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1.0 Signin to CFS Data Warehouse

Signing into the Common Financial System (CFS) Data Warehouse is like opening a secured page on a
website.

Access your default browser window via the CSUDH Portal for the CFS Data Warehouse application.

Processing Steps / Field Screenshot / Description

Name
1. Enter your Campus ID
and Password to access [ & e et amt ae o

Tx Wpcomwt = Skt

the CSUDH Portal,
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3. Select Dominguez Hills

and click Loain m The California State University

B [ L

) CSUDH AUTHENTICATION SERVICE
4. Re-enter userid and —
password for CSUDH

. . | i~ ]
authentication. .




Processing Steps / Field
Name

Screenshot / Description

1. The CSYOU Common
Financial System (CFS)
screen will appear. Click
Finance Data
Warehouse — Phase 2

H™ITUU

EMPLOYEE TOOLS&  DIVISIONS & PROJECTS &

RESOURCES SERVICES ORGANIZATIONS INIATIVES  COLLABORATE - POLI

Common Financial System i i
(CFS) Common Financial System (C
CFS Non-Production The Common Financial System, referred to systemw
Financial Information Systems replaced the Califernia State University PeopleSoft F
(FIS) environment in July 2011. CFS was instituted in an
database consolidation across all campuses.

CFS Login Announcements

CFS Data Warehouse Login

G Please utilize the CFS 9.2 and Data Warehouse 11G

vailable in the links provided below.

Finance Data Warehouse -
Phase 2

CPO Process

CFS 9.2 Training
CFS 9.2 Training and Tips (.doc)
CO Budgeting Business Process 9.2 (.doc)

Pro Card Training Manual PS 9.2 (.doc)




2.0 Home Page Interface

There are several changes to the Finance Data Warehouse — Phase 2 application features. Dashboards have
been consolidated and redundant reports eliminated. However, the reports and/or the formats have not changed
from the previous version, 11g.

e Home Page and Dashboards

e Home Default Settings

e Enhance Search Functionality

e Column Sort

e Breadcrumbs

e Pivots on Reports & Drills

e Saving Customizations

2.0.1 Home Page

Once you have successfully logged in, you be directed to the Data Warehouse Home page. The “Recent”
section allows users to run their most recent reports with the latest saved report filter selections. To access
them, click on the blue links.

Processing Steps / Field Screenshot / Description
Name

The '‘Recent’ area shows ORACLE' Business Intelligence
reports that have been recently Home | Dashboards + | I tew~ | B8 Open+ | SgnedinAs
run.

2.0.2 Individual Dashboard “Home” Default Settings

The Dashboards are the main areas in Data Warehouse where users will run reports from. This training guide
focuses on two dashboards: Financial Reporting and Transactions Inquiry. Each dashboard has its own Home
page where default settings are selected and saved. Reports will not display data (or will display incorrect data)
if the appropriate Home default setting is not selected.



Processing Steps / Field
Name

Screenshot / Description

The Dashboard pick list is
located at the upper right-hand
corner of the screen.

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

Click on the dashboard you
wish to use.

Home

Favorites -

My Dashboard

[=] Financial Reporting
[ Financial Reporting

= FIRMS GAAP
IR FIRMS GAAP

=l Sponsored Programs
Sponsored Programs

Transaction Inguiry

Open | More -

Transaction Inquiry

|:|D| |:|E||
OD| |OD

Open | Mare - =] Systemwide Reporting
Systemwide Reporting
=l Transaction Inquiry
[ Transaction Inguiry
=] Tree Reporting
) Tree Reporting

1. After selecting a
Dashboard from the pick
list per section 2.1 above,
the following screen
appears. Each tab
represents a report that is
available for users to
generate.

This example is using the
Financial Reporting
dashboard.

Finfincial Reporting

me | Manage MyBudget asof Pericd  Financial Summary As of Period | Financial Summary Between Periods | Financial Summary by Year | Trial Balance  InceptiontoDate | Cash | Fund Balance

fault Settings for this Dashboard

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

DHCMP - C5U Dor = Budgst = ORIGINAL = .
Report Index
Manage My Budget as eriod

This page is designed to produce reports of budget, actuals, encumbrances, pre-encumbrances, and balance availzble data based on 2 limited number of filters, including fund, department, account, project, £
defaults to account type 50 (revenue) and account type 60 (sxpense).

Financial Summary As of Pericd

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 2 wide number of filters which incluc
reports can be limited to any account type or all-inclusive for assets, lizbilities, equity, revenue and expense. For data limited to one or 2 selected number of accounting periods, see Financial Summary Betweal
Financial Summary Betwe
Based on the accounting p
attributes.

ds indicated in the filter, this page is designed to produce reparts of budget, actuals, encumbrances, pre-encumbrances, and balance available data based on a broad range of fil

Before proceeding to the
various tabs, users first need
to set the dashboard defaults.
This is done from the
Dashboard Home tab.

Select the Business Unit:

DHCMP (or as
appropriate)

1. Select primary budget
ledger = Budget

2. Original Budget Scenario
only = ORIGINAL

3. Click the Apply button
once completed.

....... fing
Home [Marage My Burloet a3 of Period  Financial Summaey s of Peried  Firancial Summary Between Periods | Finarcial Summary by Year | Trial Balance | Inceptien 1o Cnte Performance Rep
for this Dashboard
Sebect pravary business unit for Select p ledger  Select
DR - o0 Dor =) Budnt ! ORIGINAL - _dgply | Reset s

Report Index




Save the dashboard Home
settings so users won't have to
set this in the future (unless
reports are being run from a
different business unit).

1. Click on the Page Options
icon (in the upper right
hand corner).

2. Select Save Current
Customizations

Dashboards Signed In As Mishioka,Wayne

Eﬂmﬂv

Home

&, print
Export to Excel b
i) Rrefresh

Create Prompted Link

Apply Saved Customization »

Save Current Customization...
Edit Saved Customizations...

Clear My Customization

m

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

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

Select OK.

Save Current Customization

Mame [DHCMP
Cave for (@ ma
Others

#| Make this my default for this page

Ok, Cancel |

2.0.3 Breadcrumbs

At the bottom of the page, the menu navigation will display. This is known as “breadcrumbs”. This feature may
no longer be available for some of the Data Warehouse Phase 2 reports.

Processing Steps / Field
Name

Screenshot / Description

Menu Navigation displays. You
are able to select any of the
menus within the
breadcrumbs. This is helpful if
you wish to go back a menu.

AADHT - CSU OPERATING FUND Total
Grand Total

Management Reporting: Fund Attribute Report > Management Reporting: Fund Attribute Repart (3 Columns)

2.0.4 Enhanced Search Functionality

The search functionality has been enhanced in 11g. By unchecking the ‘Match Case’ & using ‘Contains’ — you
can run a broader search — see below. If the pick-list does not appear, click on More/Search and type in the
selection criteria, then click search and select as appropriate.




Processing Steps / Field
Name

Screenshot / Description

1. Select the “down” arrow to

see the valid search Fund
choices. You can scroll X i
down and find the value
you are looking for. L B | _.:I
[ MOLL
2. Ifthe listis too long and [F1-
you want to perform a
specific search select the [C]811 - Net Investment in Capital Asse {ly 0
More/Search. See below. [] 821 - Restricted: Monexpendabe - End
3. If the “Blank” value is [] 831 - Restricted: Expendable - Schol
checked (X), make sure to [ 832 - Restricied: Expendable - Resea
uncheck or no data will be [ 255 . Bestricted: Expendahls - Loans 5
returned. MorefSearch...
More/Search Feature
Select Values @
To perform a broader search, Avaitable @ cetected 7
you have the following options: o] cootars. @] P
| Search | [F] Match Case
1. Name NULL -
° Starts 811 - Net Investment in Capital Asse & ﬂ
e Contains 031 - Resnad: Expenabie bl ®
. Ends s o o
e IsLike (pattern 50 R Evril 021 4]
match) B e e Ot |
891 - Agency Funds-Depository Accoun
e e e <
2. MatCh Case Choices Returned: 1-255 +  More...
e Uncheck

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
click on the “Move” icon

Or

Click on the “Move All”
icon and the entire search

Select Values

Available

Name| Contains Eaca

Selected

EE401 - DIVISION OF ACADEMIC AFFAIRS
EE407 - CAA-CENTRAL ACADEMIC AFFAIRS

LT014 - LOTTERY-CENTRAL ACAD AFFS

LT021 - STDT ACAD DEVEL PROG

TI001 - ACADEMIC COMPETITIVENESS GRANT
TQ127 - SUMMER STUDIOS ARTS ACADEMY

@
Z
ﬂ Cancel




Processing Steps / Field
Name

Screenshot / Description

results will move to the
Selected section.

Select Values

Available

Name| Contains IZ‘aca
Search ‘

FT043 - SF-CENTAL ACADEMIC AFFAIRS ]

LT014 - LOTTERY-CENTRAL ACAD AFFY' FT043 - SF-CENTAL ACADEMIC AFFAI
LT021 - STDT ACAD DEVEL PROG
TI0O1 - ACADEMIC COMPETITIVENESS GRANT
TQ127 - SUMMER STUDIOS ARTS ACADEMY

Selected

EF401 - DIVISION OF ACADEMIC AFFAIRS
EE407 - CAA-CENTRAL ACADEMIC AFFAIRS

5]

@n
7
ﬂ Cancel

2.0.5 Column Sort

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.

Show Column 1: Fund Fdescr

[=] column 2: | D=;

Select Report View: | Standart

|
&t Cat Fdeser

Fund A MTD Actuals
AADH Rl MG FUND 34000 - PHYSICAL PLAN Neipididemall 3 - Encfits Group 18,830.0
504 - Communications 1,621.4

606 - Travel 587.7

507 - Capital Outlay Projects 0.0

613 - Contractual Services Group 0.0

516 - Information Technology Costs 0.0

560 - Misc, Operating Expenses 1,000.9

34000 - PHYSICAL PLANT ADMIN Total 22,040.2'

2.0.6 Columns in a Report — Exclude, Include, Sub-totals

On any report, a column can be Sorted, Excluded, Included, or moved to a different position. Users now also
have the option to show or hide sub-totals for any of the yellow highlighted columns in their reports.




Processing Steps / Field
Name

Screenshot / Description

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

This example is using the
Financial Reporting: Manage
My Budget as of Period report.

[ ——— Tevar oar
DHCMP - CSU Dor >| 2015 =
Fund Dept

[BADHT- CSUOPE>| 30000 - VP ADMIT x|

NOT Fund NOT Dept
NOT|—Select Value— | x|  NOT|-Select Va
Dept Tree Name  Dept Level 1
DH_DEPARTMENT ¥| [—-Seiect Value— x|

Hills, Fiscal Year = 2015, Period = 3

‘how Column 1: | Fund Fdescr

¥ | Column 2: | Dept Fdescr

L AvLUunL Ly ALLuunL Larcyuly  ow

3 ﬂ 50 - Rewenues;soﬂ --Select Value-- j Buc

Account Project Program Cla
el e ﬂ - - ﬂ elec - j

NOT Account NOT Project NOT P

e~ x| noOT-Sslect Valus— x| nOT[-Select Valve— x| NOTI-S

Dept Level 2 Dept Level 3 Dept Level 4 De

Sele slue— x| [—Select Valve— | =] el alve— x| 5

Apply Filters Resst Filters

¥ | Column 3: | Account Fdescr ¥ | Column 4: | Hide

Select Report View: | Standard with Original Budget

s Account Fdescr : : “*anth to Date Encumbrances | Origi
- LLilADCEL) SLE L L]
/P ADMINISTRATION & FINANCE  |604803 - CELI PHONE CB: ) Sort Column '
606001 - TRAVEL-IN STATE Drill 0.00
606002 - TRAVEL-QUT OF 5TA
613001 - CONTRACTUAL SER\ Keep Only 4
660003 - SUPPLIES AND SERV.
] Remove 4 —
660801 - DUES & MEM!
660832 - INVENTORY C/B Show Subtotal b 0.00
660833 - CAMPUS STORES () 0.00
660835 - COURIER SVCS CJ| Show Row level Grand Total 3
660838 - COPIER C/B show Column level Grand Total  » 0.00
6605950 - UNALLOCATED-BUI
VP ADMINISTRATION & FINANCE Total Exclude column 0.00 €
/P ADMIN & FINANCE OFFICE 5800350 - OTHER OPERATINGY Include column R
605006 - HAZARDOUS WAST|
607000 - CAPITAL OUTLAY H Move Column 4
607005 - CAPITAL EQUIPMERT | |
608005 - SUBSCRIPTIONS | I
£43001 _FONTDASTHIAL CEDUTAES | nonl [SELrT

2.0.7 Six Column Report Format with Ability to Hide Columns (NEW)

Data warehouse has a new feature where the 6 column view format is standard for all financial reports. Each
column has a pick list of various chartfields or item descriptions to view data (e.g. fund, account, deptid, project

code, program code, class code, etc...) Users can hide any columns not being used.

Processing Steps / Field Screenshot / Description
Name
This example is using the e A
Financial Reporting: Manage e
My Budget as of Period Report e T T e
Seboct Repart Vi = (rora hage

2.0.8 Dept Tree Name: DH_DEPARTMENT (NEW)

A new filter is required for the Data Warehouse Phase 2 application. At the Report Filters menu, select

DH_DEPARTMENT for this filter.

10




Financial Reporting

Home Manage My Budget as of Period Financial Summary As of Period Financial Summary Between Pericds

~|Report Filters

Business Unit Fiscal Year As of Period

DHCMP - CSU Dor »| 2015 = B =
Fund Dept Account

\WADHT - C5U OFE »| (30000 - VP ADMIT | |
NOT Fund NOT Dept NOT Account
NOT] =l woT =l moT

Dept Tree Name Dept Level 1 Dept Level 2
DH_DEPARTMENT =| = =

2.0.9 Saving Customizations

Once you have selected your report filters and are satisfied with the

Financial Summary by Year

Trial Balance

Account Type
50 - Revenues;&[}j

~| |Budget

Project Program Class

=

NOT Project
NOT|

=
NOT Program
NOT

=l

Dept Level 3

=l

=l
Dept Level 4

=l

Apply Filters Reset Filters

results, you can “Save Current

Inception to Date

Account Category Budget Ledger

Dept Level 5

Cash Fund |

Fund CF Statu

NOT Class
NOT|

FIRMS Object

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.

Processing Steps / Field
Name

Screenshot / Description

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

Home | Dashboards

6. After you select your
report filters, click Page
Options icon (in the upper
right hand corner).

7. Select Save Current
Customizations.

Et]penv

&, print b
Export to Excel b
i) Rrefresh

Create Prompted Link

Apply Saved Customization »

Signed In As Mishioka,Wayne

Save Current Customization...

Edit Saved Customizations...
Clear My Customization

m

8. Enter the name you wish

Save Current Customization
to call your default page.

Mame Report ABC
9. Check the “Make this my L
default for this page”. Save for @ me
Others

10. Select OK.

3) @

Maks this my default for this page

ﬂ Cancel

11




Processing Steps / Field
Name

Screenshot / Description

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

The Laldomma Stabe University

If you have many “Save
Current Customizations”, once
you have accessed the
dashboard/tab/report, select
Apply Saved Customizations.
Then select the one you wish
to generate the report for.

Once selected, the report will
automatically be generated.

Dashboards ~ | B Opsn +

AADHT-Accounting
AADHT-AVP
AADHT-BPM
AADHT-Budget
AADHT-Facilities
AADHT-HR
AADHT-Payroll
AADHT-PCLASS
AADHT-Risk.
AADHT-UP
AADHT-VPAF
AADHT-VPAF Detail
Cash

DWH Training
Report ABC(default)

ptLevel 5

Sign out 'O

&, print
Export to Excel s
@ﬂ Refresh
Create Prompted Link
Apply Saved Customization »
Save Current Customization...
Edit Saved Customizations...
Clear My Customization

Signed In As Nishioka,Wavne +

m

12




3.0 Financial Summary as of Period — Division Reports

This section provides steps on how to run a financial summary report for divisions or directors who are
responsible for multiple departments and want to view financials at a summarized level. This report will display
budgets vs. actuals summarized by college or director and classification (revenues, salaries and OE).

1. Torun this report, select the Financial Reporting dashboard, and set/save the Home defaults as
described in section 2.0.2 (if not already done). Then select the “Financial Summary as of Period”
tab. The following screen will appear:

’ [} my.csudh.edu time out p= % Y [ Common Financial Systeii % J

d&PortalPath=%2Fshared%2FFinancia

<« C' | 8 https://csudwprd.calstate.edu/analytics

csu The California State University

Business Intelligence / Dala Warehouse

Financial Reporting Home | Favorites + | Dashboards+ | i New +

Home | Manage My Budgetas of Pericd | - Financial Summary As of Period Fiffancial Summary Between Periods | Financial Summary by Year | Trial Balance | InceptiontoDate | Cash | FundBalance | Performance Report As of Period

| Report Filters

Business Unit Fiscal Year As OF Period Account Type Account Category  Budget Ledger Fund CF Status
= x| [Ro15 = & = Flect Value—- x| o— x| [Felect Valre— x| e — =
Fund Dept Account Project Program Class
x =l 2 z| [5e e— izl 2 = & e— izl 2 =
NOT Fund NOT Dept NOT Account NOT Project NOT Program NOT Class NOT Acct Cat
NOT|—Select Value— x|  NOT|-Sel= =l noT — x| noT[—Sela e— x| noTl=S= e— = NoT-Select Va x| NoTl=S — =l

>/ Advanced Filters
Apply Filters Reset Filters

| Financial Summary - As of Period

(@ NoResults
The specified criteria didn't result in any data. This is often caused by applying filters and/or selections that are too restrictive or that contain incorrect values. Please check your Analysis Filters and try again. The filters currently £

Fund
and Fiscal Year

squalto X
qual to 2015

2. Select the parameters wish to be viewed. In this example, the following report filter criteria is used.

e Business Unit: DHCMP

e Fiscal Year 2015

e Period: 3 (suggest default setting to Period 12 and change to current period as needed)
e Account Type: 50 — Revenues and 60 — Expenditures

e Fund: AADHT (uncheck box marked “X")

e Department: Select appropriate departments

e Account Category NOT: 603 (Benefits) - this excludes benefits from being displayed

e (NEW) Click on the Advanced Filters link to select the Dept Tree Name: DH_DEPARTMENT

13



Tire run: 125

Furd Filescr &

AADHT - C5U OFERATING

Home | Favonibes -~ Dushibeards ~ | [IE Wew | BB Open - Sigred In A2 Mis
Home | Munage MyBudet o of Period  Financial Semamary As of Permod | Finarial Frrarial TrislBalance | IncepbomtoDete | Cah | FurdBalaree  Performance Repert s of Period
=/ Repart filters
Business st Fhscal vear As OF pesiod Account Type Account Category Budgel Ledger  Fund CF Status
DFC - ol e e -
] Dept Acooust Praject brogram cla
e 1 500 - MITER POCK
MOT Fund MOT Dt T A WO Praject ROT Program NOT Chase NOT Aot Eat
Advanced Filters
Dot Tree pest Level 1 Degt Lowel 3 Dept Lewel 3 Dt Lewel 4 et Level 5
D pErARTIENT =]
Level 1 Fuomd Lowel 3 Fud Lowel 3 Fund Level 4 Fund Level 5
Account Tree Aext Level 1 At Loved 2 At Lowed 3 Rzt el 4 Reet Level 3
Progect Tree Project Level 1 Project Leveld  Froject Lewel 1 Progect Lewel 4 Project Lewel 3
Fund CF Attris Fund CFAL VAl Rcet CF Attrib Acct CF AL VAl Project CFALeS  Praject CF AT val
Fund Proc Type C5UFund Type Approp Rew DU approp A To State 6L Acct GARP Rt Cass
S0 Fund S0 Sub Fund 50 Frmd] IR Object FINMS Project  GARP AL NOT €5 Fund
Apphy Riters | [Reset Fiters
 Financial Semumary - As of Pericd

After filter selections are made, click on Apply Filters to run the report.

The following screen will appear. Select the column views desired as explained in section 2.0.7. There
are six column views to select from, each corresponding to a yellow highlighted header that can be

changed. Column views for this report are:

Column 1: Fund Descr
Columns 4-6: Hide

The Dept Level filter selected in Column 2 uses Dept Tree nodes to select department groups based on
campus level organization or other criteria. DH_DEPARTMENT must also be selected for the Dept Tree

Column 2: Dept Level 3 Fdescr

Column 3: Nat Class Fdescr

Name Report Filter (sometimes in the Advanced Filter section) to run reports.

The Nat Class Fdescr filter selected in Column 3 is the Natural Classification number used for GAAP
reporting, which sums budget and actuals by major grouping such as Revenues, Salaries and

Supplies/Services.

Click OK.

SLO Tund

SLO Sub Fund CSU Fund FIRMS Object TIRMS Propect GAAP NAL NOT CSU Fund
Bpply Filsers Resst Filters

=/ tmancial summary - s of Period

Business Link = DHOMP - 0511 Daminguser Hills, Fiscal Tear = 2005, Periad = 3

1% 1045719 MM
Shove Cobim 1: | Fursd Forsts | Cobumi 25 | Degt Level 3 Fdesr | Coburnn 3z | Nt Class Femer | Cobumn 4: | Fide | Column 5 | Fide | Cohunn 6 | Hide
ol
5 Huth 1o Date Marth ko Dt Sriginal = o 2 ; I
lss Foescr | achals Eneerbrance _!4159” .\J[! L Budget .:'Hul Yem(s) \.l.,eh.\ul o Luleh.ml.. Actuals

7 - Cither Spersting reveruss

el o Pl s

14
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Encurmbrances |Balance Available | % Used Fir
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4. Select Report View: Standard With Original Budget displays the financial summary report:

Busiresa L = DHCHP - CSU Dosingues Hills, Fical Ve = 2015, Pericd = 3

PHYSICAL FLANT - Plysical Plant Total
FROCUREMENT - Procurement & Contracts

Show Colsmn 1: | Fund Fdesar * | Cokmmn | Degt Level 3 Fdescr A el P ol * | Column 5: | e * | Column 6: | e v | [ox
Select Report view: | Stancard with Oniginal Budget
F - D asr Mt T Akl rn £} Actusle | vear to O Actusls currbrancas | Dalsnce Available %
v = -

Encumbrance Budget

699182 [4,017.87) .00 1446204 1446204 1765854 (12130.58)
.00 000 .00 0.0
2268100 D, 1HBAG 0.00 MHORLE MBUGRIG ZLAZEOY (M2042%)

.00 41,088.67 0.00 0.00 000 L0887 (ALUSELS)

258,945.33 36,7 2666 0.00 33864003 33864005 860,200.18 (1,198842.21)

Report Columns

Definitions

Month To Date Actuals

Amount spent during the month or period of the Fiscal Year (FY) selected.

Month To Date Encumbrances

Purchase orders encumbered for the month or period of the FY selected.

Original Budget

Baseline budget in the “ORIGINAL” scenario during the FY selected.

Current Budget

Amount authorized to spend during the FY selected. This includes baseline
and one-time allocations.

Prior Year(s) Actuals

Amount spent in prior years — used only for project codes that are set to roll-
forward each year. Currently, this feature is not used at CSU Dominguez
Hills.

Year To Date Actuals

Amount spent Year-to-Date (YTD) starting July 1 through the period
selected for the FY selected.

Actuals Total amount spent to date. (Based on the FY and Accounting period
specified). This includes PY Actuals (Period 0), if applicable.
Encumbrances Total Purchase Order remaining balance still open, but not invoiced.

Balance Available

Amount remaining to spend. The calculation is Current Budget less Actuals
Less Encumbrances = Balance Available.

% Used Fiscal Year

Percent spent for the selected FY.
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5. By changing the order of the same filter selections, a different view of the report is displayed.

csu The California State University help~ Sgnow O
Bu ntelligence | Dala Warshouse

Dashboands v Sgred in A Meshaska, Wayne ~

1 wvontes v

inancial Reporting E v - | B
o Managn My Budget s of Prericd v A of Prriod v Firancial Summary by Year Trial Balarce Cash port As of Period =@

=/ Report Filters

Busivess Unil Fcal Year s Of Perid Actrunt Type Actount Category  Dudyet Ledger Famd CF SLats

DHCHP - CHliCer x| 3018 = 7 EI i —— = Rk =l =

Fud Dept Aceount Prajeat Program Class

Aaprr-caior ] EETEGEIER-| al al o =l

T Fratud NOT Depit WOT Aceount NOT Project WOT Program NOT Class WOT Acet Cat

T TR e = T 2wt & o 2| woT = wotEos -

* Advanced Filters
Apghy Piters | Reset Filters

. Fimameial Sunssary - As of Frriod

Business U = DHCMIP - CS0 Dominigues Hills, Frcal Year = 2013, Percd = 3

Time un: 10/22/2005 S5 M
Show Column 1t | Fund Faescr * | Colamn 2 | aq Class Fressy ¥ | Colamn 3z | Dept Level 3 Faeaer ¥ Coksmn 4: e T Column 5 Mo | Column 62 | tace | [oF
iewe riginad Buciget v
Furd Fdescra Mat Class Fiescr Degt Levwel 3 Fdescr o e Lo b Criginal Buciget |Cument Budget |1 1ol Hotipll Actuals Encumbrances |Bance L e
AADHT . CSUCPERATING | 721001 - Suclerd buiticn and fees (et | PHYS T - Phpsical Pard 30.00) | 6.00 230000 2,300.00 | a0 | 36000 8%
FUND: T21001 - Sudent bition and ees (el Tal, [330.00) | 00| (2200 (2,200.00) A%

TRI007 - Cther operating revenues dirg Servces

5 HUman Resturces

Pl
721807 - Bther operaling revenues Total
722001 - Salaries

(354872) | (92,280.00) (92,280.00) 0.00

3 5
575,135.%
(EFTRT]

722001 - Salaries Tatal

BINA62.66 0.00] 9,013820.00
723003 - Schelarships ard Fellowshics 000

000 658664171 FI
0

722003 - Scholarships and Fellowships Tolal
TEIOA - Spplies and Other Serdces

6. Review section 2.0.9 to save this customized report for future reference. Remember to change the
period as needed each month.
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4.0 Manage My Budget as of Period — Department Report by Account

This section provides steps on how to run a Manage My Budget as of Period Report from the Financial
Reporting dashboard. The example provided below is a report of budget vs. actuals for a department at the cost
account level.

1. To run this report, select the Financial Reporting dashboard, and set/save the Home defaults as
described in section 2.0.2 above (if not already done). Then select the “Manage My Budget as of
Period” tab. The following screen will appeatr:

o R

................... 1l Acooun Type ey Budort Ledges 4
=
- - s Prige brogram o
MO fund "I1 D NOT Aceaunt WO pra Ot g Ot s o
Dept Tree Hame  Dept Level 1 Dept Level 2 Dept Level 3 Degpt Level 4 Dept Level 5 TIRHS Cject Code
gplyFitars | Rt Pk

=/ Manage My Budget - s of Period

@ Mo Results
et Typa Febsecr it £, 50 - Revesmsss, 60 - Eigeandiures
and F s b ol lo X
and e i equalto 2015

2. Select the parameters wish to be viewed. In this example, the following report filter criteria is used.

e Business Unit: DHCMP

e Fiscal Year 2015

e Period: 3 (suggest default setting to Period 12 and change to current period as needed)
e Fund: AADHT (uncheck box marked “X")

e Account Type: 50 — Revenues and 60 — Expenditures

e Account Category NOT: 603 (Benefits) — this excludes benefits from being displayed

e Department: Select appropriate department

e Dept Tree Name: DH_DEPARTMENT (NEW)

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

csu The California State University

Famarac sl Repsrtiog

tome  Manage My Dudactas of Period  Firanciel Smmary Az of Period  Firancial Summmary Detween Ferods. Finarcial Summrary by Year — TrislBalance | IrceptiontoDete  Cash | Furdfalance  Performance Report As of Period
=/ Report Tilters

Frscal Year Asofferiod  Acceunt Type hecount ¢ Category  Budget Ledger Fumd CF Status
3 v B Rrmruenid =l Budet =
Dept Account t Project Progr: Cla

MOT Fund WOT Dept WOT Accoun t WOT Project WOT Program OT Clasy WOT Acct Cat

Dol Tree Hanee  Depl Lewel 1 Dt Lewed 3 Dt Level 3 Dol Lewel & Depl Level § FIRMS Olject Code

TH_DEFARTHENT = . - = - = -

gy Fiters. [ Beset Fiters
=/ Manage My Budgel - As of Peried
Business Lnit = DHCMP - CSU Deminguez Hills Fiscal Year = 2015, Fericd = 3
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3. The following screen will appear. Select the column views desired as explained in section 2.0.7. There
are six column views to select from, each corresponding to a yellow highlighted header that can be
changed. Column views for this report are:

Column 1: Fund Descr
Columns 4-6: Hide

Column 2: Dept Level 3 Fdescr

Column 3: Dept Fdescr

The Dept Level filter selected in Column 2 uses Dept Tree nodes to select department groups based on
campus level organization or other criteria. DH_DEPARTMENT must also be selected for the Dept Tree
Name Report Filter (sometimes in the Advanced Filter section) to run reports.

Click OK.

Sursiness Link = DHCMIP - C51 Dominguer Mills, Facal Year = 2015, Perod = 3

Time rure 10/20/2015 1213:50 PM

Show Cobanm 1: | Fund Fesar

¥ | Cobanm 2 | Dept Fdesar

T | Cobunm 3| Account Fesa

| Cobunm 4; | Hde

| Cobunm 5: | Hide

T | Cobunm 6 | Hde

Fund Fescra Dext Fdeser
AADHT - C5U OPERATING FUND | 34500 - MOTOR POS

JA500 - MUTOR POOL Total

AADHT - C5U OPERATING FUND Total
Gramd Tolal

1o/ i not in 603, 601
RO A NS S —

Morth to Date

A,219.16

4,219.16
4,219,186

310929
63,100.29
63,100.29

v

ciget | Currert Budget | Price Yearls) A

34,250.00
34,250.00
34,250.00

2500
34,250.00
34,250.00

chusals | Year bo Date Aic tusls

4. Select Report View: Standard With Original Budget displays the following department report:

Sursiness Link = DHCMIP - C51 Dominguer Mills, Facal Year = 2015, Perod = 3
Time rure 10/20/2015 1213:50 PM

Show Cobanm 1: | Fund Fesar

Fund Fescra Dext Fdeser
AADHT - C5U OPERATING FUND | 34500 - MOTOR POS

JA500 - MUTOR POOL Total

AADHT - C5U OPERATING FUND Total
Gramd Tolal

& notin 603, 601

TP S MY TR —

¥ | Cobanm 2 | Dept Fdesar

Sedet R

Morth to Date

A,219.16

4,219.16
4,219,186

T | Colunm 3: | Account Fesa

T | Cobunm 4; | Hide

T | Cobunm 5: | Hide

v

310929
63,100.29
63,100.29

et | Current Budget

34,250.00
34,250.00
34,250.00

2500
34,250.00
34,250.00

ice Yearfs) A

000 BI5157 BINFAT | 20,0107 (4,518.34) 110%

0.00 875757 875757 3001077 {4,518.34) 113%

0.00 8,757.57 8,757.57| 3001077 {4,518.34) 113%
T | Cobunm 6 | Hde v | (oK

chusals | Year bo Date Aic

000 BI5157 BINFAT | 20,0107 (4,518.34) 110%
0.00 875757 875757 3001077 {4,518.34) 113%
0.00 8,757.57 8,757.57| 3001077 {4,518.34) 113%

Columns

Definitions

Month To Date Actuals

Amount spent during the month or period of the Fiscal Year (FY) selected.

Month To Date
Encumbrances

Purchase orders encumbered for the month or period of the FY selected.

Original Budget

Baseline budget in the “ORIGINAL” scenario during the FY selected.

Current Budget

Amount authorized to spend during the FY selected. This includes baseline
and one-time allocations.

Prior Year(s) Actuals

Amount spent in prior years — used only for project codes that are set to roll-
forward each year. Currently, this feature is not used at CSU Dominguez

Hills.

Year To Date Actuals

Amount spent Year-to-Date (YTD) starting July 1 through the period

selected for the FY selected.

Actuals Total amount spent to date. (Based on the FY and Accounting period
specified). This includes PY Actuals (Period 0), if applicable.
Encumbrances Total Purchase Order remaining balance still open, but not invoiced.
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Columns Definitions

Less Encumbrances = Balance Available.

Balance Available Amount remaining to spend. The calculation is Current Budget less Actuals

% Used Fiscal Year Percent spent for the selected FY.

5. Colleges and Divisions may use the same report to view summaries of multiple departments by
selecting the Dept Level 3 filter in one of the column views. The following example displays
financials by Fund, Dept Level 3 and Account Category.

Finneul eporting
* Report Fillers

s of Berad Rccomnt Category  Budget Ledger  Fund CF Status

= Budget = =
Account Praject Program Class
NOT Accoumt NOT Project WOT Program WOT Class

Dot Lewel 1 Bept Lewrl 2 Dept Lewel 3 Dept Level 4 Dot Lewel 5 FIRMS Object Cade

ApplyFiltms | Rsat Faltars
 Hanage My Budget - As of Period
Busies Lk = DHCMP - £5U Dominguss Hills, Focal Vear = 2015, Pericd = 12
e ruec 10{13/2018 1:43:47 4
Show Column 12| Fund Faeser ¥ | Columon 3= | Dept Level 3 Faescr ¥ | Cobmmm 3z | AcctCatFlessr ¥ | Columnm 42| Mot T Coderm 52| Hse T o 62| Hse v [=]
Select Report view: | Stancard with Original Budget
[ ereh e e e 1o e Segiral Curmare Prize veari) ane 1o s p— Ercumbrances | Ilince o4 L Fsesd

N Buciget Bekget Achay Achay e Builable oo

1437200 1427200 0. 143%
(1]
10266100 10252751 [T T8

HUMAN BESCURCES - Hunsan Resomrees T

T - Infarmacien Technology

Home  Manape MyBudgetas of Peried  Finanoal SumearyAsof Pericd | Financial Summary Betwees Periods  Feamcial Smmarybyvear  Tral Balince  IeepmontsDate | Cash | FurdBmlance  Performance Repert A5 of Perind =@

6. Review section 2.0.9 to save this customized report for future reference. Remember to change the
period as needed each month.
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5.0 Financial Reporting — Financial Summary as of Period (Actuals by Month)

This section provides steps on how to run an Actuals By Month Report from the Financial Reporting dashboard,
which provides monthly actuals information for the criteria selected (e.g. period, fiscal year, department, fund,
etc...)

1. Torun this report, select the Financial Reporting dashboard, and set/save the Home defaults as
described in section 2.0.2 (if not already done). Then select the “Financial Summary as of Period”
tab. The following screen will appear:

THE LAEIlNUniG e Uinversity
Business Intelligence / Data Warehouse

ancial Reporting

lome Manage My Budget as of Period Financial Summary by Year Trial Balance Inception to Date Cash Fund Balance

Financial Summary Between Periods

Financial Summary 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
DHCMP - C5U Dor x| Budget = [ORIGINAL =l

Renart Tnday

2. Select the parameters wish to be viewed. In this example, the following report filter criteria is used.

e Business Unit: DHCMP

e Fiscal Year: 2015

e Period: 3 (suggest default setting to Period 12 and change to current period as needed)
e Fund: AADHT (uncheck box marked “X")

e Account Type: 50 — Revenues and 60 — Expenditures

e Account Category NOT: 603 (Benefits) — this excludes benefits from being displayed

e Department: Select as appropriate

e (NEW) Click on the Advanced Filters link to select the Dept Tree Name: DH_DEPARTMENT

After selecting report filters, click Apply Filters to generate the report.

Finams ial Reparting

Home | Mariage My Budget as.of Paricd  Financial Susmmary A of Prriod  Financial Survrory Betwesn Pariods  Fearcial Susrmaey by Vear

=/ Heport Fllers

A 0 Period Accoumt Type Account Category  Hudget Ledger  Fund CF Status

- 2 »| 50 Rewnuesl = =] Busger = =l
Account Project Program Class
WOT Fund NOT Dept MOT Account NOT Project MOT Program NOT Class NOT Acet Cat

= Adwaned Filters

Dept Tree pept Level 1 Dept Level 2 Dept Level 3 Dept Level 4 Dept Level

CH_DEPARTHENT = = - - -

Fumd Tree und Level L Fumd Level 2 Fund Level 3 Fund Level 4 Fund Level S

Account Tree Acet Level 1 Acet Lewel 2 Acet Level 3 Acet Level 4 Acet Level 5

Praject Tree Project Lewel 1 Project Lewel2 Projectlewel 3 ProjectLeweld  Project Lewel 5

Fumd CF Attrib Fumd CF AN Wal  Acet CF Altrib Rect€F AL VAl  Project CFANn  Prapect CF AL val

Tusd Proc Type  C5UFund Type  Approp Rev Dt Approp Av To State GL Acct GAAP Rt Class

500 Fand on FIRMS Object FIRMS Project GAAP HAC WOT C5U Fund

AgplyFilters | Reset Pilters

=/ Finamcial Ssmmary - As of Period

Dusinass Unk = DHCMP - CSU Donunawes Millk. Fiscal Tear = 2015, Penod = 3
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The following screen will appear. Select the column views desired as explained in section 2.0.7. There
are six column views to select from, each corresponding to a yellow highlighted header that can be
changed. Column views for this report are:

Column 1: Fund Descr Column 2: Dept Fdescr Column 3: Account Fdescr
Columns 4-6: Hide

Click OK.

Init = DHCMP - CSU Dominguez Hills, Fiscal Year = 2015, Period = 3

0/3p/2015 2:01:24 PM

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

Select Report View: | Activity Summary by Accounting Period ¥

Actuals Period

Actual
0

[Fund Faescras ™ [Dept Fdescr [Acct Fdeser |
AADHT - CSU OPERATING FUND | 30000 - VP ADMINISTRATION & FINANCE ‘E-II‘]Z MANAGEMENT/SUPERVISOR SALARIES 0 | 56,250.00
501300 - SUPPORT STAFF SALARIES 0 14,016.00

Select Report View: Activity Summary by Accounting Period displays the Actuals by Month Report
(Period 1 = July, the start of the fiscal year).

As of Period

‘CSU Dominguez Hills, Fiscal Yzar = 2015, Period = 3

16:27 PM

Zolumn 1: | Fund Fdescr ¥ | Column 2: | Dept Fdescr ¥ | Column 3;_tc = hd 5 ¥ | Column 5: | Hide ¥ | Column 6: | Hide

Select Report View: | Activity Summary by Accounting Peried ¥

[Fund Fdescra 7 descr

|AADHT - CSU OPERATING FUND | 34500 - MOTOR POOL|

SUPPLIES AND SER)

‘_ _____________33500-MOTOR P00
|AADHT - C5U OPERATING FUND Total

|Grand Total
Columns Definitions
Actuals 0 — 5 (up to 12) Monthly actuals for the selected FY are displayed. The numbers represent

each month of the FY with 1 being July and 12 is June. O = Prior Year Roll-
forward (primarily not applicable to CSUDH at this time)

Actuals Period Sum of period selected.

Review section 2.0.9 to save this customized report for future reference. Remember to change the
period as needed each month.
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6.0 Financial Reporting — Financial Summary by Year

This section provides steps on how to run a Financial Summary by Year from the Financial Reporting dashboard
to display year-to-year comparison data. It will help users see how much was spent in the reporting period
selected, and compare those expenditures to the same period in the prior years.

1. Torun this report, select the Financial Reporting dashboard, and set/save the Home defaults as
described in section 2.0.2 (if not already done). Then select the “Financial Summary by Year” tab.
The following screen will appear:

- C 8 https//csudwprd. calstate.edu

Financial Reporting Homn | Faserites -

Home  Marige My ket as of Parid  Financisl Summarp At of Pericd  Feeawreial Sumeary Betwer: Barid

Beport Fillers

Dusiness Unit Fiscal Year Periad From Peried To Account Type Accoust Category  Dudget Ledger Fand CF Status

WOT Fund NOT Dept NOT Account t NOT Project NOT Program MOT Class MOT Acet Cat
*/ advanced Filters

=/ Fmancial Swmenary by Year

D o weules

2. Select the parameters wish to be viewed. In this example, the following report filter criteria is used:

e Business Unit: DHCMP

e Fiscal Year 2015

e Period From: 0

e Period To: 3 (recommend Period 12 default and change to current period as needed)
e Account Type: 50 — Revenues and 60 — Expenditures

e Fund: AADHT (uncheck box marked “X")

e Department: Select as appropriate

e Account Category NOT: 603 (Benefits)

e (NEW) Click on the Advanced Filters link to select the Dept Tree Name: DH_DEPARTMENT

After selecting report filters, click Apply Filters to generate the report.
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Financial Reporting Home | Favorites ~ | Dashboards + | [E New +
Home | Manage MyBudget asof Period  Financial Summary As of Period | Financial Summary Between Pericds  Financial Summary by Year | Trial Balance  InceptiontoDate | Cash | FundBalance  Performance Report As of Period
Report Filters
Business Unit Fiscal Year Period From Period Te  Account Type Account Category  Budget Ledger Fund CF Sfatus
DHCMP - CSUDor | Between2012 x)-l2015 | Betweend xl-io x| [50-Revenues;e0 ¥/ e x| |Budget I Select vilie— x|
Fund Dept Account Project Program Class
[AADHT-CSUOPE »| [34500 - MOTORF x| [—lect valve— x| [Soa e 3l [eledvale— =l [Selec e =l
NOT Fund NOT Dept NOT Account NOT Project NOT Program NOT Class NOT Acct Cat
NOT[—Select Valoe— |z]  NoT[—Select =l noT—S e~ 3l NOT|—Seledt Valve— |z NOT|=Select Valve— =] NoT[—Select Valve— x| nOT01;603 =l
| advanced Filters
Dept Tree Dept Level 1 Dept Level 2 Dept Level 3 Dept Level 4 Dept Level 5
DR DEPARTMENT x| [Socledt Valoe— =] [Folect Valle— x| [Ficlect Vale— x| [Soled Valie— @) [SSoied Tl
PHETEvET

PN CEVETT

Acct Level 1 Acct Level 3 Acct Level 5

=

Project Tree Project Level 1 Project Level 5

~Select Value— |=|  [~Select Valve— 1= ~ =

Fund CF Attrib Fund CFAttVal  Acct CFAtt Acct CF Att Val Project CF Att Project CF Att Val

5 alue— =] [-Sefect Value— | =] [~Select Va ~Select Value— x| [~Select Valve— ~Select Value— |z

Fund ProcType  €SU Fund Type Approp Rev Dt Approp Avi To State GL Acct GAAP Nat Class

~Select Value— x| [~Select Vale— | =] [= e~ x| [ 2 = [ ~ =

SCO Fund SCO Sub Fund FIRMS Object FIRMS Project GAAP NAC NOT CSU Fund

~Select Value— |=|  [~Select Valve— 1= slie— x| [Z= - e— |zl ~ = = x|

-RM —

/| Financial Summary by Year

3. The following screen will appear. Select the column views desired as explained in section 2.0.7. There
are six column views to select from, each corresponding to a yellow highlighted header that can be
changed. Column views for this report are:

Column 1: Fund Descr Column 2: Column 3: Acct Cat Fdescr

Columns 4-6: Hide

Dept Fdescr

Click OK.

55 Unit = DHCMP - CSU Dominguez Hills, Fiscal Year = 2012,2015, Period = 0,10

—
-un: 10/20/2015 1:40:17 PM

¥ | Column 3: | Acct Cat Fdescr ¥ | Column 4: | Hide ¥ | Column 5: Hide ¥ | Column 6: | Hide

Delect REPOTE VIew: | SUmmary by vear (hetaey ¥

Show Column 1: | Dept Fdescr ¥ | Column 2: | Fund Fdescr

Actuals
Dept Fdescr Fund Fdescr& |Acct Cat Fdescr 2012 2013 2014 2015
34500 - MOTOR POOL | AADHT - CSU OPERATING FUND |613 - Contractual Services Group 0.00 0.00
|SED - Misc. Operating Expenses | 22/430.82| 98,289.02| 20,397.57 | 9,574.01
AADHT - CSU OPERATING FUND Total 22,430.82 98,289.02 | 20,397.97 |9,574.01
34500 - MOTOR POOL Total 22,430.82 98,289.02 20,397.97 9,574.01
Grand Total 22,430.82 98,289.02 | 20,397.97 |9,574.01

Period is between 0 and 10
Acct Cat is not egqual to / is not in 601, 603

4. Select View: Summary by Year (Actuals) displays actuals by fiscal year for the selected filters.
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mn 2: | Fund Fdescr ¥ | Column 3: | Acct Cat Fdescr

T | Column 4: | Hide

Select Report View: | Summary by Year (Actuals)

L

¥ | Column 5: | Hide

Actuals
Dept Fdescr Fund Fdescrss ™" Acct Cat Fdescr 2012 2013 2014 2015
34500 - MOTOR POOL | AADHT - CSU OPERATING FUND |613 - Contractual Services Group 0.00 0.00
660 - Misc. Operating Expenses | 22,430.82 | 98,289.02| 20,397.57| 8,574.01
AADHT - CSU OPERATING FUND Total 22,430.82 |98,289.02 | 20,397.97 |9,574.01
34500 - MOTOR POOL Total 22,430.82 |98,289.02 | 20,397.97 |9,574.01
Grand Total 22,430.82 |98,289.02 | 20,397.97 |9,574.01
Columns Definitions
Actuals Amount spent between the “starting” and “as of” periods for the FY selected.

5. Review section 2.0.9 to save this customized report for future reference. Remember to change the

period as needed each month.
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7.0 Financial Reporting - Fund Balance Report

This section provides steps on how to run a Fund Balance report, which displays the remaining balance for
selected funds.

1. To run this report, select the Financial Reporting dashboard, and set/save the Home defaults as
described in section 2.0.2 (if not already done). Then select the “Fund Balance” tab. The following
screen will appear:

Fmancisl Reporting Home | F wites » | Dashboards = | [ tew . B9 Open = | Sigeeed In Aa Ninksiska, Wayne +

Wome | Mansge My Budget s of Period | Fancial Summany As of Perid | Finaecial Summary Between Periods | Finarcial Summary by Tear | Trial Balarce | IncestiontoDete | Cash marce Sesert A of Pened
= Report Filters
Business Unit Fiscal Year A5 Of Peried
Boew - ColDor x| (3018 v K
Fund CF Status Fand T Fund
=| E01-MGFNE =] noT
Fund Tree Fund Level 1 Fumd Level 2 Fund Level 3 Fund Level 4 Fund Level 5
Fund CF Attrib Fand CFAIL VAl CSU Fand Type Fund Proc Type  Apprap Rev DU Approp A To Date
S0 Fund SC0 Subfumd €5 Fand MOT CSU Fund CARP NAC
Apcly Pivers | Reset Filters

2. Select the parameters wish to be viewed. In this example, the following report filter criteria is used.
3.

Business Unit: DHCMP

Fiscal Year: 2015

As of Period = 3 (suggest default setting to Period 12 and change to current period as needed)

Fund = User specific - Click on the down arrow to choose value(s) from available fields. Be sure to
uncheck “X”

After selecting report filters, click Apply Filters to generate the report.

Y

) Cormmen Financial Systei % | [ Oracle 3l Ineractive Dash x '\ New Tab

[} my.csudh.edu time outp: %

porting&Page=Fund?

€« C' | @ https://csudwprd.calstate.edu/analy aw.dll?Dashboard&Pc

Financial Reporting Home | Favorites » | Dashboards ~

Home | Manage MyBudgetas of Period | Financiahggary As of Period | Finandial Summary Bstween Periods | Financial Summary by Year | Trial Balance | InceptiontoDate | Cash  Fund Balance | Performance Report As of Period

¥/ Report Filters

siness Unit Fiscal Year As Of Period
pHC U Dominguez Hills =l pois = B =l
Fund CF Status A Fund NOT Fund

= K =l noT[=S =

Fund Level 5
=l [ e iz =l [ e iz =l [ = izl

Fund CF Attrib Fund CFAttVal  CSU Fund Type Fund ProcType  AppropRevDt  Approp AviTo Date

et Vale— x| [ S x| et Vale— x| = T x| et Ve x = o x|
€O Fund €0 Subfund CSU Fund NOT CSU Fund GAAP NAC

et Vale— x| - z = et Vale— x| woT|—Select Valie— ) e valie— =

Apply Filters| Resat Filters

3. The following screen will appear. Select the column views desired as explained in section 2.0.7. There
are six column views to select from, each corresponding to a yellow highlighted header that can be
changed. Column views for this report are:

Column 1: SCO Fund Descr Column 2: CSU Fund Fdescr Column 3: Fund Fdescr
Columns 4-6: Hide
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Click OK.

4. Select Report View = Encumbrance View.

iUl Dominguez Hills, Fiscal Year = 2014, Period = 12 \
ow Column 1: | SCO Fund Fdescr ¥ | Column 2: | CSU Fund Fdescr ¥ | Column 3: | Fund Fdescr ¥ | Column 4: | Hide ¥ | Column 5: | Hide ¥ | Column 6: | Hide
Select Report View:  Encumbrance View v
5CO Fund Fdescres =7 Fund Fdescr Beginning Fund Balance [Year to Date Revenue [Year to Date Expenses | Encumbrances |Ending Fund Balance w/Encumbrances
0948 - Calif State University Trust Fund | 485 - TF-CSU Operating Fund | AADHT - CSU OPERATING FUND {27,359,818.57) {75,322,424.57 88,160,451.56 | 5,181,026.86 (9,340,764.72)
485 - TF-CSU Operating Fund Total (27,359,818.57)| (75,322,424.57) 88,160,451.56 5,181,026.86 (9,340,764.72)
0948 - Calif State University Trust Fund Total (27,359,818.57)|  (75,322,424.57) 88,160,451.56 5,181,026.86 (9,340,764.72)
Grand Total (27,359,818.57)| (75,322,424.57) 88,160,451.56 5,181,026.86 (9,340,764.72)
2014
equal to AADHT - CSU OPERATING FUND
iz equal to DHCMP - CSU Dominguez Hills
=aalta S0 &N
Columns Definitions

Beginning Fund Balance

Remaining unspent funds from last year. A negative amount means there is
money left. A positive number means the fund is overspent.

Year to Date Revenue

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

Year to Date Expenses

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

Encumbrances

Total Purchase Order amount still open, but not invoiced.

Ending Fund Balance

= Beginning Fund Balance plus YTD Revenues less YTD Expenses and
Encumbrances. The ending fund balance represents the amount remaining
to spend as of the period selected. A negative number means there is
money left. A positive number means the fund is overspent.

5. Review section 2.0.9 to save this customized report for future reference. Remember to change the

period as needed each month.

26



8.0 Cash Report

This section provides steps on how to run a Cash Report that displays the cash balance available within a Fund.

1. To run this report, select the Financial Reporting dashboard, and set/save the Home defaults as

described in section 2.0.2 (if not already done). Then select the “Cash” tab. The following screen will

appear:

o € 8 hitps//csudwprd.calstate.edu

The California State Universi
RIL] 20 e Data Woreiossy

Financial Reporting
Home  Marage MyBudget asof Perid  Financusl Summarg A4 of Pericd  Feareial Sumeary Between Periods Firareil Surmar by Year | Tl Salarce | frenption to Dat o Bl Perfimance Requet & of Prricd
* Report Fikers
Dusiness Unit Fscal Year s OF Peried
2015 = A =
Fund CF States. Fund MO Fuand
Fund Tree Fand Level 1 Fund Level 2 Fund Level 3 Fund Level 4 Fund Level 5
Fund CF Attrib Fund CF Attval €51 Fund Type fund ProcType  AppropRevDt  Approp Avl To Date
S0 Fund S0 Sublund o5 Fund 0T O3 Fund GRAP NAK
Apply Pl Eeumt Rt
! Cash
@ hoResults
The specified crite alysis T
and X
and 7 a01s
= 1 alto (s in 305022
e fcen ot s equalte 101, 102, 108

Select the parameters wish to be viewed. In this example, the following report filter criteria is used.

uncheck “X"

Business Unit: DHCMP
Fiscal Year: 2015

As of Period = 3 (suggest default setting to Period 12 and change to current period as needed)
Fund = User specific - Click on the down arrow to choose value(s) from available fields. Be sure to

After selecting report filters, click Apply Filters to generate the report.

csu The California State University

ssinsas Intallige

Dats Warshouss

Fmancial Reparting

= Cath

Fuumu CF Abtrils Fusned CF ALE Val

SC0 Fand SLO Sublund

£S5 Fund Typer

CSU Fund

Fuand Proc Type

HOT CSU Fund

Apply Filters

neJ Filters

Business Lrk = DHCMIP - C3U Domingue: Hills, Fucsl Teir = 2018, Percd = 3
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E rew- B9 Open » | Sged InAs Nishioks,Wayme =

Home ' Marage My Sudget as of Penied | Financial Somemany &3 of Peris Financial Smmary Setween Periods  Financial Sommaryby'Year * Trisl Sofance | incestionta e Cash FundBalance  Performance fepert As of Period =@
* Report Fiters
Fiscal Year s 0f Perind
s = 3 >
Fumd CFStatws  Fund NOT Fund
= WADHT-CSUOM = noT =
Fmd Tree Fannd Lewel 1 Fasnd Lewel 2 Frannd Lewed 3 Fuand Lewel 4 Fuannd Lewel §

Approp Rev B4 Approp Avi Ta Date

GAAP HAL




3. The following screen will appear. Select the column views desired as explained in section 2.0.7. There
are six column views to select from, each corresponding to a yellow highlighted header that can be
changed. Column views for this report are:

Column 1: SCO Fund Descr Column 2: CSU Fund Fdescr Column 3: Fund Fdescr
Columns 4-6: Hide

Click OK.

4. Select Report View = Summary View.

= DHCMP - CSU Dominguez Hills, Fiscal Year = 2015, Period = 3

2UISSI05TIS P

Show Columin 1: | SCO Fund Fdescr ¥ | Column 2: | CSU Fund Fdescr ¥ | Column 3: | Fund Fdescr ¥ | Column 4: | Hide ¥ | Column 5: | Hids v} Column

Select Report View: | Summary Viewl ¥

SCO Fund Fdescr B0 Tung Taeser | Fund Fdescr Cash

0948 - Calif State University Trust Fund [485 - TF-CSU Operating Fund ‘AADHT - CSU OPERATING FUND| 21,376,715.03
485 - TF-CSU Operating Fund Total 21,376,715.03

0948 - Calif State University Trust Fund Total - 21,376,715.03

Grand Total 7 21,376,715.03

= between 0 and 3

und Fdeser is equal to AADHT - CSU OPERATING FUND
us Unit Fdeser is equal to DHCMP - CSU Dominguez Hills
iscal Year is equal to 2015

Cash total (last column) should be a positive humber, meaning there is cash available in the fund.

5. Review section 2.0.9 to save this customized report for future reference. Remember to change the
period as needed each month.
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9.0 Trial Balance Report

This section provides steps on how to run a Trial Balance report. The Trial Balance Report displays the account
balances within the Fund.

1. To run this report, select the Financial Reporting dashboard, and set/save the Home defaults as
described in section 2.0.2 (if not already done). Then select the “ Trial Balance” tab. The following
screen will appear:

RN o St oty

Select Actuals Trial Balance

2. Select the parameters wish to be viewed. In this example, the following report filter criteria is used.

Business Unit: DHCMP

Fiscal Year: 2015

As of Period = 3 (suggest default setting to Period 12 and change to current period as needed)
Fund = User specific - Click on the down arrow to choose value(s) from available fields. Be sure to
uncheck “X”

After selecting report filters, click Apply Filters to generate the report.

Business Unit Fiscal Year Period
DHCMP - CSU Dor »|  [2015 x| Between® =3 =l
Fund CF Status Fund NOT Fund
Fund Level 1 Fund Level 2 Fund Level 3 Fund Level 4 Fund Level 5
—_— —_— —_—
Fund CF Attrib Fund CF Att val CSU Fund Type Fund Proc Type Approp Rev Dt Approp Avl To Date
SCO Fund Fdescr 5CO0 Subfund CSU Fund Fdescr NOT CSU Fund GAAP NAC
TEl [Seet Vale— 1=l [Select Valoe— =l NoT=Sele — el [l Vale— =

Apply Filters Reset Filters

3. The following screen will appear. Select Column: Account Fdescr and Click OK. Then Select Report
View: All Funds Horizontal. The following report will be displayed:
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Show Column: | Account Fdescr v

Select Report View: | &1l Funds Horizontal v
Year to Date Actuals

Account Fdescr AADHT - CSU OPERATING FUND
101005 - CASH ON HAND 1,550.00
101100 - CASH 5/T INVESTMENTS 18,725,668.47
101801 - CASH 5/T INVESTMENTS - CPO 0.00
103802 - AR ABATEMENTS-PAYROLL 264,256.34
103804 - A(R - ABATEMENTS{AREI) 3,120.00
103815 - A(R - REIMBURSEMENTS{ARBI) 51,257.%4
103821 - A(R INSTALLMENT PAYMENT PLANS 1,380,355.76
103822 - A(R-FEE REV-3RD PARTY CONTRACT 466,879.53
103823 - A/R-FEE REVENUE-STUDENTS 0.00
103836 - A(R - OPERATING REVENUE{ARBI) 1,891.15
103837 - A(R - OPERATING REVENUE{HRSA) 5.835,804.83
103841 - A/R DISHONCORED CHECK 1,637.68
103842 - AR - DISHONORED CHECK { HRSA) 267,770.13
103853 - &/R - OTHER{ARBI)
1035595 - AR OTHER - OFFSET
104001 - ALLOW FOR UNC AJR-ABATEMENT
104004 - ALLOW FOR UNC AfR-OPER REV
105001 - DUE FR GEMERAL FUND
106005 - PROV DEFERRED REC-AR DISH CHKS [ )
107001 - TRAVEL ADVANCE-EMPLOYEES 22,030.00
107801 - SALARY ADVANCE-EMPLOYEES 0.00
107802 - SALARY ADVANCE 648.14

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 Fund balance or net assets represent the portion of the fund
Balance/Net Assets 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.

BEXXXXX — Revenues Total revenues collected for the fiscal year.

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

BXXXXX — Expenses Total expenditures recorded for the fiscal year.

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

Columns Definitions

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

4. Review section 2.0.9 to save this customized report for future reference. Remember to change the
period as needed each month.
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10.0 Drill Through Report 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.

*/ Manage My Budget - As of Perod

asiness Unit = DHCMP - CSU Dominguer Hills, Fecal fear = 2018, eriod = 12

[2015 §:33:40 AM
Show Column 12 | Fund Feser *  Cobumn 2: | Dept Freser ¥ | Cobanwn 3¢ 2croont Fheser ¥ | Colimn 41 | Hde * | Column 5: | Hee *  Colan B Hde v | [ek]

Select Reyort Views  Slardard waith Criginal Budget bl

[Menth te Catr Artusls|Menth tn Dnte Encumbrnees | Griginal Audget |Cumert Budget |Price Year{x) Actunls |Year to T Artuals|Acunls [ Encumbrances | Balance &wniinble % Used Sisenl vear|

15,799

I P
134500 - MOTOR POOL Talal I | | 3425000 3435000 000, 29,194.33 | 113%|
| AADHT - C5U OPERATING FUND Total | | | 3435000 3425000 .00 | 9,194.33 | 113%
Grand Total I | sazsopu]  aso00 000 29,194.33| 113%|

Acct Cat b5 nat equal ta | s nat in 601, 603
amd Fect Trpe Foeser i egual Lo 50 - Revenues, 60 - Expenditures.
and Dept Fdescr i equsi to 34500

Transaction Detail results are displayed:

The California State Universi

Finamcial Regorting

Home | Farites » | Oashboards » | B tew . BB 0pen - | Signed in As Mishioka Wayne v

Apprasdmate Row Count: 15

sy

Dhsinese  (Fuscal | [aceourting Docsee  [Doctn |, e Fund Dept  (Prog Class (Proect Stat|Stat |Punchass ot |Sbplier  |lwokce |y . .l | Ledger (oo o lmi{Posted  [Joumsl |50 Fund|csu
Unit vaar |7 rute P fgaser  [Daser scr (Fdescr  |Pdescr |Foeser|Fascr Fdeser |Cd |Ast | Order Supplier D {yrme iR b N 1 el ol e ol e ol Date Fdescr |Fdet
DHoHE - | 208 f201% | 0000724160 0.5 - - - - C00ST24108 | PO -

= DIIGATIONS

Do

1.0 DE0O0T1566 0000 - 15500 |APACIEI08) -

2|oayos201% 00151363 0,00 DO00031564 | CO0O0L0327 |TIFUELSING. 19355 | APACT43080 - - |DODOOI2616|-  (ACTLALS |D6/25/2015|- | DB/OT/2015 |O6/DE/201S (0548 -
001 - s Call

Actual

DrcHP . | 2015 2|0/06/200% 615130 000000031566 | 0000010327 |HFUELSING. 15085 |APACT43080 - |+ |oocoozesel-
th

DHCHP - | 2005|  2[08M0R/2015 0005134

0,00 D000031564 0000010327 |TTFUELSING- | 13470 | APACT43080) OO00012616 |- [ACTUALS |07/14/2015 |- | DB/07/2005 | DE/D6/2015 | 0048
001 Ecusls Can
Lodger

0,00 DO0O031564 0000010327 |TTFUELSING - | 1547
001

000001616

DHCHP - | 2015|  2(08/06/2015 (00151305 0,00 DO0OC31964 | 0000010327 |NTFUELSING- | 19369 | APACTA3080 0000012616 O&U7/2015 | 08y06/2015
001 e

DHoHP - | J008|  208/28/2018 DUiSETE - 10887 DOCCTIIERL -

oHCHP - | 2005|  3(09/02/2015 (00151500 |VCM-AF | DLARKET

0,00 0000001566 | C00COL03I7 |IIFUELSING- 15765 | APACTSSEN - - |oocoouanos |- [AcTUALS [oejarfacis |- [osyun/zons |osjoafans (o - [s6S
001 Actusle =

Lidger Seate  |Opai v

Dorminguez Actounting | FOR
.
Faraancial Reporting: Marige My Budget as of Pericd > Actusls Deill Dowe VIO

4. At the bottom of the screen use the icons to move forward and back through the returned results.

-Q:szﬁowsl—zs

5. Sort on an individual column by clicking on the column label (See section 2.0.5 Column Sort).

6. Click the Return link to return to main report. | Return -Refresh - Print - Export

32



11.0 Table Prompts and Report Section Features within Drills

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

11.0.1 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 a CO|Umn a e ALLL AL IS TIUL SYUGE W 1S DIUL T DUD
Table Prompt, hover the

cursor over the COIl'Imn Doc  |Doc i Fiscal |Period |Acct Jrnl Jml
GLBU |Doc Src Doc ID Date |Ln& n Descr vear |Abbr | Date Il 1D Date Il Descr In®
header. A grey bar above
. DHCMP |MIE - 0000543433 (2014~ 47 0| CLEANSOURCE 2014 1(2014- |0000543433 |2014- |1314YEOBLIGPO| 47
the column header will be Manual 07-01 07-01 07-01
. Journal
displayed. Entry
DHCMP |MIE - 0000560127 [2014- | 11 0[PP WO 14060623 | 2014 1[2014- |0000S60127 [2014- [CB PP Ul 14 11
Manual 07-31 07-31 07-31
Journal
Entry
NHCMD M - NONNSS1796 [In1a. 1 nlnnvIma mnra 1l2ma lnnnnsr1 7o l2n1as lrr 1 il 1a 1

2. Click on the grey bar,

hold. Begin to drag the

Table Prompts

field up. A bluish-grey bar [

(Table Prompts) will = Fiscal |Period |Acct ml 3ml JmiLa |3l
. 1st Ln [Doc Ln Desg Year |Abbr  |Date Irnl 1D Date Iml Descr In # |Ref Sre | ltem Acct Rdescr Fund Fdescr Dept Fdescr
appear with the : Key
L “ 0jCLEANS@IRCE 2014 1[2014- (0000543433 [2014- [1314YEOBLIGPO| 47 (28270 [0BL |- 660003 - AADHT -CSU  |34200 -
description “Table 07-01 0701 SUPPLIES AND | OPERATING CUSTODIAL
p ts". D field SERVICES* FUND SERVICES
rompts”. Drag Tie
0[PP WO 14060623 | 2014 1|2014- |0000560127 [2014- |CB PP Jul 14 1 cBK |- 660834 - PLANT  |AADHT - CSU  |34200 -
above bar and release 07-31 07-31 OPS SVCS /8 OPERATING CUSTODLAL
mouse.
3. Select the Table Prompt 0 50 - Revenues, 60 - Expenditures
. . . and Bus Unit Fdeser is equal to DHCMP - CSU Dominguez Hills
to view from the pick list. and fcct Type Fdescr s cque .50 - Revenes, 60 - Expenditures
and i
4. To undo Table Pr(:)mptl (Cl06e L0 Deser | AFTER THE FACT PAYMENT FOR LEA. |+
AFTER THE FACT PA or iEA Y
1 (AGREEMENT#29304 WINDOW WASHIN —
click on the square box v o e e ‘ =
next to pICk ||St drag ba Do 5 AUGZO14 PPiﬁ == kg f,‘;‘e 3ml ID JD':t'E JDE;H JL'"“L :;nEf ;’r‘? Ln:;n Acct Fdescr Fund Fdeser Dept Fdescr
’ =
DHCMP | VCH -| gﬁiﬁ:ggkﬁggfflxc?;; PO $ 2014 5|2014- |APAC610621|2014- |- 44 - - - 660003 - AADHT - CSU 34200 -
to report and releas ouch CLEANING SERVICES FOR 45 UNIV s s el Sy | TR IO
'CLEANSOURCE =
H DHCMP | VCH -| . 2014 5|2014- |APACE10621|2014- |- 44 |- - - 660003 - AADHT - CSU 34200 -
the deslred Col Vouct nggﬁ)’lag‘f BLANKET: PURCHASE OR 11-18 11-18 SUPPLIES AND (OPERATING FUND |CUSTODIAL
. ACCOU JULY2014 INVENTORY S CB SERVICES* SERVICES
location. Grand 80
Total NOV2014 PP WO S
NOVEMBER 2014 INVENTORY S CB
'OCT 2014 INVENTORY STORE CB Approximate Row Count: 2116
Retum - Analyze {OCT2014 PP WO S
PIONEER CHEMICAL - RETA
PO WO 14060690
PO WO 14080959

11.0.3 Creating a Section Report Section

From a drill, you can move a column to a Report Section.

33



Processing Steps / Field | Screenshot / Description
Name
1. To make a column a -
Report Section, hover the
v
cursor over the column Ficel Perod At sy (0 sy U it T (R0 acctPdor  [rund e et ey P9[0 [Pl Achals i it
header. A grey bar above : =
. 3 2014 1|2014 0000561439 |2014 |CB Copier | 91 |PP CBK |- 660838 - AADHT - CSU (34000 - - --- --- 400.51|- 0.00
the column header will -07- -07- |ul 14 COPIER C/B  |OPERATING  |PHYSICAL
31 31 FUND PLANT
ADMIN
appear. 1| 2014 12014 0000551439 (2014 |CB Copier | 92 |DRAFTING [CBK |- 660838 - AADHT - CSU (34000 - R e 7.04- 0.00
-07- -07- [Jul 14 COPIER C/B OPERATING  |PHYSICAL
31 31 FUND PLANT
ADMIN
2. Click on the grey bar,
hold. Begin to drag the
field up. A bluish-grey bar
with the description - Il 1rny |OpEN Prog |Clase
Sections” will appear. 1D Date Jrnl Descr |Ln [Jrnl Ln Ref ore Item |Acct Fdescr Fund Fdescr  |Dept Fdescr Fescr |Edescr
. & Key
Drag field above bar and
release mouse. 1561439 (2014 |CB Copier | 91 |PP CBK - 660838 - AADHT - CSU 34000 - |-
-07- |Jul 14 COPIER C/B  |OPERATING |PHYSICAL
31 FUND PLANT
ADMIN
1561435 |2014 |CB Copier | 92 |DRAFTING |CBK |- 660833 - AADHT - CSU 34000 - e e
Ea Al e Pttt f ol W Y ] AT ATTR TR
1 Voucher 1029 11-19 11-19
3. The column_ls now a rcsontrg
Report Section. Grand
650090 - EXPENSES-OTHER.
4. To “undo” Report
Sectlons,. hover m9u§e GLBU  |Docsrc Doc ID Bg‘te En"‘; i)st\_n Do Ln Descr ‘F,E;f' :f]gfd g‘;"e Jml 1D JD':;E :;Lr JLL"'# Jml Ln
over section description
DHCMP  |MIE - Manual |0000571282 |2014- 19 0 |CSU DIRECTORS 2014 2(2014- |0000571282 (2014- |Various 19|CPO14
and a square bOX will Journal Entry 08-26 FAC MEETING 08-26 08-26 |CPOs
. Grand
appear. Click on the Total
square box, drag to 650832 - INVENTORY C/B
desired location and . -
e o [owse  [oxd Do [y [eo(ocinom [reet o [ [ [Pl Pl
b DHCMP  |MIE - Manual | DDDOSES058 | 2014- 127 0|AUG 2014 2014 3|2014- |0DOO0O585098|2014- |(CBIS 127 (10230
Journal Entry 02-30 INVENTORY S CB 09-30 05-30 |AUG 14
Grand
560833 - CAMPUS STORES C/B
Doc Doc T Fiscal |Period |Acct Il Iml  |3rnl
GLBU Daoc Src Doc ID Date  |Ln # gst Ln |Doc Ln Descr Year | Abbr Date Iml ID Date Il Deser 'n# |Ref
DHCMP | MIE - Manual |D000572193 (2014- 22 0 uLy 2014 2|2014- |(0DD00572193|2014- |CB Campus 22 | JULF
Journal Entry 08-31 CAMPUSTORE CB 08-31 08-31 |Stores Jun 14
DHCMP  |MIE - Manual |DODDE0SS39 (2014- 1 0(0CT14 2014 4|2014- |0D0D00DE0S939|2014- |CB Campus 1(181:
Journal Entry 10-31 CAMPUSTORE CB 10-31 10-31 |Oct 14
Grand
Total
660838 - COPIER /B
GLBU  |Docsr Doc ID g:tce En“# E’:;Dﬁ* g:;c';" ":g' :ﬁgfd S;‘E Il 1D ga“t'e Iml Deser i:"# Il Ln Ref
DHCMP  [MIJE - Manual | 0000561439 2014- 91 01JuLi4 2014 112014 |000056143912014- |CB Cobier S1IPP
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12.0 Transactions Inquiry Dashboard — Purchase Orders (POs) and Requisitions

Reports on Open POs and requisitions can be viewed from the DWH Transactions Inquiry dashboard.

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

oned In A Mishioka, Wayme: -
Y]

Home  CpenfOleperls  OpenSequetion Beperts  ActudkBeports  Bkoet Reports  Greovbrarcs Beporls Reguistion Beperts

Heport lndex

2. Set Home default parameters, click Apply.

T Ine Galitornia State umversity
Business Intelligence / Data Warehouse
wnsactidin Inquiry Home | Favorites v | Dashboards =

lome Open PO Reports Open Requisition Reports Actuals Reports Budget Reports Encumbrance Reports Requisition Reports

Select primary business unit for campus level reporting ~ Select primary budget ledger  Select original budget scenario gnly
IDHCMP - CSL Dor =] Budget = loRIGINAL ~ Apply set v

Report Index

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

en Reguisition Reports
Displays open requisitions reports and transactions with various chartfield views

Actuals Reports

12.0.1 Transactions Inquiry — Open POs

1. From the Transactions Inquiry dashboard, click on the Open PO Reports tab and the Open PO Report
link.

= | O ntTpsy/Ccsuawpra.calstate.eauy/analytcs/saw.allsvasnpoard

csu The California State University

Business Intelligence / Data Warehouse

Actuals Reports Budget Reports Encumbrance Reports Requisition Reports

Open PO Transaction Details

Open PO transaction details based on the selected report filters

2. Select the parameters wish to be viewed. In this example, the following report filter criteria is used.
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Business Unit: DHCMP
Fiscal Year: 2015
As of Period = 3 (suggest default setting to Period 12 and change to current period as needed)

Fund = User specific - Click on the down arrow to choose value(s) from available fields. Be sure to
uncheck “X”

o Deptid = Select as appropriate.

e (NEW) Click on the Advanced Filters link to select the Dept Tree Name: DH_DEPARTMENT

After selecting report filters, click Apply Filters to generate the report.

csu The California State University

Business Intelligence / Data Warehouse

Transaction Inquiry

| Repart Filters

Business Unit Fiscal Year Period (as of) Account Category
DHCMP-CSUDor x| 2015 = <=l2 =l [Seectvalie— =l
Fund Dept Account Project Program Class
[AADHT - CSU OPE x| (30000 - VP ADMIT x| =l = = 2 = = =
NOT Fund NOT Dept NOT Account NOT Project NOT Program NOT Class NOT Acct Cat
NOT-Selec =~ x| wotlSek e— x| NOT—= =z NoT ek e— = Nol d Valoe— x|  NOTI == =l worl== =
Document Source  Doc ID Document Date  Doc Line Descr supplier supplier Descr
=l = - = £ =l x| [sete = =l
| Advanced Filters
Dept Tree pept Level 1 Dept Level 2 Dept Level 3 Dept Level 4 Dept Level 5
DH_DEPARTMENT =| = = = = =
Fund Tree Fund Level 1 Fund Level 2 Fund Level 3 Fund Level 4 Fund Level 5
=l = = =l = =
Account Tree Acct Level 1 Acct Level 2 Acct Level 3 Acct Level 4 Acct Level 5
=l =l = =l =l =
Project Tree Project Level 1 Project Level 2 Project Level 3 Project Level 4 Project Level 5
=l = = =l = =
Fund CF Attrib Fund CF Att val Acct CF Attrib Acct CF Att Val Project CFAttrib  Project CF Att val
= = =l = = =l
Fund Proc Type CSU Fund Type Approp Rev Dt Approp AviTo State GL Acct GAAP Nat Class
=l =l = =l =l =
SCO Fund SCO Sub Fund CsU Fund FIRMS Object FIRMS Project GAAP NAC NOT CSU Fund
=l = = =l = =l ol =l

Apply Filters Reset Filters

| Open PO Report

Business Unit = DHCMP - CSU Dominguez Hills, Fiscal Year = 2015, Period = 12

The following screen will appear. Select the column views desired as explained in section 2.0.7. There
are six column views to select from, each corresponding to a yellow highlighted header that can be
changed. Column views for this report are:

Column 1: Fund Fdescr Column 2: Dept Fdescr Column 3: Acct Fdescr
Column 4: Supplier Descr Column 5: Hide Column 6: Hide
Click OK.
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Business Unit = DHCMP - CSU Dominguez Hills, Fiscal Year = 2015, Period = 12

—
Time run: 10/2640015 9:04:29 AM

Column 1: | Fund Fdescr ¥ | Column 2: | Dept Fdescr ¥ | Column 3: | Acct Fdescr ¥ | Column 4: | Supplier Descr ¥ | Column 5: | Hide ¥ | Column 6: | Hide
Fund Fdescr Dept Fdescr [Acct Fdescr DocID |Supplier Descr Open PO Amt
| AADHT - CSU OPERATING FUND | 30010 - VP ADMIN & FINANCE OFFICE 660003 - SUPPLIES AND SERVICES® 0000032055 |RECALL SECURE DESTRUCTION SERVICES INC 500.00

30200 - PUBLIC SAFETY 660003 - SUPPLIES AND SERVICES® 0000031196 | SIRCHIE ACQUISITION CO LLC 20.00
0000031641 | WATCHGUARD 381.50

DDDUUEZS&B‘PORAC 1,200.00

31200 - PAYROLL SERVICES 660003 - SUPPLIES AND SERVICES® 0000032310 IRON MOUNTAIN OFFSITE DATA 1,205.65
660021 - REPAIRS AND MAINTENANCE | 0000031554 | RICOH USA INC 1,200.00

32000 - ACCOUNTING SERVICES 660003 - SUPPLIES AND SERVICES™ 0000029235 | RECALL SECURE DESTRUCTION SERVICES INC 862.61
0000030313 | STATE CONTROLLERS OFFICE 445.01

0000030336 | BRINKS INC 1,04446

0000031930 | RECALL SECURE DESTRUCTION SERVICES INC 1,650.00

0000032007 | STATE CONTROLLERS OFFICE 1,714.00

0000032313 [IRON MOUNTAIN OFFSITE DATA. 3,180.16
32110 - CASHIERS OFFICE 660003 - SUPPLIES AND SERVICES® 0000031356 |JOHNSON CONTROLS 1,822.00
0000032008 [ BRINKS INC 6,772.84

33000 - PURCHASING 613001 - CONTRACTUAL SERVICES
33100 - PROCUREMENT SUPPORT 660003 - SUPPLIES AND SERVICES®

0000032526 |ROBERT HALF 31,20000
0000031385 | GORDON INDUSTRIAL SUPPLY CO

0000032308 [ TANGRAM 0.01

0000032348 | UNITED PARCEL SERVICE 131529

33120 - REPROGRAPHICS SERVICES 660002 - PRINTING 0000032408 LA PRESS. 3,756:41
660003 - SUPPLIES AND SERVICES® 0000012754 | WEBER PRINTING 1,070.06

0000030285 | ARAMARK UNIFORM SERVICES 83.27

0000030287 | IRG PLOTTERS & PRINTERS 793.38

0000030288 | SPARKLETTS 33098

0000030733 |EDS OFFSET SERVICE 124476

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

4, The Doc ID is the PO number. Click on the blue link to view transaction details for individual POs.

¥ | Column 2: | Dept Fdescr ¥ | Column 3: | Acct Fdescr N ¥ | Column 4: | Supplier Descr ¥ | Column 5: Column 6: | Hide

Fund Fdescr Dept Fdescr Acct Fdescr \ Doc ID Supplier Descr Open PO Amt
AADHT - CSU OPERATING FUND | 30010 - VP ADMIN & FINANCE OFFICE 660003 - SUPPLIES ANSERVICES" 0000032055 | RECALL SECURE DESTRUCTION SERVICES INC 500.00
30200 - PUBLIC SAFETY 660003 - SUPPLIES AND VICES® 0000031196 | SIRCHIE ACQUISITION CO LLC 20,00
0000031641 [WATCHGUARD 381.50
0000032588 | PORAC 1,200.00
31200 - PAYROLL SERVICES 660003 - SUPPLIES AND SERVICE 0000032310 |[IRON MOUNTAIN OFFSITE DATA 1,205.69
660021 - REPAIRS AND MAINTENANCI 00031594 |RICOH USA INC 1,200.00
32000 - ACCOUNTING SERVICES 660003 - SUPPLIES AND SERVICES™ 0000025235 | RECALL SECURE DESTRUCTION SERVICES INC 862.61
0000030313 |STATE CONTROLLERS OFFICE 445.01
0000030336 | BRINKS INC 1,044.46
0000031990 | RECALL SECURE DESTRUCTION SERVICES INC 1,650.00
0000032007 |STATE CONTROLLERS OFFICE 1,714.00
0000032313 |[IRON MOUNTAIN OFFSITE DATA 3,180.16
32110 - CASHIERS OFFICE 660003 - SUPPLIES AND SERVICES™® 0000031396 | JOHNSON CONTROLS 1,822.00
0000032008 | BRINKS INC 6,772.84
33000 - PURCHASING 6513001 - CONTRACTUAL SERVICES 0000032526 | ROBERT HALF 31,200.00
33100 - PROCUREMENT SUPPORT 660003 - SUPPLIES AND SERVICES™ 0000031385 [GORDON INDUSTRIAL SUPPLY CO 387.56
0000032308 | TANGRAM 0.01
0000032348 |UNITED PARCEL SERVICE 1,315.2%
33120 - REPROGRAPHICS SERVICES 660002 - PRINTING 0000032408 | LA PRESS 3,756.41
660003 - SUPPLIES AND SERVICES™ 0000012754 |WEBER PRINTING 1,070.06
0000030286 [ARAMARK UNIFORM SERVICES 83.27
0000030287 |IRG PLOTTERS & PRINTERS 793.38
0000030288 | SPARKLETTS 330.98
0000030733 | EDS OFFSET SERVICE 1,244.76
pen PO Report
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Transactian Inquiry

Open PO Detail
Tine rur 10/26/20
Bgrdss Unk = DICMP - CSU Dominguez 1l Fecsl Tear = 20135, Perod = 12
- - o e PO (PO - - -
Bus Uit | Fiscal Aeometin Diee S Aceourt  [Fund Prig | Project Class | Period Docurment el PO Veucher | Veuther Veaher Led el Reverssl (500 Fund (€
a7 | peris el 1 - ol e y e " » p g o 1
Foesr | vear Peod | oace e Descr Doc L Dascr | AMORE | pmser | Fiier Depe FOSET | Psescr | Pescr |Foescr | Descr |Date el Supplier 10| Supclier Nama (o, |Lioa |OSF oop |10 n Dutln |Foeser see OO lpgre Fdeser  |F
[ 2013| 11 [06/30/2015 000002923 | Encumbrarce [BLANKET | 500,00 32000 Period |03/27/2014 0000029235 000000525 [ D000DCE925 T [ 0 KDL ENC 0371772014 | 08/08/1968 0348 - |4
=] Activity from | ORDER FOR ACCOUNTING 11 RECALL c
Domingue: aro DATA W14 €
Hils PROTECT 0501 ty|F
2004 812 1| 1 oo4zesy
] 2004 5|12/03/2014 [C000C292IS | AP Voucher | BLA 22000 Period |03/17/2014 | 0000029225 | DOCOOCEIZS [ D000DCEIZS 1| 1| 1foorezess 1 1| W¢_om_ene 03/17/2014 | 08/08/1968
=] Acsountng ACCOUNTING 6 . - Leger K
2 SRVICES 2014 Encusbrance
Hils 1201
[T 04| 1 E000C2973 & 4 [0000029275, D00 1| 1 oonemsma 1 1 DTG |-
c5u "R
Domingue; Encurtranck
Hils
DHOMP - 2014 32000 - eee fess feee [Period (03/17/2014 (COODC292IS | DOCCOOBIS 2| 1| 100147571 2 1/ KDL ENC |- 7/2014 | 08/08/1968 09
=] AC NG, 10- - Ladger KK
G| SERVICES 2015 Encumbrance
Hils 0401
(g 2004 10043072018 |C000G29ZIS 03/17/2014 | DOODC29233 | DOCOO0EK ARG 1 R_OT_B
=] - Ledger KE
Domingue; Encumtrance
Hils
DHCHE - 2004|  10[04/20/2015 | 0000020275 AP Veucher |CHANGE  [(115. Period |03/27/2014 | 000002235 | 000000EEIS 2| 1| 1fonasrsma 1 1 h DT iNC [~
=] Acesurtiey | ORDER #1- 10- R K
Dominguer ADOITIONAL) 2018 Encumbrance
Hils 5 0401
[ 2004) 10 |o4fd000 CIS2Fe AP Vouther | CHANGL 2| 1| afooasrsrs 1 1 om e |- o3 4
=] Accourting Ledger KK s
Dermingue: Encirbrarce =
Hil Uriersity
Trast
Fund
(= 2004|  10]04/20/2015 | 00000292YS AP Voucher |CHANGE  [(115. /1712014 | DOOOOZIZYS | DOD0OORS2S | COOOOBIZS - |« 2| 1 afomarsrs 1 1, DT Enc |- 0317/2014 [osjos/1oes oaes . 4
=] Accourting | ORDER =1~ RECALL - Ledger K Calf ¢
Deminguez ADCITIONAL SECURE Encirboarce smte  C
Hils 5 DESTRUCTION Uriersity |F ™
Trarsactior, Inquiry: Oper POl Reports > Transaction Inquiry: Open PO Repart > Open PO Detail

12.0.2 Open PO Transaction Details Report

1. From the Transactions Inquiry dashboard, click on the Open PO Reports tab and the Open PO
Transaction Details link.

&= S [ nitpsy/csuawpra.calstate.eau/a

csu

Transacti

s/saw.allswasnpoara

The California State University

Business Intelligence / Data Warehouse

bn Inquiry
Open PO Reports

Report Index

Home Open Reguisition Reports Actuals Reports Budget Reports Encumbrance Reports Reguisition Reports

Open PO Report
Open PO listing with six column selectors

Open PO Views

Open PO listing by various char nd supplier (vendor) views

Open PO Transaction Details

Open PO transaction details based on the selected report filters

2. Select the parameters wish to be viewed. In this example, the following report filter criteria is used.

Business Unit: DHCMP

Fiscal Year: 2015

As of Period = 3 (suggest default setting to Period 12 and change to current period as needed)
Fund = User specific - Click on the down arrow to choose value(s) from available fields. Be sure to
uncheck “X”

Deptid = Select as appropriate.

(NEW) Click on the Advanced Filters link to select the Dept Tree Name: DH_DEPARTMENT

38



After selecting report filters, click Apply Filters to generate the report.

-

csu

Transaction Inquiry

v
The California State University

Dusiness Imeligence / Data Warshouse

£ NS/ /CSUaWpra.Calstate.eau/analy

Report Filters

Fareorites v | Dashbosrds » | B New~ B8 Open+ | Signed 1

Business Unit Fiscal Year Period (a3 of)  Account Category
DHCMP - ColiDor =] B01E L] ot =
Fund Dept Accaunt Projert Pragram class
mADMT - CSUOFE x| P0200 - PUBLIC S x| t - = elact - -
g e g i . e T Pragram NOT Class MOT Acct Cat
HOT] =l wol = = warl = war v = war = Wt =l
Document Source Dot 0 Document Date Doc Line Descr Supplier supplier Descr
= = -] = = =
= Advanced Filters
Depl Tree pt Level 1 Dept Level 2 Depl Level 3 Dept Level 4 Dept Level 5
Er_cerarnmen x| [ - -l : x| [ - -l
Fund Tree ind Leved 1 Fund Level 2 Fund Level 3 Fund Level 4 Fund Level S
r x| t x| x| x| t x| x|
Account Tree Acct Level 1 nect Level & Acct Level 3 Bcct Level 4 Bt Level 5
= =l = = =l =
Project Tree Project Level 1 Project Level 2 Project Level 3 Project Level 4 Project Level 5
g =] [-Select = = g | [-Select = =
Fumd CF Attrib Fund CF ALL Val Acct CF AlLrib Acct CF ALL Val Project CFALrib  Project CF ALL Val
ST =l = T Z| [-sedect v a = g a2
Fund Proc Type  CSU Fund Type Approp Rev Dt Approp A To Srate GL Acct GAAR Nat Class
: x| [ - = ; | : - =
SO0 Fund 500 Sub Fund csu Fund FIRMS Object FIRMS Praject GAAR NAC NOT C511 Fund
= =l = [ = ¥ =l =l wo =
Apply Filters Reset Filters

3. The following report is generated based on the selected criteria. Please refer to section 11.0 to use pivot

table and reporting sections.

Open PO Transactions:

Tere rurs 10

Busirmes L = DHEMP - E5L Dosninguies Hill, Fiecal fas = 3015, Prricd = 4

DM - C ES

Bervinguns Hille

0000032313 | 000000241 - TROK MOUNTAN | 1 1 1

OFFSITE DATA

0OD00AZI1A | C0000C0241 - IROK MOUNTAIN |- 1f 1| aloew-csu
OPFS!

Transaction Inauiry: Open PO Reports > Transaction [nguiry: Open PO Transaction Details

[P0 [P0

" Sl 0 Fiacal
LY Verder Une [ost 125 s it Fdescr (1050
DOSCC3Z313 |COO0DCURAL - IRONMOUSTAIN |- | 3| 1| 1|owowP-cou | 2038

OFFSITE DATA Domingues il

3| 0000000241 1 1) jjoeecsu | 00

DFFITE DAT: Devingens Hille
0000032313 | Q00000241 - IRON MOUNTAIN |- 1 1) aeow-cu | 2015 [Peed

(OFFSITE DATS Dominguez Hills
0000032313 | 000000241 - TROK MOUNTAN | 1 1] oo | 2ms

CFFSITE DATA Dervinguns Hille
0000032713 |0000000241 - IRON MOUNTAN |- N 205

FFSETE DAT:

2015 Period

SITE DATA Domingues Hills
DOCCO3XT13 | D00000024] - IROK MOLMTAIN | 1 1 1jewe.csu | 2os 4
FFEITE DATA Cervirgrns Hills 2
DO00AZI13 | G00DO00241 - [RON MOUNTAN |- 1| 1 1eeow.csu | 2005 [Peod 4 4
(OFFSITE DATA Dominguez Hills 2015-20-01
DOCCONEIE | DO00001BZS - BRI INC I 1l 1| aloew.csu | 2004(Peiedto- | o)

STORAGE, RETR:

STORAGE, RETR.

Diex: S Dowacr

Encumbrance
activityfrom 8 9

Agohy Filters

B At

=Tl
AN

Reset Filtery

Fured Fedaasr

LIES | AADHT - CSU
OPERATING
N

S |AAGHT - C5u

gt F Prog |Cless |Proj  |Document |Woucher | Woucher | Vioucher (bocounting (KX Tran
’ Fieser | Faescr |Foescr | Datn B [ DistLn (Dot Emtr
== - [k [T 8] ojceasians ewasims

B80S 015156 | 1| 1
08/34/2015 |co15 1968 1

08/24/2015 00151963 | 1

08242015 | 00151970 1

08/24/2015 00152491 | 1

06/24/2015 00152492 1

08/24/2015 00153126 1|

0624201 00153127 1 1| 10/o8/2m5 | 10/08/2005
[ 4 |oo14mara | 1l 104

12.0.3 Operations — Open Reqs

1. From the Transactions Inquiry dashboard, click on the Open Requisition Reports tab and the Open

Requisition Report link.
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] 1he LGaltornia >tate umversity
Business Intelligence / Data Warehouse

Transaction Inquiry

Home Open PO Reports

Open Requisition Reports Actuals Reports Budget Reports Encumbrance Reports Requisition Reports

Report Index

Open Reguisition Report <
Open Reguisitions listing with six column selectors

Open Reguisition Views

QOpen Requisitions listing by various views

2. Select the parameters wish to be viewed. In this example, the following report filter criteria is used.

Business Unit: DHCMP

Fiscal Year: 2015

As of Period = 3 (suggest default setting to Period 12 and change to current period as needed)
Fund = User specific - Click on the down arrow to choose value(s) from available fields. Be sure to
uncheck “X”

Deptid = Select as appropriate.

(NEW) Click on the Advanced Filters link to select the Dept Tree Name: DH_DEPARTMENT

After selecting report filters, click Apply Filters to generate the report.

Home  Favorites -~ | Dashboards - | [ Rew - B9 Open - | Signed In Aa Nishioka, Wayme ~

Report Filters

Fincal Tear Beriod (as of)  Accownt Category

Dept Account Project Program Class
=| (0360 PUBLIC SAFETY = =] = =
NOT Fund WOT Dept WOT Account MOT Project NOT Program NOT Class WOT Aget Cat
Document Source Do 10 Document Date  Duoc Lie Deser Purc hase Crder
* Advamced Filters
oot Lewel 1 Dept Level 2 Bept Lewel 3 Depd Lewel 4 Depl Lewel §

Fund Tree Fand Level 1 Fumd Level 2 Fund Level 3 Fund Level 4 Fund Level

Account Tree . Acct Level 1 Mcct Lewel 2 Acct Lewel 3 Acct Level 4 . Acct Level S .

Project Tree . Project Lewel 1 Projectlevel2  PrajectLevel3  Praject Level 4 . Project Level 5 .

Fund CF Attrib Fund CF AN VAl Acet CF Altrib Acet CF A1t val Progect CF Altrib  Bropect OF ALt Val

Fund Proc Type  CSUTund Type  Approp Rev Dt . Approp AV Ta . State GL Acct GAAP Rt Class

SC0 Fund 5C0 Sub Fund €51 Fund FIRMS Object FIRMS Project GAAP HAC NOT C5U Fund

tind

Tranmaction Inculry: Open Reguisition Reports > Tramacton Induiry: Open Requisition Report

3. The following screen will appear. Select the column views desired as explained in section 2.0.7. There
are six column views to select from, each corresponding to a yellow highlighted header that can be
changed. Column views for this report are:
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Column 1: Fund Fdescr Column 2: Dept Fdescr Column 3: Acct Fdescr

Column 4: Doc Ln# Column 5: Supplier Descr  Column 6: Hide
Click OK.

“arsaction Inguiry: Open Reguisition Reports > Transaction Inquiny: Open Reguisition Report

Open requisition amounts are shown in the last column titled “Pre-encumbrance.” Negative numbers
indicate the requisition has been converted to a PO.

12.0.4 Open Requisition Views

1. From the Transactions Inquiry dashboard, click on the Open Requisition Reports tab and the Open
Requisition Views link.

“ The California State University

Business Intelligence / Data Warehouse

Open Requisition Reports
Report Index
Open Requisition Report
Open Reguisitions listing with six column
Dpen Reqguisition Views

Open Requisitions listing by various views

Transaction Inquiry Home | Favorites »

Home Open PO Reports Actuals Reports Budgst Reports Encumbrance Reports Requisition Reports

2. Select the parameters wish to be viewed. In this example, the following report filter criteria is used.

Business Unit: DHCMP

Fiscal Year: 2015

As of Period = 3 (suggest default setting to Period 12 and change to current period as needed)
Fund = User specific - Click on the down arrow to choose value(s) from available fields. Be sure to
uncheck “X”

Deptid = Select as appropriate.

(NEW) Click on the Advanced Filters link to select the Dept Tree Name: DH_DEPARTMENT

After selecting report filters, click Apply Filters to generate the report.
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The Califarnia State i.lnivarsiry Help +

Ccsu

Transaction Inquiry

b | Favites v | Dsshioands » | B vew v | B8 Open »

Repot Filters
Bissiness Unit Fincal Year Peried (as of)  Account Categery
DHOMP - 0 Der 2] ] =l =
Fusd Dept Accoust Project Prageam class
AAERT - E50 GRERATING FLWD x| G - PO SAFETY- 2000 - MeCOUTG Sl x] [ = s [= - : =
NOT Program NOT Aot Cat
= wom = wor =l =l wor =l =l wor =
Do 1D Ducunsent Date  Duc line Deser Purchase Grder
* Advanced Fillers
Dept Tree it Level 1 Dept Level 2 Dept Level 3 Dept Level 4 Dept Level 5
Or_DEPARTHENT =/ =l = = =l =]
e Lrved 1 Fnd Lovel 2 Fund Lewel 1 Fumd Level 4 Fand Lol 8
= Flake = > s w [T = -
Account Tree Aeet Level 1 Acet Level 2 et Level 3 Aect Level 4 Acet Level §
= 3 = ¥ 2 v = 3 = ¥ 2
Project Tree Propect Level 1 Project Level 2 Project Level 3 Project Level 4 Project Level
et ¥ a [= 2[RIV 2l [T ad = x| [t ¥ =
Fund CF Attrib Fund CFAIE VAl Acet CF Altrib Acct CEAMVal  Project CFAtrib  Praject OF Att val
T = = = e x| [ = = = = =l
Fund Proc Type 50 Fund Type Approp Rev Dt Approp A To State GLAcct GAAP Nat Class
v = =l E =l v = =l E 2
500 Fumd SO0 Subs Fund €5 Fund FIRMS Objeet FIRMS Prajec GAAF HAC NOT €510 Fussd
=l : = - - : - [ =l ot e -

@ o nesuns.
The specified criteria didn't result in any data, This is often caused by appiying filters and/'or selections that are too restrictive or that contain incorrect values. Flease check your Analysis Filters and ty again. The filters currently being applied are shown below,

160 - Expenditures
RLQ - Pre L

gty =

Sigrd 1 A Pishvka, Wayme =

smou O

=

The following report is displayed.

P - CSU Dominguez Hills, Fiszal Year = 2015, Peried = 3
10:17:47 AM
seectReport view:
Fund

Req #4&° [Fiscal Year [Account [Dept [Program [Project |Class [ Supplier Descr |Supplier Sdescr [P0 TD |Period [Open Req Amt
0000011771 | 2011660021 - REPAIRS AND MAINTENANCE 30200 - PUBLIC SAFETY|---  |--- |--- |ADVANCED ELECTRONICS |aDvANCEDEL-001 [0000020929| 12| (5,000.00)
0000011771 Total (5,000.00
0000011772 2011[660021 - REPAIRS AND MAINTENANCE[30200 - PUBLIC SAFETY|---  |--- |--- [SOUTH BAY FORD LINCOLN MERCURY |SOUTHBAYFO-001 0000020928 12| (20 0)
0000011772 Total (20,000.00
0000011773 | 2011[660021 - REPAIRS AND MAINTENANCE[30200 - PUBLIC SAFETY[---  |--- |--- |CORMIER CHEVROLET COMPANY |[corMIERCHE-001 0000020827 12| (3 0
0000011773 Total (3,000.00
0000011774 ] 2011[660021 - REPAIRS AND MAINTENANCE [30200 - PUBLIC SAFETY[---  |--- |--- |MIDCITIES HONDA/KAWASAKT [MiDcrmEsHoo1  [ooooozos2e|  12] (1,
0000011774 Total (1,000.00)
0000011775 2011660021 - REPAIRS AND MAINTENANCE|30200 - PUBLIC SAFETY[---  |---  |--- |CARSON SCHWINN [carsonscHw-001 [o000020925] 12 (1,0
0000011775 Total (1,000.00)
0000011776 | 2011[660021 - REPAIRS AND MAINTENANCE[30200 - PUBLIC SAFETY|---  |--- [--- [GALLS/LB UNIFORMCO |eALLSLBUNI-DOL  [0000020024] 12

0000011776 Total (5,000.00)
0000011777 2011[660021 - REPAIRS AND MAINTENANCE [30200 - PUBLIC SAFETY|---  |--- |--- |DISCOUNT TWO-WAY RADIO [DrscounTTw-001 [oo0o020823[ 12| (3 0
0000011777 Total (3,000.00
0000011779 2011[660003 - SUPPLIES AND SERVICES®  [30200 - PUBLIC SAFETY[---  |--- |--- |WEST-THOMSON [wesTTHoMs0-001 [0000020821[ 12 (2,000.00
0000011779 Total (2,000.00)
0000011780 | 2011[660003 - SUPPLIES AND SERVICES*  [30200- PUBLIC SAFETY[---  |--- |--- |FALCONTOWING [FALconTOWI-001 | [ 12 (500.00)

0000011780 Total (500.00)
0000011781 ] 2011660003 - SUPPLIES AND SERVICES® 30200 - PUBLIC SAFETY |-~ - - [ENTENMANN ROVIN COMPANY [EnTENMANNR-001 [oooD020919] 12]  (2,000.00

»2n Requisition Reports > Transaction Inquiry: Open Requisition Views
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13.0 Download Data/ Print Report

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 Befresh -Frint - 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.
2. Select Data then the Tab delimited Format. Another window will open up with the report in Excel.
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14.0 Data Warehouse Glossary

14.0.1 Fields: Dashboard

FIELD

DESCRIPTION

EXPLANATION / EXAMPLE

Primary business unit for
campus level reporting

The business unit for the PeopleSoft GL
Application

DHCMP or DHASI

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

budgets at CSUDH).

summarized (scenario’s) in the original
budget column on various reports.

Default = ORIGINAL (for baseline

14.0.2 Fields: Report Filters, Columns, Drill Downs

FIELD TERM DEFINITION EXAMPLE
% Used Percent Used Percent of the budget that has been used
% Used FY Percent Used Fiscal Year Percent of the budget that has been used for
the fiscal year. Budget — Actuals -
Encumbrances
Account Account Account Code 604001

Accounting Date

Accounting Date

The Date the transaction was posted to the
financial books. i.e.: Req, PO, Voucher or
Journal.

Acct Cat Fdescr

Account Category Field
and Description

Summarizes Account Chartfields into higher
level categories with description.

604001 — Telephone
Usage summarizes to
604 -Communications

Acct Date

Accounting Date

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

Acct Fdescr

Account and Full
Description

The account code with the accounts full
description.

604001-Telephone
Usage

Acct Type Fdescr

Account Type Field and
Description

Summarizes Accounts Chartfields into a higher
level type with description.

604001 — Telephone
Usage summarizes to
60-Expenditures

Actuals Amt

Actuals Amount

Amount of actuals recorded.

BBA

Budget Balance Available

Budget — Actuals - Encumbrances

BBA w/Pre-Enc

Budget Balance Available
with Pre-Encumbrance

Budget — Actuals — Encumbrances -
PreEncumbrances

Budget Amt

Budget Amount

Total Budget Amount

Bus Unit

Business Unit

Business Unit

DHCMP or DHFDN
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FIELD

TERM

DEFINITION

EXAMPLE

Bus Unit Fdescr

Business Unit Field and
Description

Business Unit Field and Description

DHCMP-CA State
University Dominguez
Hills

DHASI — Associated
Students, Inc.

Class

Class

Class code

FALL

Class Fdescr

Class Field and Description

The class code with class full description.

FALL — Fall Fee
Revenue

CSU Fund

CSU Fund

CSU Fund Code.

0948 — Cal State
University Trust Fund

CSU Fund Fdescr

CSU Fund Field and

CSU Fund Code with description

485-TF-CSU Operating

Description Fund
CSU Ref 1 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 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)

Date Posted

Date Posted

The date the transaction was posted to the
ledger

Department or Dept

Department

Department ID code.

Dept Fdescr

Department Field and

Department ID code with full description.

37000 — Facilities

Description Planning Department
Dept Level 1 or Department Level 1 Department Level 1 code plus description. Top | All Values (All
Lvl 1 Fdescr level department based on campus Departments)
department tree
Dept Level 2 Department Level 2 Department Level 2 code plus description. ACADEMIC AFFAIRS —
Lvl 2 Fdescr Division Level. Division of Academic

Affairs

Dept Level 3 or
Lvl 3 Fdescr

Department Level 3

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

COE - College of
Education

Dept Level 4 or
Lvl 4 Fdescr

Department Level 4

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

COE_4 - College of
Education

Dept Level 5 or
Lvl 5 Fdescr

Department Level 5

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

23100 — Liberal Studies

Doc Date or
Document Date

Document Date

The date the transaction within the subsystem.
i.e.: Invoice, chargeback services.

Doc Dst Ln # Document Distribution Line | The distribution line number of the transaction PO and Voucher
Number 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 source Req, PO, Voucher &

document

Journal Lines
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FIELD TERM DEFINITION EXAMPLE
Doc Ln Descr Document Line Description | The line description of the transaction source Req, PO, Voucher &
document Journal line
descriptions
Doc Src Document Source The source associated with the subsystem MJE
where the transaction originated. VCH
Doc Src Descr Document Source The description of the source associated with MJE - Manual Journal
Description the subsystem where the transaction Entry
originated (Journal Source Description) VCH — AP Voucher
Accounting

Document Line
Descr

Document Line Description

The line description of the transaction source
document

Enc Amt Encumbrance Amount The amount encumbered from a Purchase
Order.
Fdescr Field Description Stands for Full Description. In the Finance
transaction system, Field and Description are
two separate fields. In the data warehouse,
these fields are combined into one within any
field containing the term Fdescr.
FIRMS Obj Cd FIRMS Object Code Field FIRMS Object Code with description 606001 — Travel — In-
Fdescr Description state

FIRMS Proj Cd
Fdescr

FIRMS Project Code Field
Description

FIRMS Project Code plus description

Fiscal Year Fiscal Year The PeopleSoft fiscal year that the transaction | 2013
was posted to the ledger
Fund Fund PeopleSoft fund chartfield value plus AADHT

description

Fund Fdescr

Fund Field and Description

PeopleSoft fund chartfield value plus
description

AADHT-CSU Operating
Fund

FY Budget Fiscal Year Budget The budget for the fiscal year
GL BU General Ledger Business The business unit code for the PeopleSoft GL DHCMP/DHASI
Unit Application
Invoice # Invoice Number If the source transaction came from an invoice
in the billing module, this is the Invoice # on
the bill.
Jrnl ID Journal ID Journal number
Jrnl Ln # Journal Line Number 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 ONL

KK Tran Date

Commitment Control
Transaction Date

Transaction date in KK Activity Log, budget
date.

KK Tran ID Commitment Control KK Tran ID
Transaction ID
KK Tran Ln Commitment Control Line number in KK Activity Log
Transaction Line
MTD Actuals Month-to-Date Actuals Includes the month net balances for the period

(as of) selected in the report filters
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FIELD

TERM

DEFINITION

EXAMPLE

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

Encumbrance

(as of) selected in the report filters

Open ltem Key

Open ltem Key

A key that identifies an open item

Payroll advance

Open PO Amount

Open Purchase Order
Amount

The amount remaining on a purchase order

Orig Budget

Original Budget

The original budget posted

Period (as of)

Period (as of)

The PeopleSoft accounting period that the
transaction was posted to the ledger.

0 through the period chosen or 1 through the
period chosen for the fiscal year.

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

Period [and]

The beginning period for a Period search

Period [between]

The ending period for a Period search

Period Abbr

Period Abbreviation

The fiscal accounting period

Period Descr

Period Description

The fiscal accounting period

PO # Purchase Order Purchase Order number
PO Dst Ln # Purchase Order If the source transaction came from a PO
Distribution Line Number voucher, this is the PO Distribution Line
Number that was matched against the voucher
PO Due Date Purchase Order Due Date The due date set on the purchase order
PO ID Purchase Order ID Purchase Order number
PO Line # Purchase Order Line Purchase Order Line number
Number
PO Ln# Purchase Order Line Purchase Order Line number
Number
PO Ref Purchase Order Reference | If the source transaction came from a PO
voucher, this is the PO Number that was
matched against the voucher.
PO Sch # PO Schedule Number If the source transaction came from a PO

voucher, this is the PO Schedule Number that
was matched against the voucher.

Posted Date

Posted Date

The date the transaction is posted

Pre-Enc Amt

Pre-Encumbrance Amount

The pre-encumbered amount on a requisition

Prog Fdescr

Program Field and
Description

Program Code with Full Description

AEO11 - COE —
Teaching/Curriculum

Program

Program

Program Code (Chartfield)

Proj Fdescr

Project Field and
Description

Project ID with Full Description

DHO00002 — Active
Learning Classrooms

Project

Project

Project ID (Chartfield)

DHO00002

PY Actuals (Period
0)

Prior Year Actuals (Period
0)

Includes period 0 for the fiscal year selected in
the report filters

Req #

Requisition Number

Requisition ID
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FIELD TERM DEFINITION EXAMPLE
Req Dst # Requisition Distribution The requisition distribution line number
Number
Req ID Requisition ID Requisition ID
Req Ln # Requisition Line Number The requisition line number
Req Sch Requisition Schedule The requisition schedule number
Rev Budget Revised Budget Revisions to the original budget posted

Scenario Fdescr

Scenario Field Description

Scenario with Full Description

SCO Fund SCO Fund SCO Fund Value with description
SCO Fund Fdescr SCO Fund Field SCO Fund Value with description
Description

Stat Amt Statistics Amount The amount associated with the statistical
code used (for example, 1.0 'FTE")

Stat Cd Statistics Code Primarily used as the value "FTE" on payroll
accounts (601XXX). Any other use would be
campus-defined.

Tot Actuals Total Actuals Includes period 0 if applicable thru period (as
of)

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

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

Vendor Vendor Vendor code plus description. If the source 0000029289 — Johnson

transaction came from a voucher, this is the
vendor number on the voucher

Controls

Vendor Fdescr

Vendor Field Description

Vendor id with Full Vendor Name.

0000029289 — Johnson
Controls

Vendor Sdescr

Vendor Short Description

Short Vendor Name.

JONSONCON-001

Voucher Dist Ln

Voucher Distribution Line

The distribution line assigned on a voucher

Voucher ID Voucher ID The number assigned to a voucher
Voucher Ln Voucher Line Voucher Line number
YTD Actuals Year-to-Date Actuals Includes period 1 thru period (as of). Does not

include period 0
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15.0 Document Sources

When drilling down into the details of a balance, knowing what a Document Source (Doc Src) is can be very
beneficial. Below a road map for identifying what is displayed in Data Warehouse reports. All transactions begin

in a subsystem (ie: Accounts Payable) and end up in the General Ledger as a balance.

Actuals

Doc Source: 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

Doc Source: CSU - CSU Accounting Lines (Campus Service Providers: Telecom, Copier Program,

Postage/Mail Services, Print Shop, Copier Paper, Facilities)

DATA WAREHOUSE FIELD

VALUE

Doc ID

CSU Batch Number

Document Date

Accounting Date

Doc Ln

Line Number

Doc Ln Descr

Journal Description

Doc Source: HCM Payroll Accounting Lines (Payroll Entries)

DATA WAREHOUSE FIELD

VALUE

Doc ID

Run Date

Document Date

Accounting Date

Doc Ln

Line Number

Doc Sch

Sequence number

Doc Ln Descr

Journal Line Description, Employee 1D

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

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

Doc Ln

Voucher Line Number

Doc Dst

Distribution Line

Doc Ln Descr

Description
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Doc Source: SFJ — Student Financial Journals (Transactions which originated from the Student System)

DATA WAREHOUSE FIELD

VALUE

Doc ID

Journal Number

Document Date

Accounting Date

Doc Ln

Line Number

Doc Ln Descr

Journal Description

Doc Source: YEC - Year End Encumbrance Accruals (Entry made at year end to recognize the remaining PO
balance as an Actual for work completed but not yet invoiced. Will be reversed during the first period of the new

fiscal year)

DATA WAREHOUSE FIELD

VALUE

Doc ID

CSU Batch Number

Document Date

Accounting Date

Doc Ln

Line Number

Doc Ln Descr

Journal Description

Doc Source: 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

Distribution Line

Doc Ln Descr

Description

Encumbrance

Doc Source: ENC - Encumbrance Activity from a Purchase Order (the initial activity from a PO)

DATA WAREHOUSE FIELD

VALUE

Doc ID

Purchase Order Number

Document Date

Purchase Order Date

Doc Ln Purchase Order Line Number
Doc Sch Purchase Order Schedule Number
Doc Dst Purchase Order Distribution Line

Doc Ln Descr

More Information
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Doc Source: VCH - Encumbrance Activity — Vouchers (When a Vendor Invoice is matched to a PO)

DATA WAREHOUSE FIELD

VALUE

Doc ID

Purchase Order

Document Date

Purchase Order Date

Doc Ln Purchase Order Line Number
Doc Sch Purchase Order Schedule Number
Doc 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

Doc Source: MJE — Enc Manual Journals (When a Manual Journal Entry is required to correct an Enc amount)

DATA WAREHOUSE FIELD VALUE
Doc ID Journal ID

Document Date Journal Date

Doc Ln Journal Line Number

Doc Ln Descr Journal Line Description

Doc Source: YEE - Year End Encumbrance Accruals (Entry made at year end to recognize the remaining PO
balance as an Actual. Amount moves from the Enc column to the Actuals column. Will be reversed at the first
period of the new fiscal year).

DATA WAREHOUSE FIELD VALUE
Doc ID Journal ID

Document Date Journal Date

Doc Ln Journal Line Number

Doc Ln Descr

Journal Line Description

Pre Encumbrance

Doc Source: PRE — Pre Encumbrance Activity from a Requisition (The initial Req entry)

DATA WAREHOUSE FIELD

Doc ID Requisition Number

VALUE

Document Date Requisition Order Date

Doc Ln Requisition Line Number
Doc Sch
Doc Dst

Requisition Schedule Number

Requisition Distribution Line
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DATA WAREHOUSE FIELD VALUE

Doc Ln Descr More Information

Doc Source: 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

Doc Ln Purchase Order Line Number

Doc Sch Purchase Order Schedule Number

Doc Dst Purchase Order Distribution Line Number
Doc Ln Descr More Information

Doc Source: MJE - Pre Enc Manual Journals (When a Manual Journal Entry is required to correct a Pre Enc
amount)

DATA WAREHOUSE FIELD VALUE
Doc ID Journal ID
Document Date Journal Date
Doc Ln Journal Line Number
Doc Ln Descr Journal Line Description
Budgets
Doc Source: 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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