43 E%
660 - Misc. Operating Expensss 91,046.00 0.00 0.00 91,046.00 0%
48500 - TF Campus Operating Fund Total 256,280.00 |14,660.95 0.00 241,619.05 6%
1165 - FASCWA Childcare Services Total 256,280.00 |14,660.95 0.00 241,619.05 6%
Grand Total 256,280.00 |14,660.95 0.00 241,619.05 6%
9. Change Column Selectors to: Column 1 = Dept Fdescr Column 2 = Fund Fdescr Column 3 = Acct Fdescr
Column 4 =Hide Column5=Hide Column 6 = Hide
Show Column 1 [Dept Fdescr ] Column 2: [Fund Fdescr ] Column 3: [Acct Fdescr ] Column 4: [Hide V] Column 5: [Fide ] column 6: [Hide V][]
select Report View: |Summarized v
10. Report View = Summarized.
11. Click OK to regenerate report results with selected columns.
|Dept Fdescrés |Fund Fdescr |Acct Fdescr |Current Budget|ActuaIs |Entumbran(es|BaIance Available|% 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.
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12. Optional. Save your Report Filters. The next time you access the dashboard/tab/report your report results
will automatically be generated. See 2.10.2 Report (Tab) within Dashboard for details.

3.1.2 Reading The Report

Dept Fdescrds ™" Fund Fdescr Acct Cat Fdescr Current Budget | Actuals Encumbrances | Balance Available | %% Used Fiscal Year
1165 - FASCWA Childcare Services |48500 - TF Campus Operating Fund [601 - Regular Salaries and Wagses 16,000.00| 5,226.23 0.00 10,773.77 33%
£03 - Benefits Group 230.00 784.15 0.00 {554.15 341%

£13 - Contractual Services Group 145,004.00 8,650.57 0.00 140,353.43 5%

560 - Misc. Operafing Expenses 91,046.00 0.00 0.00 91,046.00 0%

48500 - TF Campus Operating Fund Total 256,280.00 |14,660.95 0.00 241,619.05 6%

1165 - FASCWA Childcare Services Total 256,280.00 |14,660.95 0.00 241,619.05 6%
Grand Total 256,280.00 |14,660.95 0.00 241,619.05 6%

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 most often for those responsible for trust funds (496xx). The report 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

(@ Most Recent( Transaction Inquiry - Budget Reports)
[C) (& My Dashboard
Z Recent - Finanial Reporting
Dashboards

Inquiry - Budget R... [Sg] Transaction Inquiry - Budget T.

f=g| Tan
1= | P

= Sponsored Programs

=
00 ooen | Morew a] @@ Sponsored Programs
~ Transaction Inquiry
f 3] BT YN Vi o T qu =] 3 Transaction Inquiry
e 801 open | More~ Q01 open | Mor = Tree Reporting
More Dashboards @ Tree Reporting

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

Financial Reporting
r\age My Budget as of Period Financial Summary As of Period Financial Summary Between Periods. Financial Summary by Year Trial Balance Inception to Date. Cash Fund Balance

Performance Report As of Period

Default Settings for this Dashboard

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

SMAST - Assoliated Students Inc,;SMCMP - Ca ~ Stondard Budget x| E = Reszt
] SMASI - Ahsociated Students Inc ~
Report Index ) SWMCMP - [al State San Marcos
. My udges 36 of Pesiod ] SMCOR - |5 University Corporation
anage My Budget as of Period
MCSU - Fan Marco
This page is designed to produce reports of budget, actuals, encumbrances, pre-encumbrandd — z::;; “"::a" s csu EULD ted number of filters, including fund, depatment, account, projsct, program, and class chartfields and the de
2ccaunt type 60 (expense). [ SMFND - Ban Marcos Foundation
SMGAP . fan Marcos GALP BU
Financial Summary &s of Period ISHSTU E\"s m: torgon
T . N . ] SMSTU - ol State San Marcos Students . - N .
As of the peried indicated in the filter, this page is designed to produce reports of budget, 3 . - . | balance available data based on 2 wide number of filters which include the chartfields, state and CSU attributy
type or all-inclusive for assets, liabilities, squity, revenue and expense, For data limitsd to o S“'rg""UR* niv Sux Research Serv Corp ™ | <ee Financial Summary Between Period.
Finansial € menans Rahusan Darinde

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

Default Settings Options

Primary business unit SMCMP - Cal State San Marcos Campus

(If you have funds in multiple BU'’s, SMASI- CSUSM Associated Students
then select all the BU’s you use.)

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.

7. 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 Trial Balance Inception to Date Cash Fund Balance
~| Report Filters

Business Unit Fiscal Year As Of Period
SMCMP - Cal Stat »| 2015 = A =
Fund CF Status Fund NOT Fund
[“=elect valve— x| | 48502 - TF Intere =|| noT/—Select Vale— x|
Fund Tree Fund Level 1 Fund Level 2 Fund Level 3 Fund Level 4
[Select valve— x| [~Select Valve— =] [~Select Value— | x| [~Select Valve— x| [~Select Value—
Fund CF Attrib Fund CF Att Val CSU Fund Type Fund Proc Type Approp Rev Dt
[Select Valoe— x| [~Select Valoe— |=| [~Select Valwe— | =) [~Setect Valoe— =] [~Select Value—
SCO Fund SCO Subfund €SU Fund NOT CSU Fund GAAP NAC
[FSelect Valve— x| Select Valve— | [~Select Valve— | =|  NOT|-Select Value— »| [-Select Va

Apply Filters Reset 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.
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
select more than one fund. Make sure the “x” is not selected.

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

SCO Fund Fdescres ™" €5 Fund Fdescr |Fund Fdescr Beginning Fund Balance | Year to Date Revenue |Year to Date Expenses | Ending Fund B
09348 - Calif State Uniwersity Trust Fund [485 - TF-CSU Operating Fund |48502—TF Intersst Incoms {270,925.14) {87,263.00) 161 416.00 (195,772.19)

485 - TF-C5U Operating Fund Total (270,925.14) (87,263.00) 161,416.00 (196,772.14)
0948 - Calif State University Trust Fund Total (270,925.14) (87,263.00) 161,416.00 (196,772.14)
Grand Total (270,925.14) (87,263.00) 161,416.00 (196,772.14)

9. Change Column Selectors to: Column 1 = Bus Unit Column 2 = Fund Fdescr Column 3 = Hide
Column 4 = Hide Column5 =Hide Column 6 = Hide

Show Column 1: [BUs Unit | column 2: [Fund Fdescr ~| column 3: [ Hide' | column s: [Hide w| column 6: |Hide

Select Report View:

~| column 4: [Hide

vI[ex]

10. Report View = Encumbrance View

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

‘Bus Unite |Fund Fdescr |Beginning Fund Balance ‘Year to Date Revenue|Year to Date Expenses|Encumbranoes ‘Ending Fund Balance w,fEncumbrances|

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

SCO Fund Fdescres ™ CSU Fund Fdescr

[Fund Fdescr

Beginning Fund Balance

Year to Date Revenue |Year to Date Expenses

Ending Fund Ba—x™

0548 - Calif State University Trust Fund |485 - TF-CSL Operating Fund |45502 - TF Interest Income

{270,825.14)

(87,263.00)

161416.00

{195,772.14)

485 - TF-CSU Operating Fund Total

(270,925.14)

(87,263.00)

161,416.00

(196,772.14)

0948 - Calif State University Trust Fund Total

(270,925.14)

(87,263.00)

161,416.00

(196,772.14)

Grand Total

(87,263.00)

161,416.00

(196,772.14)

(270,925.14)

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 trust funds. 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

open v | Signed In A

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

(¢
Dj Recent - Financial Reporti

Dashboards
[ES5] Transaction Inquiry - Budget T. j Transaction Inqu = Sponsored Programs
aal S8 open | More~ (@@ Sponsored Programs

= Transaction Inquiry
T3l @ Transaction Inquiry
il = Tree Reporting

188 open | More

More Dashboards @@ Tree Reporting

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

Financial Reporting

mge My Budget ac of Period ™ Financial Summary As of Period /" Financial Summary Between Periods " Financial Summary by Year "/ [Trial Balance |/ Inception to Date " Cach ™/ Fund Balance " Performance Report As of Pericd

Default Settings for this Dashboard

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

SHAS] - Asso)iated Stugents Inc SHCHP - Ca 5 | Reset v

| SMASI - Absoriated Students Ine. l
] SMCMP - Cal State San Marcos

] SMCOR - B University Corporation

Report Index

J SMCSU - pan Marcos CSU BU
- rees ted number of filters, including fund, department, account, project, program, and class chartfields and the de
(] SMFND - pan Marcos Foundation

() SMGAP - fan Marcos GALP BU

account type 60 (expense).

Financial Summary &z of Period

As of the period Indicated In the filter, this page is designad to produce reports of budget, 3f
type or all-inclusive for assets, liabilities, equity, revenue and expense. For data limited to o

MSTU - fal Stat Marc t: . o .
J SMSTU ’_S ate.5en Mercos Shudents balance avallable data basad on @ wide number of filters which include the chartfields, state and CSU attribut

| SMURS - Univ Aux Research Serv Corp ™ | ses Financial Summary Between Period.
[5earch..,

Einancial € mman: Bahuaan Bariads

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

Default Settings Options
Primary business unit SMCMP - Cal State San Marcos Campus

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

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.

Financial Reporting

Home | Manage My Budget as of Period | Financial 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)
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8. Select Report Filters - search criteria that are used to generate the report results.

> Repart Filters

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.

Business Unit Fiscal Year Period
BMCHP - Cal Stat v) 2015 =] Betweenl® ][z =l
Fund CF Status Fund NOT Fund
[~Select Valoe— x| |43601 -Trust Other =l noti-seec vale— =
Fund Tree Fund Level 1 Fund Level 2 Fund Level 3 Fund Level 4 Fund Level 5
[~Select Valve—- x| [-Select Valve— x| [~Select Valve~ x| [~Select Value— »| [~Select Value— x| [-Select Valve— x|
Fund CF Attrib Fund CF Att val €SU Fund Type Fund Proc Type Approp Rev Dt Approp Avl To Date
[~Select Valve— x| [~Select Valve— ] [~Select Valve— =] [~Select Valbe— =] [<Select Value— =] [~Select Valve— x|
SCOFund Fdescr  SCO Subfund €SU Fund Fdescr  NOT CSU Fund GAAP NAC

Apply Filters Reset Filters

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

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

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

Show Column: [Account Fdescr

v [ex]

Select Report View: | Summary by Fund Pivot hd

11. Report View = Summary by Fund Pivot

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

|Aocount Fdescr

|Year to Date Actuals|

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

IXXXXX — 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.

EXXXXX — Revenues

Total revenues collected for the fiscal year.

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

6XXXXX — Expenses

Total expenditures recorded for the fiscal year.

Expense accounts normally have a positive (or debit) balance.
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3.4 Campus Programs Reports (UARSC, SMFND).

This section provides instructions on how to run reports for Campus Programs reports by project number.

3.4.1 Running The Report

13. From the Home page, select Dashboards, then select the Financial Reporting dashboard.
ORACLE" Business Intelligence Help

B Open~ | Signed In

([ Most Recent{ Transaction Inquiry - Budget Reports)

'D (& My Dashboard
Recent Financial Reporting

Dashboards

Er ry - Budget R - Sponsored Programs
IS 1= @ Sponsored Programs
= Transaction Inquiry
I 3] L st A al lon Inquiry - Home (@ Transaction Inquiry
Y ‘Open =l open| More~ | & Tree Reporting
More Dashboards (R Tree Reporting

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

Financial Reporting
-l:nnage My Bucget as of Period Financial Summary As of Period | Financial Summary Between Periods | Financial Summary by Year ~ Trial Balance InceptiontoDate | Cash Performance Report As of Period

Default Settings for this Dashboard

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

SMASI - Assofiated Students Inc.;SMCMP - Ca | Standard Budget x| o = Reset »

| SMASI - Absotiated Students Inc. e

Report Index W) SMCMP - Cal State San Marcos

] SMCOR - [EM University Corporation
SMCSU - fian Marcos CSU BU

This page is designed to produce reparts of budgst, actuals, encumbrances, presncumbrandd an Marcos

account type 60 (expense). (] SMFND « fan Marcos Foundation
SMGAP - fan Marcos GALP BU

Finzncial Summary &s of Period oy iy ’5"‘5‘*[”: e Stucent

As of the period indicated in the filter, this page is designed to produce reports of budgst, 3 ) SM + 3! Steie San Mareas SWEENS. | -lance available data based on 3 wide number of filters which include the chartfields, state and CSU attribut

type or all-inclusive for assets, liabilities, equity, revenue and expensa. For data limitad to o & 'Sh"‘URs' niv Aux Research Serv Corp ™ | sos Financial Summary Between Period.
arch..

ted number of filters, including fund, depatment, account, project, program, and class chartfields and the de

Finansisl € mmans Aahusan Darinde

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

Default Settings Options

Primary business unit SMURS — UARSC Auxiliary

(If you have funds in multiple BU’s, SMFNF — San Marcos Foundation Auxiliary
then select all the BU’s you use.)

Primary budget ledger Standard Budget

Budget scenario Leave Blank

16. Click Apply to execute your selection.

17. 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.

18. From the Financial Reporting Dashboard, select the Financial Summary As of Period Tab.

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

Home  Manage MyBudget asof Period | Financial Summary As of Peri:dl Financial Summary Between Periods | Financial Summary by Year | Trial Balance  InceptiontoDate  Cash | Fund Balance

> Report Filters

Business Unit Fiscal Year As Of Period ‘Account Type Account Category  Budget Ledger
SMFND - San Mart | 2015 > > [50-Revenues;60 ¥ x> - =
Fund Dept Account Project Program Class

= = ect Valoe— |l = = || 56380 - CenterCi > slect x| t Valve— | x|
NOT Fund NOT Dept NOT Account NOT Project NOT Program
NOT =l NoT[-Select | = ot [ =l noti-Select b = notl-Sele =

>| Advanced Filters

Apply Filters Reset Filters

Business Unit = Defaults from Home page. Select the BU to run this for (SMURS or SMFND).

Fiscal Year = Current year i.e.: 2015 — Click on the down arrow to choose a value from a dropdown field.
As Of Period = Current period or 12. Click on the down arrow to choose a value from a dropdown field.
Account Type = 50-Revenues & 60-Expenditures

Budget Ledger = Can be left blank as Campus Programs do not have budgets.

Project = User specific - Click on the down arrow to choose value(s) from a multi-select fields. You may
select more than one project.

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

Dept Fdescres ™" Fund Fdescr Account |Current Budget | Actuals Encumbrances | Balance Available |% Used Fiscal Year
1330 - UARSC Administration | 92015 - Campus Prog - Institution Supp | 503825 (21, ) 0.00 21,700.00
580005 0.00 149,075.00
580864 { 0.00 2,997,133.00
607033 58,098.00 0.00 (58, )
660021 13,782.00 0.00 (
660805 250.00 0.00
660922 2,118.65 0.00
660941 2,997,133.00 0.00
660948 5,720.85 0.00
660949 13,500.26 0.00 (13,500.26)
92015 - Campus Prog - Institution Supp Total (77,265.24) 0.00 77,265.24
1330 - UARSC Administration Total (77,265.24) 0.00 77,265.24
Grand Total (77,265.24) 0.00 77,265.24

21. Change Column Selectors to: Column 1 = Project Fdescr Column 2 = Fund Fdescr Column 3 = Acct Type
Fdescr Column 4 = Acct Fdescr Column 5= Hide Column 6 = Hide

Show Column 1: | Project Fdescr ¥ | Column 2: | Fund Fdescr ¥ | Column 3: | Acct Type Fdescr ¥ | Column 4: | Acct Fdescr ¥ | Column 5: | Hide | Column 6: | Hide v

Select Report View: | Summarized v

22. Report View = Summarized

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

[Project Fdescras |Fund Fdescr [Acct Type Fdescr [Acct Fdescr [ Current Budget [Actuals [Encumbrances |Balance Available [% Used Fiscal Year |

24. 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

Project Fdescrés s Fund Fdescr Acct Type Fdescr |Acct Fdescr Current Budget | Actuals Encumbrances | Balance Available | % Ussd Fiscal Year
86380 - Center Children & Families | 52015 - Campus Prog - Institution Supp |50 - Revenues 503825 - Contribution Individual {21,700.00) 0.00 21,700.00
580005 - Project Revenue {149,075.00) 0.00 148,075.00
580864 - Rev Other Child Care Ctr Space (2,997,133.00) 0.00 2,657,133.00
60 - Expenditures | 607033 - Cap Outlay Construction Other 58,098.00 0.00 {58,098.00)
50021 - Repairs & Maintenance 13,782.00 0.00 (13,782.00)
B60B0S - SupSre MemberfSubscrip/Sponsar 250.00 0.00 {250.00)
650922 - SupSrv Admin Fees 2,118.65 0.00 {2,118,65)
660941 - Space & Land Rental - CCF 2,897,133.00 000 (2,897,133.00)
660948 - SupSrv - Supplies Aux 5,720.85 0.00 {5,720.85)
650949 - SupServ - Services Aux 13,500.26 0.00 (13,500.26)
‘92015 - Campus Prog - Institution Supp Total (77,265.24) 0.00 77,265.24
86380 - Center Children & Families Total (77,265.24) 0.00 77,265.24
Grand Total (77,265.24) 0.00 77,265.24
Columns Definitions

Current Budget

Will be blank because Campus Programs do not have budgets.

Actuals Amount of money you have collected/received, as well as expended, since the
inception of the project number. Revenues, or funds received, are shown as
negative numbers that are red.

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

Balance Available

Actuals along with encumbrances.

To find out available balance

Revenue Actuals minus expenses actuals in the actuals column will give the
available balance (the grand total in the actuals column if no encumbrances, or
balance available if there are encumbrances).

Project Fdescr& Fund Fdescr Acct Type Fdescr |Acct Fdescr Current Budget |Actuals Encumbrances | Balance Available | % Used Fiscal Year
86380 - Center Children & Families |92015 - Campus Prog - Institution Supp | 50 - Revenues 503825 - Contribution Individual (21,700.00! 0.00 21,700.00
580005 - Project Revenue {149,075.00) 0.00 145,075.00
580864 - Rev Other Child Care Ctr Space (2,997,133.00) 0.00
60 - Expenditures | 607033 - Cap Outlay Construction Other 58,088.00 0.00
660021 - Repairs & Maintenance 13,782.00 0.00
660805 - SupSrv Member/Subscrip/Sponsor 250.00 0.00
660922 - SupSrv Admin Fees 2,118.65 0.00
660941 - Space & Land Rental - CCF 2,957,133.00 0.00
660948 - SupSrv - Supplies Aux 5,720.85 0.00
660949 - SupServ - Senvices Aux 13,500.26 0.00 (13,500.26)
92015 - Campus Prog - Supp Total (77,265.24) 0.00 77,265.24
86380 - Center Children & Families Total 0.00 2726524
Grand Total (77,265.24) 000 | 77,265.24| |
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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 (clicking).

Dept Fdescr& Y Fund Fdeser Account Fdescr Current Budget |Actuals  |Encumbrances |Balance Available | % Used Fiscal Year
1165 - FASCWA Childcare Senvices |48500 - TF Campus Op g Fund | 601100 - Salaries Acad - Serialized 16,000.00] 5,226.23 0.00 10,773.77 33%
603003 - Benefits Dental Insurance 46.62 0.00 (56.62)
603004 - Benefits Health & Welfare 642,50 0.00 (642.50)
603011 - Benefits Ufe Insuranc 7.50 0.00 (7.50)
603012 - Benefits Medicare 230.00 75.56 0.00 154.44 3%
603013 - Benefits Vision Care 7.87 0.00 (7.87)
603014 - Benefits LT Disability Insur 4.10 0.00 (4.10)
612001 - Contractual Services 145,004.00 ] 8,650.57 0.00 140,353.43 6%
650810 - SupSrv Unalloc OESE 91,046.00 0.00 0.00 91,046.00 0%
48500 - TF Campus Op ing Fund Total 256,280.00 14,660.95 0.00 241,619.05 6%
1165 - FASCWA Childcare Services Total 256,280.00 14,660.95 0.00 241,619.05 6%
Grand Total 256,280.00 14,660.95 0.00 241,619.05 6%
Results are displayed:
Imod e Amount “ i fesul
Business | Fiscal | Accounting Doc Account Fund Dept Prog |Class |Project ;‘sut Stat |Purchase {Supplier Invoice Jml |CSU |Ledger
Unit  |Year Date 0oXI0 | eacer g;" Fdescr Fdescr  |Fdescr  |Fdescr|Fdescr|Fdescr |Cd |Amt |Order Suppherio | Name ] el I Descroesacsu““ :d |Fdescr Eechute
| |
SMCMP - | 2015 2(8/31/2015 |00164859|VCH-AP [15/16 | 5,159.16/613001 - 48500 [1165- [ 0.00|- 0000006433 | CHILDRENSC- 10545 [- [AcTuALS [7/10/2015 |
cal 12:00:00 Voucher une Contractual | TF FASCWA {001 - Actuals
|State AM Accounting |2015 Services  [Campus |Childcare Ledger
|San clssrm Operating |Services
Marcos Fund
|SMCMP -| 2015 2|8/31/2015 (00164861 |VCH-AP |15/16 | 3,491.41/613001 - [48500- |1165- |[--- 0.00|- 0000006433 | CHILDRENSC- | 10588 |APOO754997 |- ‘0000014954‘- ACTUALS |8/5/2015
|Cal 12:00:00 Voucher |3l |Contractual | TF |FaSCWA | 001 - Actuals
State AM Accounting |2015 |Senvices  [Campus |Childcare | Ledger
|san clesrm | Operating |Senvices |
Marcos Fund ‘
Grand ‘ la,sso.s7 ‘ ‘ ‘ '0.00
Total ! 1 1 ! ! | 1

CSUSM DWH 11g All BU's Reporting.doc

Rev. Oct 2015
Page 33



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.

[ New ~ | BS Open~ | Signed In As

inancial Reporting - Manage My Budget as

@ Recent

Dashboards

Financial Reporting - Home Financial Reporting - Financia
Open | Morex Open | More

Financial Reporting - Tril Bala Financial Reporting - Actuals T.
Sl open | pore 9l open | More~

2. This will take you to the Home tab of the Transaction Inquiry dashboard.

Transaction Inquiry

OpenPOReports | 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

Report Index %

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

Displays open requisitions reports and transactions with various chartfield views

Displays actuals transactions activity Search...

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

Default Settings Options

Primary business unit SMCMP - Cal State San Marcos Campus
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 Inquiry
Home Open PO Reports

Open Requisition Reports Budget Reports Encumbrance Reports Requisition Reports

2. Click the Actuals Transactions link.

P
Tronsacton iy

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.

Transaction inquiry T

Report Filters

Business Unit Fiscal Tear Period From Period To Account Type Account Category

EMCMP - Cal Stav =] 2015 >  Betweenl =|-2 =| 60- Expenditures =] =)

| Fund Dept Account . Project Program Class
ME500 - TF Camp: =) . . - - |

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

Posted Date DO(lIﬂ;tllthllr(e l)o(l‘[) A(mnln;\l;ul)aleJ Doc Line Descr Joumalsomte” Journal Template  Supplier Suppher Descr

>! advanced Filters
Rt Fiers
e Business Unit = Defaults from home page. Select the BU to run this for.
e 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 Account Type = 60 — Expenditures. Click on the down arrow to choose a value from a dropdown field.

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

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 Bxcel ¥ |
&5 csu

Business [Fiscal |,_._ |Accounting Doc Src Account  [Fund Dept  |Prog |Class |Project |Stat|Stat |Purchase , Supplier Tnwoice Jml  [csu Ledger |Document |:
nit |vear | o199 Date DocID |ojocey (DoclnDescr fAmount oy " |Fdescr |Fdescr  |Fdescr|Fdeser|Fdescr [C3 [Amt [Order [ PPEMTD |name o P Descr | Daser| €U Ref 1 gef Fdescr  |Date
SMCMP -| 2015 1[7/31/2015 [05-AUG- [HCM-HR 0000013493 3563603012~ [48500- [1165- [--- |- [--- |- [os0|- - - - pyoo742321 - |- |- - |- 7/31/2015 |-
cal 15 Accounting | BenMedicar1165- genefits  [TF FASCWA
State Lines GF Medicare  [Campus  [Childcare
san Operating | Services
Marcos Fund
SMCMP-| 2015 1[7/31/2015 [05-AUG- [HCM-HR |000001346-35A | 2457.00(601100- [48500- |[1165- |--- |--- |--- |FTE|0.S50[- - - - pyoo742321 - - |- - |- 7/31/2015 -
Cal 15 Accounting |Serial 1165-GF Salaries TF FASCWA
State Lines Acad - Campus | Childcare
San Serialized | Operating |Services
Marcos Fund

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.

Transaction Inquiry
Budget Reports

Home Op=n PO Reports Open Requisition Reports Actuals Reports Encumbrance Reports Requisition Reports

2. Click the Budget Transactions link.

Transaction Inquiry

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

Report Index

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

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

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

Transaction Inquiry Home | Favorites ~ | Dashboards |

Report Filters.

Business Unit Fiscal Year Period From Period To Account Type

Account Category  Budget Ledger

EMCHP - Cal Stat ~) 3015 =] Eetween]l =12 =] 50- Reverues;ed =) e = [oandard Budget =]
Fund Dept Account Project Program Class Scenario
48500 - TF Campus Operating Fund =] 1185 - FASCWA Childcare Senvices = | et value— =] [Felect value— x] [“ielect Valve— ] [“Select valve— |z [Refect vale— x|
NOT Fund NOT Dept NOT Account NOT Project NOT Program NOT Class NOT Acct Cat
NOT|-Sefect Valve~ =] NOT|-Select value— =] NOT{-Sefect alve— =]  NOT]-—Select Valve—~ =] NOT|-Sefect Valve— =] NOT|-Select Value— =]  NOT[-Select Valve— =]
Doc ID Doc Date Irnl Source Doc Line Descr
Select value— x) [Select vl @] [Ciclect Valve— z] [“Sefect valve— x)

*/ Advanced Filters

Apply Filters || Reset Filters

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

Budget Ledger = Standard Budget. Defaults from home page.
Account Type = Defaults to 50 and 60.
Fund = User specific — Click on the down arrow to choose value(s) from a multi-select field.
Dept = User specific — Click on the down arrow to choose value(s) from a multi-select field.

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

Select Report View: | Budgst Transactions Download to Excel

~|Budget Transactions

Budget Transactions by Period

[=]

Select Report View: | Budget Transactions Download to Excel

v]

. > Il (3rnl {Irnl Jml
. Fiscal ., |Mccounting Dec Src Doc Ln Prog |Class |Project|Stat|Stat Jrnl|3rnl Ln Jrnl Dec

Business Unit Year Period Date DecID o e Ameunt Account Fdescr | Fund Fdescr Dept Fdescr Fdescr | Fdeser | Fdescr |Cd | Amt R Ili:f é:v I |Descer Class Classr In%# Scenario
SMCMP - Cal 2015 3|9/1/2015 |00D00769243 |MIE - CCF 91,046.00 | 660810 - SupSrv | 48500 - TF 1165-FASCWA |---  |---  [--- o 0)- N CCF P 2400 (BEE
State San Manual Building Unalloc OE&E  |Campus Childcare Building
Marcos Journal Reserve* ‘Operating Fund  |Services Reserve*

Entry
SMCMP - Cal 2015 3(9/1/2015 |00DDO769243 |MIE - Faculty 230.00 (603012 - 48500 - TF 1165 - FASCWA |---  |---  [--- o 0)- N Faculty - 2357 [BBE
State San Manual Liasion Benefits ‘Campus Childcare Liasion
Marcos Journal Medicare Medicare ‘Operating Fund  |Services Medicare

Entry
SMCMP - Cal 2015 3|9/1/2015 (0000769243 |MIE - Janitorial 5,004.00 (613001 - 48500 - TF 1165 - FASCWA |---  |--- [--- o 0)- N Janitorial |- B 2359 (BBE
State San Manual Costs Contractual ‘Campus Childcare Costs
Marcos Journal Services Operating Fund  |Services

Entry

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.

2. Select the desired report link.

Report Index

Open PO Report

Open PO Views

Open PO Transaction Details

Open PO listing with six column selectors

Open Requisition Reports

Actuals Reports

Actuals Reports Budget Reports

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

Open PO transaction details based on the selected report filters

Budget Reports Enc

Encumbrance Reporis

umbrance Reports

Requisition Reports

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

Requisition Reports

Transaction Inguiry

Home Open PO Reports Open Requisition Reports
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Transaction Inquiry

I Report Filters

2/ Advanced Filters

Report: Open PO Report:

=l =

Program

NOT Program

Business Unit Fiscal Year Period (as of) Account Category
SMCMP - Cal Stat ¥| 2015 Z <=4 = =~
| Fund Dept I Account Project
NOT Fund NOT Dept NOT Account NOT Project
Document Source  Doc ID Document Date  Doc Line Descr Supplier

Apply Filters Reset 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 = 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.

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

o
headers highlighted in “Yellow”)

amount.

| Open PO Report
Business Unit = SMCMP - Cal State San Marcos, Fiscal Year = 2015, Pericd = 4

Time run: 10/20/2015 4:21:06 PM

Class

NOT Class

Supplier Descr

Home | Favorites v

NOT Acct Cat

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

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

Column 1: | Fund Fdeser | Column 2: [ Dept Fdescr v | Column 3: [ Acct Fdescr v | Column a: [Doc Line = ¥ | Column 5: | Doc Ln Deser * | column €
(—

Fund Fdescr | Dept Fdescr [Acct Fdescr [DociD [Doc Line #[Doc Ln Descr Open PO Amt.

22407 - Field House Expansion 1160 - FASCWWA Construction Projects | 607031 - Cap Outlay Construction Contr | 0000011456 1| FIELD HOUSE EXPANSION - BUILDI|_5,773,205.6%

22407 - Field House Total 5,773,205.64

23001 - SW infrastructure Improv Grp 1| 1160 - FASCWA Construction Projects [607021 - Cap Outlay Design Other [oooo012854] 1perform feasibili 2,110.00

23001 - SW infrastructure Improv Grp 1 Total 2,110.00

44301 - TF Ext Leam R&M/Const{Imprv | 1150 - FASCWA Construction Projects [607003 - Cap Outlay Equipment > S5000| 0000012647 1[Product for Open Stations (Tax 21,227.40

2 |Product for Office UH 323 (Tax 2,71620

3 Product for Office UH 324 (Tax 3,085.55,

3 [Task Chairs (Taxable) 148355

607011 - Cap Outlay Minor Cap 0000012707 1[IP14.002.001 University Hall € 17,762.04

607021 - Cap Outlay Design Other 0000012540 1[Perform initial study and miti 45,950.00

2| Traffic Impact Analysis 11,270.00

0000012585 1| Topographic surveying and mapp 3,000.00

607033 - Cap Outlay Construction Other 000001260 1| Parametric Level Estimate duri 3,600.00

2[Program Level Estimate during 6,000.00

60780+ - Cap Outlay Feasibility Study | 0000012655 1 study for EL Bulld 12,360.00

2 |Feasibility study for EL Build 26,120.00

3| Feasibility study consultant a 36,000.00

44301 - TF Ext Learn R&M/Const/Imprv Total 192,586.19

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.

Buziness Unk = SMCMP - Cal State San Marcos, Fecsl Year = 2015, Period = 4.

Time run: 015 4:28:15 P4

Fund | 48500 - TF Campus Operating Fund ¥

[P0 =4 [0 Uine =|Document Uine Descr

[Account

Isde(lneponvie\m Opan PO By Fund

Toept

0000010475 1/ Campus vide - on call emergenc 660003 - SupSev Other [--- 1059 - FOM Central Plant Operations
| | 2]Campus wide - on call emergenc | PA 1660003 - SupSev Other |--- 11053 - FOM Central Flant Operations |
10000010475 Total _ 4 T
0000011043 2[Ucersing & Monthly Anslysis R____|ENERNOCING-001 613001 - Contractusl Senvices |2 11255 - FASCV/A Lailities 1
| 3lc Senvices INC-001 660003 - SupSev Other |-~ 1276 - FOM Energy Mgmt & Wility Swes |
(0000011044 Total L ) - = 3 —1E3
0000011293 1[Provide a1 and engl ERIC £07021 - Cap Outlay [160177 - USU Secondary Effects|- - - 1160 - FASCWA Construction Projects
| [ 2|FesAmendmenttoinclude: Fire | ERICOAVYAR-001 |607021 - Cap Outlay Design Other (160177 - USU Secondary Effects |- - - 11160 - FASCWA Construction Projects
0000011293 Total
0000011510 1]Annual msintenance and sanvice | THYSSENELE-001 _|613001 - Contractusl Senices - 11058 - FOM Central Flant Operstions |

2[Anousl maintensnce of elevstor | THYSSENELE-001 613001 - Contractusl Senv - 11055 - FOM Central Plant Operstions |

3| Additionsl on-call senvices no. |THYSSENELE-001 | 613001 - Contractusl Senices i 11059 - FOM Central Plant Operations |
| 4| Additional on-call servces no | THYSSENELE-001 612001 - Contractual Senices [ 1059 - FOM Central Flant Operations |
10000011510 Total
0000011569 1[Annual purchase order for land £60003 - SupSev Other [-- 1259 - FOF

L 2] calzenze water project 613001 - Contractusl Senices I 11255 - FASCWA Lnilities

l I 3acditional shop stock (660003 - SupSev Other - 1057 - FDM Grounds Maintenance | 1,944
0000011569 Total | 56,169.01

CSUSM DWH 11g All BU’s Reporting.doc

Rev. Oct 2015

Page 38



Report: Open PO Transaction Details:

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

Open PO Transactions
Time run: 10/20/2015 436324 PM

Business Unit = SMCMP - Cal State San Marcos, Fiscal Year = 2015, Period = 4

Po % Vendor e

5.5 Transaction Inquiry — Open Requisition Reports

There are two reports available:
o Open Requisition Report

o Open Requisition Views

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

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

2. Select the desired report link.

Transaction Inguiry

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

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

Transaction Inquiry Home | Faworites =
Report Filters
Tusmess Uil FaealVear Terad (a5 o1) Aecount Category
SmP-Calstat =] QoS = <eB =] |Feea a2l
Fund Dept hccount Project Program Class
—Select Vale- =] 1185 - FASCWA Chilszars Senizes = |l vrie— x| [Frelcriae x| [FSlectvale— ] [FSdes — =
NOT Fund NOT Dept NOT Account NOT Project ROT Program ROT Class. NOT Acct Cat
NOT|—Select Valwe— w]  NOT-Select Valve— =] mOTl—Select Valve— =]  NOTSelect Vae— =]  woT[Select Vale— x| NOT-Select Vale— | noT—Selact Vele— =]
Document Source  Doc ID Document Date Doc Line Descr Purchase Order
T x| (v v = e vl =l [ v =l

2 advanced Filters

Baeet Fftern

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 =1-12. 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.
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Po [P0 [P0 Fiscal Prog [Class ucher|Voucher [Accounting [KK Tran
Te |ine = | Dot = | |Bus Unit Fdescr ecs! |Period Descr [ Period| Doc Ln Descr Doc Src Descr Enc Amt. Acct Fdescr Fund Fdescr Dept Fdescr Fd:!;ﬂ iy [Prod Fdescr e s i LR g o

0000011455 0000003856 - PCL = 1| 2| 1|SMCMPCalState | 201%|Period 10- 10| FIELD HOUSE AP Voucher 22407 - Field House | 1160 - FASCWA = [ [t00ss-Feid T 1[4/21/2015 |4/21/2015
|CONSTRUCTION SERVICES, INC San Marcos 2015-04-01 EXPANSION - BUILDI _|Accounting Expansion nstruction Projects. Expansion

00000114455 0000003856 - PCL - 1 2| 1fswcoP-celstate | 2014 Period 11- 11| FIELD HOUSE 47 Voucher 22407 - Field House | 1160 - FASCWA |- 110088 Field 1 1[5/18/2015 [5/18/2015
|CONSTRUCTION SERVICES, ING San Marcos 2015-05-01 EXPANSION - BUILDI | Accounting Expansion nstruction Projects Expansion

0000011455 0000003656 - PCL - i 2 1 2014 |Period 12 - 12| FIELD HOUSE AP Voucher 1160 - FASCWA —— == |1w00s8- Field 1 1[6/17/2015 [6/17/2015
|CONSTRUCTION SERVICES, INC 201506 01 EXPANSION - BUILDI _|Account rojects Exparsion

0000011455 0000003856 - PCL - i 2 1 2012 [Period 3 - 2| FIELD HOUSE 5,900,000.00 07 1160 - FASCI 110058 - Field o 0[8/23/2015 [522/2014
|CONSTRUCTION SERVICES, INC 2014-09.01 |oeansion -sunor Co st Expansi




Report: Open Requisition Report:

This report displays open requisitions 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”).
The Requisition ID number can be drilled to obtain all the transaction detail that supports the current open

amount.

o

Business_Unit = SMCMP - Cal State San Marcos, Fiscal Year (ss of) = 2015, Period (as of) = 4

Time run: 10/20/2015 4:42:41 PM
Column 1: [ Fund Faeser | Column 2: | Degt Faeser v | Column 3: | Acct Fdeser v | Column 4: [ DocLn = v | Columin 5: [ Doc Ln Deser v | Column 6: | Hide L]
Fund Fdescr Dept Fdescr [Acct Fdescr [ReqID  [Doc Ln #[Doc Ln Descr Fre-encumbrance
32103 - 2006 HECO Soc Behav Sci Blg | 1160 - FASCWA Construction Projects 607002 - Cap Outlay Equipment > §5000 | 0000007041 | 1|SBSB Smart Station Desks 5,552.50
2 ‘SBSB Smart Station 50% Deposi 5,552.50
1160 - FASCWA Co ion Projects Total 11,105.00

Report: Open Requisition Views:

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.

Butinecs Unlt = SMCMP - Cal State San Mareos, Fieeal v2ar = 2015, Paricd = 4

Tema fun: 10/20/2015 4:44:01 P
£

Sclect Report View: | Reg By Fund

|Fund | 32103 - 2006 KECO Soc BehavsciBlg 7 |

Req =2 |Fiscal Year | Account [Bept [Program [ Project [Etass [Supplier Desar Zupplier Sdescr | PO 1D Period |Open Reg Ami |
|oocooo701 | 2010[89700% - Cap Cutlay Equipment > §5000| 1160 - FASCWA Construction Projects [-- - | 110015 - Social & Behavioral Scnce Bldg |- - - | TROSAK CABINETS INC | TROSAKCABI-001 - 1] 13,305.00]
|0000007041 Total 11,105.00 |
|Grand Total 11,105.00

Bafiech - Export
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5.6 Transaction Inquiry — Encumbrance Reports

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

2. Select the desired report link.

,
Transaction Inquiry

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.

Report Filters

Business Unit Fiscal Year Period From Period To Account Category
SMCMP - Cal Stat =] 2015 x| catween =iz - =
Fund Dept Account Project Program Class
| 1160 - FASCWA Construction Projects > = = = =
NOT Fund NOT Dept NOT Account NOT Project NOT Program NOT Class NOT Acct Cat
Document Source  Doc ID Document Date Doc Line Descr
2| Advanced Filters
Apply Filters | Reset Filtars

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.

Report: Encumbrance Transactions:

This report lists all encumbrance transactions based on the specified report filters.
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Encumbrance Transactions
Time run: 10/20/2015 4:57:25 PM

Business Unit = SMCMP - Cal State San Marcos;, Fiscal Year = 2015, Period is betwesn 0,12

Encumbrance Transactions v
Page Number [1 ¥
Business Unit PO % PO Line #|Document Date |Fiscal Year |Peried |Doc Src Descr [Voucher Ln[Doc ID [Voucher ID [ Doc Ln Deser
SMCMP - Cal State San Marcos 0000010382 1/6/6/2013 2015 2| AP Voucher Accounti 1/0000010352 [00164605 | Provide review of {
0000011130 1[1/27/2014 2015 1| Encumbrance Activity from a PO 0[0000011130 |- |Provide accessible building co 0.00
0000011140 2|1/31/2014 2015 1 Activity from a PO 0]0000011140 |- ESA #1 - Add Preliminary PLan 0.00
0000011293 1[3/24/2014 2015 1| Encumbrance Activity from a PO 0[0000011293 |- Provide architectural and engi 0.00
=== e S l— e — — —

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 Ut = SMCMP - Cal State San Marcos, Fiscal Year = 2015, Period i between 0,12

Encumbrance Transactions by Attributes
Time run: 10/20/2015 4:58:18 P

Show Column 1 Column 2: Column 3: Column 4: Column 5: Column 6:
[Fund Fdeser ¥ | [Dept Fdescr v | [Acct Fdescr ¥ [Docln ¥ | [Supplier v | [Hide
View: M
Fund Fdescr 2™ Dept Fdescr Acct Féescr Doc Ln[Supplier _[Doc 1D ng Date Doz Ln #|Doc Ln Descr
22407 - Field P 1160~ 1- Cap Outlay 1 3456 |7/15/2015 - AP Voucher Accounting 1| FIELD HOUSE EXPANSION - BUILDI| {3,000,315.61)]
8/13/2015 ctivity from a PO 1|FIELD HOUSE EXPANSION - BUILDT 00
9/2/2015 H- AP Voucher Accounting 1| FIELD HOUSE EXPANSION - BUILDI|  (757,471.25)|
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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

2. Select the desired report link.

Transaction Inguiry

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

Requisition Transactions Report
Requisitions Transactions is a transactional display based on selected filters with several views.

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

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

Transaction Inquiry

| Report Filters

Business Unit Fiscal Year Period From Period To Account Category
SMCMP - Cal Stat =] 2015 x| Between0 |12 > =
L TEpT Account Project Program Class
x| 11165 - FASCWA Childcare Senices =l = =l =] =l
NOT Fund NOT Dept NOT Account NOT Project NOT Program NOT Class NOT Acct Cat
Document Source  Doc ID Document Date  Doc Line Descr Purchase Order  Supplier Supplier Descr

Apply Filters | Reset Filters

>/ Advanced Filters

e Business Unit = Defaults from home page. Select the BU to run this for.
e Fiscal Year = Current year i.e.: 2015 — Click on the down arrow to choose a value from a dropdown field.
e Period From =0 - 12. Click on the down arrow to choose a value from a dropdown field.
e Period To =0 - 12. Click on the down arrow to choose a value from a dropdown field.
e Fund = User specific — Click on the down arrow to choose value(s) from a multi-select field.
e Dept = User specific — Click on the down arrow to choose value(s) from a multi-select field.
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Report: Requisition Report:

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

| Requisition Transactions Report
Requsition Transactions
Business Unit = SMCMP - Cal State San Marcos, Fiscal Year = 2015, Period is betvieen 0,12

| Reauisition Transactions limited Columns. v
Page Number [1 ¥ |
Business Unit Reg® Req Ln= |Req Date | Fiscal Year | Period |Supplier Id_|Supplier Name | Doc Src Fdescr PO% PO Line# | Doc ID Doc Ln Descr Period Descr
SMCMP - Cal State San Marcos | 0000010392 1[03/10/2034] 2015 1|0000011527 | ERICDAVYAR-001 |ENC- yfroma PO [0000011293 1[0000010392 Provide architectural and engi Paricd 1 - 2015-07-01
0000011659 1[05/06/2045[ 2015 1]0000014425| CSGOODALEC-00L_|ENC - Activity froma PO__|0000012571 1[0000011855 | Fabricate and install mezzanin Period 1 - 2015-07-01
0000011759 1[05/28/201 2015] __1]0000001104 WORKPLACE 001 _|ENC - Activity froma PO__|0000012594 1[0000011755 [taxable: Material per Quote = Period 1 - 2015-07-01
2(05/28/2015| 2015 1|0D00D0110+|WORKPLACE-001 _|ENC - Activityfroma PO__| 0000012594 20000011 le: Labor per Quote Period 1 - 2015-07-01
0000011830 1[06/18/2015[ 2015 1|0D00007093 [INNOVATIV-001 _|REQ - Pre m 2 Req 0]oo0001:  Open Stations (Tax Period 1 - 2015-07-01
2lo5/18/2015|  2015] 1] INNOVATIV-001 | REQ - Pre rom a Reguisition - 0000001, r Office UH 323 (Tax Pericd 1 - 2015-07-01
3[06/18/2015[ 2015 1|0D00007093 [INNOVATIV-001 _|REQ - Pre m a Req 00000011830 |Product for Office UH 324 (Tax Period 1 - 2015-07-01
alosjiso1s| 2015 1] INNOVATIV-001 _|REQ - Pre m a Req 0/oo0001:  Office UH 325 (Tax Period 1 - 2015-07-01
5[06/18/2015[ 2015 1|0000007093 [INNOVATIV-001 _|REQ - Pre m 3 Rea 00000011830 |Product for Office UH 326 (Tax Period 1-2015-07-01) _ 3,453.00
606/18/2015 2015 1|0000007093 | INNOVATIV-001 _|REQ - Pre m a Regt 00000011830 | Product for Office UH 327 (Tax Period 1-2015-07-01| _ 4,410.00
7[osj182015| 2015 1] INNOVATIV-001 _|REQ - Pre m a Req 0/oo0001: v Office UH 328 (Tax Period 1-2015-07-01| _3,493.00,
8[05/18/2015| _ 2015| __1|0000007093 | INNOVATIV-001 }Eqrm m a Rea 00800011830 |Guest Chairs (Taxable) Period 1 - 2015-07-01 950.00

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 = SMCMP - Cal State San Marcos, Fiscal Year = 2015, Period is betvieen 0,12

Time run: 10/21/2015 1:24:35 PM

Column 1: | Fund Fdescr ¥ | Column 2: | Dept Fdescr ¥ | Column 3: [ Acct Fdescr 7| Column 4: | Doc Ln ¥ | Column 5: | Supplier ¥ | Column 6: [ Hide

Select Report View: | Requsition Custom Summary ¥

Fund Feescr Dept Fdescr [Acct Fdeser Doc ID Doc Ln|Supplier

44301 - TF Bxt Learn nst/Imprv (1160 - FASCWA Construction Projects | 607005 - Cap Outlay Equipment > $5000 |0000011830 10000007093 0.00

0000011830 2/0000007093 0.00

loogou1130] 3 |oo0sooross 000

10000011830 '9/0000007093 0.00

10000011540 1/0000007053 0.00

0000011990 2|0000007033 o0

0000011940 3 /0000007093 0.00

607011 - Cap Outlay Minor Cap 0000011844 1/0000014347 (17,762.04)

607021 - Cap Outlay Design Other 0000012094 1 0.00

0000012054 2/0000004428 0.00

0000012130 1/0000011340 0.00

607033 - Cap Outlay Construction Other |0000011971 1]0000001497 0.00

10000011571 2/0000001457 0.00

607804 - Cap Outlay Feasibility Study 0000012001 1/0000009266 0.00

loogontzons |2 o0

0000012001 3 /0000009266 B

44301 - TFExt Learn R&M/Const/Imprv Total (17,762.04)
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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
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DATA WAREHOUSE FIELD

VALUE

Doc Dst Ln #

Distribution Line

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 Dst Ln #

Distribution Line Number

Doc Ln Descr

Description

Encumbrance

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

DATA WAREHOUSE FIELD

VALUE

Doc ID

Purchase Order Number

Document Date

Purchase Order Date

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

Doc Ln Descr

More Information

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

DATA WAREHOUSE FIELD

VALUE

Doc ID

Purchase Order

Document Date

Purchase Order Date

PO Ln #

Purchase Order Line Number
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DATA WAREHOUSE FIELD

VALUE

PO Sch

Purchase Order Schedule Number

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

ReqLn # 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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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).

Award Attributes /

Award-Project Closeout
Report

Provides a report of Project Closeout attributes to facility the award closeout
process.

Award Attributes /
Compliance

Provides a summary of all compliance requirements by award.

Award Attributes /
COl

Provides information related to compliance with Conflict of Interest
requirements / regulations. If entered correctly in the SP Mod, this information
can be used to demonstrate compliance with CSU and Federal FCOI.

Award Attributes /
Cost Share

A report of awards that have a cost share requirement — if Cost Share Flag is
set to “Y”.

Award Attributes /
Reporting 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.
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Appendix C Data Warehouse Glossary

Fields: Dashboards — Home Page

FIELD

DESCRIPTION

EXPLANATION / EXAMPLE

Primary business unit for
campus level reporting

The business unit for the PeopleSoft GL

Application SMFND.

SMCMP, SMASI, SMCOR, SMURS,

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).

Fields: Report Filters, Columns, Drill Downs

FIELD DEFINITION EXAMPLE
% 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. 604001

Acct Fdescr

The Account value and full description.

604001-Telephone Usage

Acct Cat

Account Category value. Summarizes Account Chartfields
into higher level categories.

604001 — Telephone
Usage summarizes to 604

Acct Cat Fdescr

Account Category Value and Description. Summarizes
Account Chartfields into higher level categories with
description.

604001 — Telephone
Usage summarizes to 604 -
Communications

Acct Type

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

604001 — Telephone
Usage summarizes to 60

Acct Type Fdescr

Account Type value and full description. Summarizes
Account Chartfields into a higher level type with description.

604001 — Telephone
Usage summarizes to 60-
Expenditures

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.
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FIELD DEFINITION EXAMPLE
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.

Balance Available

Budget — Actuals — Encumbrances.

Balance Available w/Pre-
Enc

Budget — Actuals — Encumbrances — PreEncumbrances.

Current Budget

Total Budget Amount.

Bus Unit

Business Unit.

SMCMP, SMASI, SMCOR,
SMURS, SMFND.

Bus Unit Fdescr

Business Unit value and full description.

SMCMP-CA State
University San Marcos

Class

Class value

01165

Class Fdescr

The class value with class full description.

01165 — “blank”

CSU Fund

CSU Fund value. Used for SW Reporting.

0948 — Cal State University
Trust Fund

CSU Fund Fdescr

CSU Fund value with description. Used for SW Reporting.

485-TF-CSU Operating
Fund

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.

1165-Childcare Services

Dept Tree Name

The name of the Department Tree.

RPT_TREE

Dept Level 1 or Department Level 1 code plus description. Top level All Values (All

Lvl 1 Fdescr department based on campus department tree Departments)

Dept Level 2 Department Level 2 code plus description. Division Level. ACDAFF — Academic
Lvl 2 Fdescr Affairs

Dept Level 3 or
Lvl 3 Fdescr

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

ACDAFF_COBA — Acad
Affairs College of Business

Dept Level 4 or
Lvl 4 Fdescr

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

Academic_Senate — Acad
Affairs Academic Senate
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FIELD

DEFINITION

EXAMPLE

Dept Level 5 or
Lvl 5 Fdescr

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

Same as level 4.

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 PO and Voucher
number of the transaction source document if applicable Distribution Lines
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 Req,PO, Voucher &
document Journal Lines
Doc Ln # Document Line Number. The line number of the transaction Req,PO, Voucher &

source document

Journal Lines

Doc Ln Descr

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

Req,PO, Voucher &
Journal line descriptions

Doc Src

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

APS
MJE

Doc Src Fdescr

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

APS — AP Subsystem

MJE - Manual Journal
Entry

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.

101001-General Cash

FIRMS Proj Cd Fdescr

FIRMS Project Code and full description.

Fiscal Year

The fiscal year that the transaction was posted to the ledger

2012

Fund

Fund value.

48500,496xx or 553xxx,
etc.

Fund Fdescr

Fund value and full description.

48500-CSU Operating
Fund

496xx-Trust Fund/Other

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.
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FIELD DEFINITION EXAMPLE
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.

Open ltem Key

A key that identifies an open item.

Open PO Amount

The amount remaining on a purchase order.

Orig Budget

The original budget posted.

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 O.

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 Dst Ln # 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.
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FIELD DEFINITION EXAMPLE
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. 114

Prog Fdescr

Program value and full description.

114-Description

Project

Project ID value.

8XXXX

Proj Fdescr

Project ID value and full description.

8xxxxx - 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.

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.
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FIELD

DEFINITION

EXAMPLE

State GL Acct Fdescr

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

Total Encumbrances

Total Encumbrance. Includes period O 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.

0000007818 - Supply
SERVICE INC

Year To Date Actuals

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