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Introduction

PeopleSoft's General Ledger, Budgets, Accounts Payable, and Purchasing
applications track financial and other activities of the university. These
applications allow several ways to inquire and report on these activities.

This course is designed for new users of the Consolidated Financial System (CFS)
and is a required course for access. The user will receive instruction on key
financial concepts as well as an introduction to the Data Warehouse Dashboard,
and how to run Queries for reconciliation.

This is not an in-depth course on the Inquiry pages or Queries. Users should sign
up for the Department Reporting and Query courses for more in depth training.

Course obijectives:

To understand how the following processes work in Fin. 9.0

¢ Financial Structure—Chartfields, FY
e Data Warehouse Dashboard
e Other courses offered



Chartfield Structure for Accounting and Budget entries.

General PeopleSoft Finance Chartfield structure for Accounting and Budget entries

[CHARTFIELD Account Fund DeptID Program Class Project
Length 6 digits 5 char 5 Char 4 digits 5 Char 15 Char
EXAMPLE 660003 SB001 SB002 C0700 0101 12346 XR905 PROF_FAC/DEV
FEATURES Asset, Liability, Revenue, Source of Funds, Lottery, Main or Controlling Used for Reporting to CO Used to track budget and expenses| |Used to track temporary, 1x funds

Expense, etc.

REQUIRED

General Fund, Trust, etc.

Indicates year of appropriation

for GF and RA

REQUIRED

Department.

Permanent Funds

Dean, Director, sub-
department

Always the same for a
given Dean/Dir

Use with any Fund under
it's control

1st letter indicates campus
division

REQIURED on all
Department transactions

Indicates type of Activity in
area, Acad. Instr., Libraries,
Student Services, Financial
Aid, Fiscal Ops, etc.

REQUIRED

separately from main operating
ChartField string.

Identifies Reimbursed Activity
ChartField strings when used with
BDxxx, BFxxx or CRxxx Funds

REQUIRED when used with
Reimbursed Activity ChartField
strings

Track Permanent or 1x Funds
Must be used consistently for
accurate reporting.

OPTIONAL (except on RA
ChartField strings)

separately from main ChartField string.

Can be used to further differentiate Class
funds or can be used without a Class

OPTIONAL
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Overview of PS Data Movement & Storage

G
CSH GA
SP
AP

ACTUALS Ledger

HR/Payro

‘ACTUALS”
HR
(No Budgets)

Dept Budget
Transfer
Reqniiests

Budget Office
Internal
Transfers

BUDGET Ledger
“STD_BUDG”
Budget Transactions Only

(No Actuals)
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Data Warehouse

(excerpt from Abeechko DW Guide)
There are 3 Dashboards or reporting sections, Manage My Budget, Operations, and Sponsored Programs.
Manage My Budget

This dashboard shows Revenue and Expense Accounts (except for the Enhanced Trial Balance Report) in a
variety of report formats. The reports here are straightforward and return only revenue and expense entries and
balances (except for the Trial Balance). There are fewer parameters for most report pages than the Operations
dashboard. Most department users will only need to use the reports in Manage My Budget but will have access
to all the reports in Operations and Sponsored Programs.

After you log into the DW, you will be on the Home tab of the Manage My Budget report section.

racle Bl Interactive Dashboards - Windows Internet Explorer

@ e |@, https:j/erdwspre. calstate, edufanalyvtics/saw, diFDashboar dé_scid=vmHwFEKMNED V| Qj 45| K |

File Edit Mew Favorites Tools  Help

—_— = e »
ﬁ '1"3? [@Oracle EBI Interactive Dashboards l l ﬁ - B - l-j}Eage - _f_}:(- Toaols ~

ORACLE Interactive Dashboards Manage My Budget Operatione  Sponsored Programs

Manage My Budget Welcome, sbuser10! Dashboards -- My Account - Log Out
= . Organization Between Enhanced Trial Open Open Page Options ~
Home [ Department | Fund ” Program [ Class ” Project ” Organization Fiscal Period ” T e = ge Opf

Default Settings for this Dashboard

Select primary business unit for campus level reporting Select primary budget ledger Select original budget scenario only
SBCMP - CSU San Bernardino s Standard Budget Detail Ledgers | % s Go

Operations

This dashboard contains more advanced parameters and report options. Users have more report flexibility, all
chartfields , CSU funds and SCO funds are options on most pages. All Accounts are available for selection as
opposed to just revenue and expense accounts in the Manage My Budget dashboard.

FEile Edit View History Bookmarks Tools Help

@ b c Q ! (=B ELERL T hitps://erdwspre.calstate.edu/analytics/saw.dlI?Dashboard g '| |@' Secure Search P‘ i—%
2. Most Visited | | Getting Started 5 Latest Headlines
| || Oracle Bl Interactive Dashboards - -
ORACLE" Interactive Dashboards Manage My Budget Operations  Sponsored Programs il
Operations Welcome, sbuser10!  Dashboards -- My Account - Log Out
Ledger — Actuals Trial Enhanced Trial _ Fund Actuals Budget Open PO Open Reg
Home { Reporting ” Organization Balance " Balance " Projects | ©sh | galance || Transactions | Transactions POs | Transactions | Reas | Transactions | 2% 0Bfions ~ |

Default Settings for this Dashboard

select primary business unit for campus level reporting  Select primary budget ledger  Select original budget scenario only
SBFDN - Foundation for CSUSB - Standard Budget Detail Ledgers ~ - Go

[
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Sponsored Programs

This dashboard is under construction but contains reports formatted for Administration, management and general
grant managers. The reports you are able to see in this training database may change for January go-live. July
2011, there will be reports to replace the Grant Summary and Release Time reports. These reports will include
additional grant information such as Pl and Grant Beg. and End dates. This information is available now via
query but it does not include financial information.

- Moxzilla Firefo
File Edit View History Bookmarks Tools Help
@ v c Q https://erdwspre.calstate.edu/analytics/saw.dII?Dashboard g '| |@' Secure Search )3\ Q

2 Most Visited | | Getting Started =, Latest Headlines

| [ Oracle Bl Interactive Dashboards - -

ORACLE" Interactive Dashboards Manage My Budget Operations ~ Sponsored Programs
Sponsored Programs ‘Welcome, sbuser10! Dashboards -- My Account - Log Out
Home  Admin Management | PT Page Options ~

fal
Notifications

S DASHBOARD IS UNDER CONSTRUCTION ® ¥ THIS DASHBOARD IS UNDER CONSTRUCTION ® 2 THIS [

Select primary business unit for campus level reporting  Select primary budget ledger  Select original budget scenario only
SBFDN - Foundation for CSUSB - Standard Budget Detail Ledgers + - Go

Last Revised: 03/15/11 Page 10 of 36
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General Information and Navigation
When you first log into the DW, you will come to the Home tab in Manage My Budget

Home Tab
The Home tab controls the Business Unit you are going to run reports in for that dashboard. To run reports in a

different Business Unit (BU), return here and change your selection.

In Default Settings for this Dashboard, you will select the primary Business Unit (BU) (SBCMP, SBFDN, etc.)
and the Primary Budget Ledger (only choose Standard Budget Detail Ledgers) you will be using for your
reports. Save your most often used settings under Page Options.

Always remember to Select GO to save the settings.

Page Options

At the far right of the row of tabs, there is a Page Options button.

/f Oracle Bl Interactive Dashboards - Windows Internet Explorer

@.\- A |g, https: fferdwspre. calstate, edujanalyticsfsaw . di?Dashboards:,_scid=vmHwFEKMMKS V| E ‘ || X | | L -

File Edit Wiew Fawaorites Tools Help

— = . »
W e [@Oracle BI Interactive Dashboards I l - B b - |:rPage ~ (0F Tools -

ORACLE" Interactive Dashboards Manage My Budget Operations Sponsored Programs

Manage My Budget Welcome, sbuseri0! Dashboards -- My#Ccount - Log Out
- E— Organization Between Enhanced Trial Open Open Page Options ™
Home | Department | Fund | Program { Class | Project H Organization Fiscal Periods H ki il e

Default Settings for this Dashboard

Use this to save page settings like your most commonly used BU and Detail Budget Ledger on the Home page.

On a report page, you can save as many versions of the report as you want and change parameters or dates
each time. The report will automatically run for the last pages saved. You can also choose to save a report
format as a default. We will be doing this in this course for each report we set up.

ards -- My Account - Log Out

Save Current Selections

Specify a name for this Saved Selection.

3 F‘ D t MName Sbcmp - Csu San Bernardine - Standard Budget Detail Ledgers
age Options ™ E

[iake this my default for this page

4 Apply Saved Selections | "ok] [ Cancel
|4 Save Current Selections w—
Clear My Selections

Just like a book mark on the web, you can name your format and parameter selection.
Create Bookmark Link

m

To save this as the main report for this page, check the Make this my default for this page.
When you return to this page, it will automatically launch this saved format for the current
date.

Select Save Current Selections

Select OK to save.
Select For Me

Last Revised: 03/15/11 Page 11 of 36
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Report Index section

This section shows quick links to all the reporting tabs in Manage My Budget with a brief description of the report.
You can use these links or Select the tabs near the top of the page.

Oracle Bl Interactive Dashboards - Windows Internet Explorer

@@.‘ - |g, https: fferdwspre. calstate, edufanalytics/saw, dii?Dashboard,_scid=vmHwFEKMMKO i~ | % || X |\"ah00! Search
File Edit Wew Favorites Tools  Help
S 4 [@Oracle BI Interactive Dashboards l l @ A @ -+ |2k Page ~ -@ Tools -
ORACLE" Interactive Dashboards Manage My Budget Operations  Sponsored Programs
Manage My Budget Welcome, sbuser10! Dashboards -- My Account - Log Out

H pesannenil il riacal e R E— ization Between Enhanced Trial Open Open Page Options ¥

Fiscal Periods Balance PO Regs
Default Settings for this Dashboard
Select primary business unit for campus level reporting Select primary budget ledger Select original budget scenario only
SBCMP - CSU San Bernardino v Standard Budget Detail Ledgers v
REPORT INDEX
#

Department: Provides detailed budget, encumbrance, and expenditure data for specified fund(s) within a department

Department

Fund: Provides detailed budget, encumbrance, and expenditure data for specified fund(s)

Fund

Program: Provides detailed budget, encumbrance, and expenditure data for specified programis) -

Program

Clazs: Provides detailed budget, encumbrance, and expenditure data for specified class code(s)

Class

Project: Provides detailed budget, encumbrance, and expenditure data for specified project(s)

Project

Organization: Provides summarized fund and department information for multiple departments (period as of)

Organization b

o Trusted sites F00%

Last Revised: 03/15/11 Page 12 of 36
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Report Page Navigation

Select the Department tab.

Each report tab will show links to the same report but with different column indicators.

w afr [ (€ Cracle BI Interactive Dashboards l l - B b v |sbPage v () Tools ~
| ORACLE" Interactive Dashboards Manage My Budget Operations  Sponsored Programs
Manage My Budget Welcome, sbuser1i0! Dashboards -- My Account - Log Out
Organization A Tri -
Home | Department | Fund | Program | Class || Project | Organization H Between Fiscal Enh;ala el or=s Open | [page Options ~
- nce PO Reqgs
Periods
and E 5 v by Department, Fund, and Account
2
Revenue and Expense Summary by Department, Fund, and Account (2 Columns)
e
Revenue and Expense Summary by Department, Fund, and Account (3 Columns }
#
Revenue and Expense Summary by Department, Fund, and Account (4 Columns }
B = pawered by ORACLE"
/7 Trusted sites 00% v

Select the (4 Columns) report link

A report will immediately be launched. Every report page has the default parameter of “X” in the Fund Filter box
to prevent a runaway report.

T . 1
A
Manage My Budget Welcome, shuser10l Dashboards -- My Account - Log Out
Page Options ~
Report Filters
#
Fiscal Year Period (asof) Fund Department
(00| [s ¥ | | | |[] [6e]
Translate Period to Month
Revenue and Expense Summary by Department, Fund, and Account (4 Columins)
el
'\}) No Results
The specified criteria didnt result in any data. This is often caused by applying filters that are too restrictive or that contain incorrect values. Please check your
Request Filters and try again. The filters currently being applied are shown below.
Acct Type iz equal to 50, 60 =
and Fizcal Year iz equal to 2010
and Fund Fdescr is equal to X
and Bus Unit Fdescr iz equal to SBCMP - CSU San Bernardino
Refresh
M
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Report Filters

Each report will have a filters section. Select the dropdown menu to choose the fiscal year or Period to report
through. The chartfield parameters will allow you to select from all values available, in all BUs. Select carefully
depending on the BU you chose on the Home page Tab. Each report may have a different selection of filter fields
depending on the report and its flexibility.

Chartfield Selection

Select the Elipsis J to see the options for that field.

Search by entering the value you want (or the beginning characters) in the open Match box. Select GO.

Multi-Select
Selected Match: | begins with | |SB Go
X S5B001 - TF-GENERAL FUND SUPPORT
-3 SB002 - TF544-Reimb.Act/Cost Revry
SBARR - TF485-ARRA 2009 FSF Grant 02809
A SBCLR - TF CSU 485 Rev RS/AT Offset
SBESC - TF-GF Escheat of Unchnon Pyrl
>
SBINT - TF485-RMP Interest Incoms
== SBINV-“_Fcia-_ruat InvestmentEarnings .
£ * >
Edit Choices Returned: 1-10 I:
OK Cancel

Choose from the resulting selections by double clicking on your selection, or highlight and Select the single arrow
< button Selecting the << double arrow button to choose all items available. The report will be run with the
values in the “Selected” box. Values do not have to be selected in consecutive order.

Tip: Remember which Business Unit you selected on the Home tab when you are selecting Report Filter values.
If you select a Grant Fund or Project but have selected BU SBCMP on the Home tab, your report will return “no
results” when run. The Business Unit is the first thing to check when this happens.

Multi-Select
Selected Match: | begins with | |sB Go
SBOO01 - TF-GENERAL FUND SUPPORT SBO02Z - TF544-Reimb Act/Cost Revry -~
X £G SBARR - TF435-ARRA 2009 FSF Grant 0809
SBCLR - TF CSU 485 Rev RS/RT Offset
j SBESC - TF-GF Escheat of Unclnon Pyrl
SBINT - TF485-RMP Interest Income:
>
SBINV - TF489-Trust InvestmentEarnings
= SBRO1 - TF-HEd Fees and Revenue 2010 2
£ >
Edit Choices Returned: 1-10 E
0K Cancel

Remove unwanted selections by highlighting and Selecting the back arrow “>” button .

Last Revised: 03/15/11
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Multi-Select
Selected Match: |hegins with V| |SE| | Go
SBO01 - TF-GENERAL FUND SUPPORT SB002 - TFS44-Reimb. Act/Cost Revry »
X = SBARR - TF485-ARRA 2009 FSF Grant 0809
SBCLR - TF CSU 485 Rev RS/RT Offset
ﬂ SBESC - TF-GF Ezcheat of Unclnon Pyrl
SBINT - TF485-RMP Interest Income
SBINV - TF499-Trust InvestmentEarnings o
BR01 - TF-HEd Fees and Revenue 2010
Remove] T D v
b |3 < | =
Edit Choices Returned: 1-10
K | | Cancel

Select multiple items from the list by repeating the steps above.

Once all selections are made, Select the OK button.

Move to the next parameter to the selected box and repeat the process.

In this example, all the DeptIDs that began C09 have been selected, then the Move All << button is selected to
move the Dept IDs to the Selected box. Select OK.

™ | 0903 - CNS-Water Resources
C0O905 - CNS - Astronomy
C0910 - CNS - Biology
C0915 - CNS - Chemistry

>

[ [

|4

< e

REPOTL T IeT

| [6o]

Multi-Select
Selected Match: | begins with Vl |cD‘3
C0900 - CNS Dean-Acad. Instruction |#
C0901 - CHS Dean- Acad Admin
C0302 - CNS Dean-PubRelDevelopme
- {Move all

Choices Returned: 1-19

ﬂ Cancel

Last Revised: 03/15/11
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To run the report, select the GO button to the right of the parameters.

S[(=1E

@.\- > |g, https:fferdwspre, calstate, edufanalytics)saw. diFDashboard V| %J || X | | 2|

{2 Oracle Bl Interactive Dashboards - Windows Internet Explorer

File Edit Wiew Favorites Tools Help

f:i' ﬁ'ﬁ' [@Oracle BI Interactive Dashboards ] l ﬁ - B r;éa A E}'Eage - :’;!- Tools -

Manage My BUdQEt Welcome, sbuser10! Dashboards - - My Account - Log Out

Page Options ™

Report Filters

Fiscal Year Period (as of) Fund Department
Enolioe i = | =

Tranzlate Period to Month

P

Revenue and Expense Summary by Department, Fund, and Account (4 Columns)

P

Report results will show below the Report Title bar. The clock shows the report is processing.

Report Filters

»

Fiscal Year Period (as of) Fund Department

Encioc i = =] [l

Tranzlate Period to Month

and Exp s y by Department, Fund, and Account (4 Columns})

¥

b
\:\) Searching... To cancel, click here.

When the report runs, save the report as a temporary default for this page.
Select Page options

Save Current Selections

For Me

Change Label to Dept Report 1

Last Revised: 03/15/11 Page 16 of 36
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Report Results

Results will return selected Chartfield/Category information in the first 4 columns also identified with yellow
headers*. The Financial results will return selected information in the last 5 columns with blue headers**.

The yellow columns* are the selected items in the 4 Column link. You can control what you want to show in these
columns by using the dropdowns for Column 1, Column 2, etc.

F—— = e >
v 4 [ (& Oracls BI Interactive Dashboards ] l & - B d=h v b page - 0F Tools -
~
Revenue and Expense Summary by Department, Fund, and Account (4 Columns) )
i
Business Unit = C5U San Bernardino, Fizcal Year = 2010 YTD Perind =6
10 5:06:08 PM
olumn 4: | Fund Fdescr * | Column 2 | Class Fdescr * | column 3: | Acct Cat Fdescr * | Column 4: | Acct Fdescr w
Select Report View: [ Summarized ez |
Dept Fdescr | C0S00 - CNS Dean-Acad. Instruction ~| \ y
Tot Tot k3
Fund Fdescr Class Fdescr Acct Cat Fdescr Acct Fdescr Rev Budget Actuals Enc BBA Used
SBO0M - TF-GENERAL --- 601 - Regular Salaries and | 601033 - AcadSal-Part Time 0.00 0.00 0.00
FUND SUPPORT Wages Faculty-Ay ! : :
ﬁ'l:;*”z' S AL 320000 0.00 (3,200.00)
601?}03— SupStaffSal-Student 527526 000 (5.275.26)
Aszziztant
= ;
EES= e SR LTS 390957 000 (3309.57)
Salaries
R o e S RS 600000 37,03227 0.00) (3103227) 617%
Faculty-Ay
601826 - SupStaffSal-Salaries 39,898.00 0.000 0.00 39,898.00 0%
601866 - SupStaffSal-Stu .
P &,180.00 0.00 (6,180.00)
T e e 66000 0.00  (660.00) 4
Daone J Trusted sites Ho100% T

Each dropdown box shows options for your report column. Keep or change your selection for each yellow
column. This area is also used for sorting the data. The item you want to first sort by will be Col. 1, then by Col.
2, then by Col. 3, etc. Ex. To recreate a structure similar to the 020 report,

Choose

Col. 1-Fund Fdescr, Col. 2-Dept Fdescr, Col. 3 — Class Fdescr (or Proj Fdescr), Col. 4 — Acct Fdescr.

Ezz Unit = C5U San Bermardino, Fizcal Year = 2010, YT
Fun: 1172010 5:06:08 PM

Show Column 1: | Fund Fdescr * | Column 2
Acct Fdescr
Acct Cat Fdeser Seled

Clazs Fdescr

Fund Fdescr O
Prog Fdescr
Proj Fdescr
Fund Fdescr |Dept Fdescr cr

01 - TF-GENERAL |ACCt Type Fdescr
D SUPPORT C5U Fund Fdescr
FIRMS Obj Cd Fdescr

Last Revised: 03/15/11 Page 17 of 36
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The Blue column headers** can be changed as well. They are controlled by the Select Report View option
box. These options may change depending on the type of report.

It is recommended to not use the following because our campus doesn’t use Original Budgets or budget by
period:

Standard with Original Budget, Standard with Original budget & Pre-Enc, Summarized with Budget Detalil

["ear = 2010, ¥TD Period = 5

b | Column 3: | Acct Cat Fdescr * | Column 4 IE

Select Report View: )Summarized

- Summarized
Dept Fdescr E Summarized with Pre-Enc

Standard
Standard with Original Budget
Fdescr Acct Cat fStandard with Pre-Enc

601 - Regular 5 Standan.:l with Qriginal Eludgei.& Pre-Enc
Summarized with Budget Detail
Fiters

Tot
Rev Budget Actual

Wages 0

TUT UL = SUSaT O TSI

Help 3,200

When a selection is made, the report will run automatically.
Summarized -- Budget, Tot Actuals, Tot Enc, BBA

Does not show Current Month Actuals or Pre-Enc

R and F vy by Department, Fund, and Account (4 Columns) 1

>

Business Unit = C5U S5an Bernardino, Fizcal Year = 2010, ¥TD Period =5
Time run: 1117/2010 5:06:08 PM

Show Column 1: | Fund Fdescr * | Column 2: | Class Fdescr ¥ | Cof n 3: | Acct Cat Fdescr * | Column 4: | Acct Fdescr e

Select Report \.l"iew:| Summarized w |

Dept Fde=scr | C0900 - CNS Dean-Acad. Instruction W | B

Tot Tot
Fund Fdescr Class Fdescr Acct Cat Fdescr Acct Fdesc Rev Budget Actuals Enc BBA Used
SB001 - TF-GENERAL - 501 - Regular Salaries and | 601033 - AcadSalPart 0.00 0.00
FUND SUPPORT Wages Faculty-Ay ) )
E TR S R Al 3,200.00 0.00 (3,200.00)
Help
601:}03—SupStaffSaI—Student 627526 000 (5275.26)
Assistant
5 _ -
601805 - AcadSal-Academic 300957 000 (390957)
Salaries

601807 - AcadSal-Part Time £00000 7 Z 000 (3103277 &17%
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Summarized with Pre-Enc Adds pre-enc and recalculates BBA

Tip: Use this for a quick BBA report.

Revenue and Expense Summary by Department, Fund, and Account (4 Columns)

Business Unit = CSU San Bernardino, Fiscal Year = 2010, YTD Period =
Time run: 11/17/2010 $:54:50 PM

Show Column 1: Fund Fdescr

Fund Fdescr Dept Fdescr
SB001 - TF-GENERAL FUND SUPPORT C0S00 - CNS Dean-Acad. Instruction

~ Column 2: Dept Fdescr -~ mn 3: Acct Cat Fdescr ~ Column 4: Acct Fdeser
Select Report View: Summariz) ith Pre-Enc
Dept Fdescr  C0G00 - CNS Dean-Acad. Instruction

Acct Cat Fdescr Acct Fdescr
601 - Regular Salaries and Wages 601033 - AcadSal-Part Time Faculty-Ay,
601302 - SupStafiSalTemp Help

501303 - SupStaffSal-Student Assistal

0.00
3,200.00

0.00
0.00
0.00

Tot Actuals TotEnc BBA

Tot Pre-Enc
0.00
0.00
0.00

Standard -- Recommended

Adds MTD Actuals, MTD Enc, PY Actuals (Per 0), YTD Actuals (current)

evenue and Expense Summary by Department, Fund, and Account (4 Columns)

Business Unit = CSU San Bernardino, Fiscal Year = 2010, YTD Period =
Time run: 11/17/2010 10:07:05 PK

Show Column 1: Fund Fdescr

1

Fund Fdescr

Dept Fdescr Acct Cat Fdescr
SB001 - TE-GENERAL FUND C0800 - CNS Dean-Acad 601 - Regular Salaries and
SUPPORT Instruction

VWages

Standard with Pre-Enc

Adds Pre-Enc and recalculates BBA

Revenue and Expense Summary by Department, Fund, and Account (4 Columns)

Column 2: | Dept Fdescr

Select Report View: Standard

- mn 3 Acct Cat Fdescr ~ Column 4: Acct Fdescr

Dept Fdescr  C0900 - CNS Dean-Acad. Instruction

MTD

MTD Rev PY Actuals (Period YTD
Acct Fdescr Actuals Enc Budget 0) Actuals
601033 - AcadSal-P! 0.00
Faculty-Ay
601302 - SupStaffSal-Temp Help

601303 - SupStaffSal-Student
Assistant

Tot
Actuals

-- Recommended

Business Unit = CSU San Bernardino, Fiscal Year = 2010, YTD Period =
Time run: 11/17/2010 5:54:50 PM

Show Column 1:  Fund Fdescr

Fund Fdescr Dept Fdescr

~ Column

Dept Fhescr ~ pfolumn 3: Acct Cat Fdescr « Column 4 Acct Fdescr
Select Report View: Standard with Pre-Enc

Dept Fdescr

COS00 - CN:

mstruction

MTD MTD Rev PY Actuals YTD Tot Tot % Tot BBA
Acct Cat Fdescr Acct Fdescr Actuals Enc Budget (Period 0} Actuals Actuals Enc BBA Used Pre-Enc  wiPre-Enc
SB001 - TF-GENERAL FUND  CO0S00 - CNS Dean-Acad 601 - Regular Salaries and | 601033 - AcadSak-Part Time
SUPPORT Instruction L 3 Facutty-Ay o s | OO0 g0 —
gue:p:suzf ELEHIE D 320000 320000 000 (3200.00) 0.00 (3,200.00)
6012}03- SupStaffSal-Student 5. 0.00 0.00
Assistant

Last Revised: 03/15/11
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Filters
Shows the options selected for this report
Revenue and Expense Summary by Department, Fund, and Account (4 Columns)

Business Unit = CSU San Bernardino, Fiscal Year = 2010, ¥TO Period = 5
Time run: 11/17/2010 10:27:27 PM

Show Column 1: Fund Fdescr + Column 2;

Select Report View: Fiters -

Acct Type is equal to 50, 60
and Fiscal Year is equal to 2010
and Fund Fdescr is equal to SB001 - TF-GENERAL FUND SUPPORT

and Dept Fdescr is equal to C0900 - CNS Dean-Acad. Instruction, C0901 - CNS Dean- Acad Admin, C0802 - CNS Dean-PubRel/Development, C0803 - CHS-Water Resources, C0805 - CNS - Astronomy, C0910 - CHS - Biology, C0915 - CNS -

+ Column 3 Acct Cat Fdescr ~ Column 4 Acct Fdescr

=

Chemistry, C0920 - CNS-Computer Sci & Engineering, C0925 - CNS - Earth Science, C0930 - CNS - Dept. of Development, C0935 - CNS - Health Science, C0940 - CNS - Industrial Technology, C0945 - CHS - Mathematics, C0950 - CHS -

Nursing, C0955 - CNS - Kinesiology, C0960 - CNS - Physics, C0965 - CNS - Geology, C0970 - CHS - Animal House, C0999 - CHS-Instr Info Technology
and Bus Unit Fdescr is equal to SBCMP - CSU San Bernardino

Refresh - Print - Downioad

»

[

Done

Report Pages

Report tabs that specify a chartfield (Dept, Fund, Class, etc.) will return a page for each Dept, Fund, Project, etc,

selected in the Report Filter section. For example: in the Dept report tab, all of the C0900 series departments
were selected. In the results, select and view each one using the dropdown selection for the chartfield just above
the report results. When a Dept is selected, the results will automatically return for that selection. This will be

discussed further in the following reports.

and Expense v by Department, Fund, and Account (4 Columns)

Business Unit = CSU San Bernardino, Fiscal Year = 2010, YD Period =&
Time run: 11417/2010 10:07:05 PM

Show Column 1: Fund Fdescr « Column2: Dept Fdescr + Column3: Acct Cat Fdescr

Select Report View: Standard

Dept Fdescr ; CO900 - CNS Dean-Acad. Instruction

0800 - CHS Dean-Acad. Instru

C0801 - CNS Dean- Acad Admin

Acct Cat Fdescr Acct Fdes C0903 - CNS-Water Resources
C0910 - CNS - Biology

Fund Fdescr Dept Fdescr
SB001 - TF-GENERAL FUND C0900 - CNS Dean-Acad. 601 - Regular Salaries and 601033 - A
- ! CO915 - CNS - Chemistry
SUPPORT nstruct W Facuty-A;
nsirueton s SCUtYAY| (0620 - CNS-Computer Sci & Engineering

801302 - 3 £0g30 - CNS - Dept. of Development
601303 - 5| C0935 - CNS - Health Science
Assistant | CO945 - CNS - Mathematics
801805 - A| CO950 - CNS - Nursing

C0955 - CNS - Kinesiology
BO1807 - A g - CNS - Physics
Faculy-4¥| coges - N - Geology
601826 - 5/ £0970 - CNS - Animal House
eniece o C0899 - CNS-Instr Info Technology

~ Column4: AcctFdescr

Rev PY Actuals (Period

Budget 0)

6,000.00

39,898.00

¥YTD
Actuals

0.00
3,200.00
6,275.26
3,909.57

37,032.27

0.00

Tot
Actu

e

37

Done

Last Revised: 03/15/11
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How to Print and Return to Main Report

At the bottom of the report are the Refresh Print, Download and Return Buttons

T19,451 28 .00 000 0.00] 91945128 0%
Carryover
650883 - ExpOthr-Fac Sal Reserve (269,780.00) 0.00 000  0.00|(269,780.00) 0%
650884 - ExpOthr-Staff Reserve (43,188.00} 0.00 000  0.00| (43,188.00) 0%
660 - Misc. Operating Expenses Total 530,778.28 0.00 417760 417760  0.00 526,600.68 1%
C0900 - CNS Dean-Acad. Instruction Total 585,205.67 000 7287651 7287651 000 51232916  12%
5B001 - TF-GENERAL FUND SUPPORT Total 585,205.67 0.00 7287651 7287651 000 51232916  12% B
Grand Total 585,205.67 0.00 7287651 7257651 000 51232916  12%
Refresh - Print - Downioad
2| & powarsd by ORACLE |
Done a -

Print—HTML and PDF options.
Save HTML or PDF by selecting the print option then save from the PDF or HTML page.

Download—a variety of options. Try them all to see what works best for you and the computer configuration you
have. Those with older versions of Excel should try the Excel 2000 option.

=iILPU VR | IOk

Download to Excel |
Download to Powerpoint
Downlead to Excel 2000
Download Data

Download Web Page (MHTHL)

Return — returns to the original parameter section of the report

Drilldown to detail transactions

Most numeric cells in the blue columns can be drilled to the detail transactions. Calculated fields (column and row
totals) cannot be drilled on.

Choose a link to Select a cell.
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(&) oracle BI
Eile Edit View History Bookmarks Iools Help
c Fn _ hitps://ercwspre.calstate.edu/analytics/saw.dI?Dashboard&_scid=qWXj8hLTPCI&PortalPath=S:2Fshared %:2F Administrative®s2F_portal® 7.7 - | &Y« Secure Search 2| i%

2 Most Visited || Getting Started & Latest Headlines

| || Oracle Bl Interactive Dashboards [

M1 MTD  Rev PY Actuals (Period  YTD Tot %
Fund Fdescr Dept Fdescr Acct Cat Fdeser Acct Fdeser Actuals Enc Budget 0 Actuals  Actusls  TotEnc BBA Used
SB001 - TF-GENERAL FUND CO915- CNS - 601 - Regular Salaries and 601101 - AcadSal-Department Chair 17,42466) 17,42486| 0.0 (17,42468)
SUPPORT Chemistry Wages 601303 - SupStaffSal-Student Assistant 1,00000  1,00000 000 (1,000.00)
ﬂi['t‘ls;i“p’;'a"s"’”’D"‘"g 600.00 600.00, 000/ (600.00)
601805 - AcadSal-Academic Salaries 20552685 20552685  0.00)(205525.85)
601807 - AcadSal-Part Time Facuby-Ay 3,300.00 3217500 3217508 000 (28875.08) 975%
601826 - SupStaffSal-Salaries 53,1666 53,6668  0.00 (53,16568)
601 - Regular Salarics and Wages Total 3,300.00 300,893.28 309,893.28  0.00 (306,593.28) 9,391%
603 - Benefits Group 603001 - Ben-0ASDI 1791834 1791834 1791834 000 000  100%
603003 - Ben-Dental Insurance 4,539.55 453955 453955 0.00 000 100%
603004 - Ben-Health And Welfare 4623204 4623204 4623204  0.00 000  100%
603011 - Ben-Life Insurance 387.44. 387.44. 38744 000 000  100%
803012 - Ben-Medicare 428754 428754 428754 000 000  100%
603013 - Ben-Vision Care 620.84 620.84 62084 0.00 000 100%
603014 - Ben-Long-Term Disab Insurnce 175.08 175.08 179.08) 000 000 100%
603808 - Ben-PERS 49,516.52 4951652 4951652  0.00 000 100%
603815 - Ben-BenefitsOthers. 420.00 420.00 42000 000 000 100%
603 - Benefits Group Total 124,101.35. 12410135 1240135 0.00 0.00  100%
604 - Communications. 604001 - Comm-Tele Usage - Local 67239 67239 000  (872.39)
604 - Communications Total §72.39 67239 000 (§72.39)
607 - Capttal Outlay Projects | 608270 - CapOutiay-Equipment 0.00 000 000 0.00
607 - Capital Outlay Projects Total 0.00 000 000 0.00 4
660 - Misc. Operating Expenses | 619091 - SuppliessSrves-Genaral 0.00 000|000 0.00
660002 - Supplies&Srves-Genzral 222342 0.00] (12.405.04) (12,405.04)|1,360.32] 13268.14 487%
660803 - Postage-Postage & Freight 155.19] 15518 000)  (155.19)
660816 - Duplicating 108181 109181 000 (1,091:81)

660822 - OthrOpr-End Of ¥r Carryover 47,796.67 000/ 0.00| 4779667 0%
660 - Misc. Operating Expenses Total 50,020.09 (\100 (11,157.94) f\mmd: 1,360.32  59.817.71  -20% -

javascriptvoid(null) \ ) L ((OimcAfessieaduier] ~

File Edit View History Bookmarks Icols Help

- £y R RSIBEIREN nttps://erdwspre.calstate.edu/analytics/saw.dI7Portal GosL_scid=qWXBhLTPCI&SearchiD=iSedrdmsngimebtmb6 p62doddudiPage=Depar 17 ~ | | Bl - Secure Search RS

2 Most Visited | Getting Started 5, Latest Headlines
| L] Dritl Down: YTD Actuais [ Header information

and Acct Cat Fdescr is egual to 660 - Misc. Operating Expenses ShOWS re po rt fllters you o

and Acct Fdescr is squal to 560816 - Duplicating

and Fund Fdescr is equal to SB001 - TF-GENERAL FUND SUPPORT have selected in the main

and Period Abbr is between 1 and 5

and Bus Unit Fdescr is equal to SBCMP - CSU San Bernardino re port'

and Acct Type Fdescr is equal to 50 - Revenues, 60 - Expenditures

Dac o
Doc! Dzt R Tpen PO| PO | Dst| CSY
Ln |Ln |DocLn |Fiscal |Period Ln Ln |Jrnlitem | Acct Fund Dept |Prog |Class |Proj | Actuals| StarS! Sch Ln | Ref
Doc ID DocDate |# |# |Descr  |Year |Abbr |AcctDate | JrllD | JmiDate |JrniDescr |# | Ref|Src|Key |Fdescr |Fdescr | Fdescr |Fdescr |Fdescr Fdescr Amt  |Cd | Amt|# |# |# |# Tt
GAKPO4ZE-
K 58001 -
030-Printing Printing >
7734 2010-08-31 0 Aug 1-31 2010 2 2010-09-07 0000097754 2010-05-31 Chargebacks  7-  csH |- couoi8- TR-GENERAL
oot Duplicating FUND
Entry 2010, KF.
MUE - SARPO43E- 58001 - 0101 -
Wanual 430 Printing Printing 880816 - TF-GENERAL '2'°"  General
sBCMP 0000035797 2010-09-30 & 0 Sept130 | 2010 32010-10-07 0000098757 2010-08-30 Chargebacks 9 -  CSH - NS - bee | 23986 - 000- | 0 0 o0-
Journal Duplicating FUND Academic
Ent " September suproRT  EMEMSIY i ction
24 2010 KP =
MJE - GAKPD405- SBOO1 - 0101 -
Manual 030 Printing Printing 660816~ TF-GENERAL 9%~ General
SBCMP UPLO0S6795 2010-07-31 9| 0 June 130 2010 1 2010-08-03 UPL00S6795 2010-07-31 Chargbacks 9 - CSH |- - CNS - --- --- 565.26 |- 000 - o o 0-
Journal Duplicating FUND Academic
Ent; 2010 June post suppoRT | CMEMISEY 1o ctruction
v July 10. KP.
GAKP0414-
MUE - Printing 58001 - 0101 -
030-Printing C0915 -
spemp M3 ) goosma0 2010-07-31 7| 0 Juty 1-31 2010 1/2010-08-04 UPL0096830 2010-07-3¢ Chargebacks o/ ogy | (GBI -8 NR-GENERAL | - 5 | General | PR FE 122.01 - 0.00 - 0 0 0-
Journal A july 2010 Duplicating FUND e ey ACademic
Entry post 7110, SUPPORT ™ Instruction
KP.
T

Approximate Row Count: 4
Return -Refresh - Print - Download - Create Bookmark Link =

esults show in a grid form

To sort by a selected column heading, Select on any column heading.
To Print or Download use the links at the bottom of the page.

To return to the main report, Select the Return link at the bottom right of the page.
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Reports

Department Report — One Department per page(similar to the 020). For this report, use the Dept tab and the

4 column report link.

Returns a report for each DeptID selected, can show Class if needed.

Each Department and related Class or Projects will show on its own page. Depts must be selected from the
department dropdown in the report section after the report has been run.

&) Oracle Bl Interactive Dashboards - Mozilla Firefa)
File Edit Wiew History Bookmarks Tools Help

- c 4y REEEEEH nttps://ercwspre calstate.edu/ analytics/saw.diTDashboard
£ Most Visited | | Getting Started 5. Latest Headlines

|| Oracle Bl Interactive Dashboards

Manage My Budget

ORACLE' Interactive Dashboards Manage My Budget Operations ~ Sponsored Programs.

W

Welc

Revenue and Expense Summary by Department, Fund, and Account

Revenue and Expense Summary by Department, Fund, and Account (2 Columns)

tome | Department | Fund | Program | Class | Project | organization | oOrganization Between Fiscal Periods | Enhanced Trial Balance | 0pen PO | Open Regs |

Revenue and Expense Summary by Department, Fund, and Account (3 Columns )

Bevenue and Expense Summary by Department, Fund, and Account (4 Columns }

Use SB001 and C09 for parameters. Select All values. Save the page and make it your default.

Select the ellipsis for Fund

Enter SB in the search box, or SB001, Select GO

Double Select it to select and move to Selected box on the left

Select OK.
Select ellipsis for DeptID

Enter C09 in the search box, Select GO

Select the double arrow <<, to select all values and move to the Selected box on the left

Select OK

Select GO to the right of the DeptID parameter box to run the report.

To save the report

Select Page Options>Save Current Selections>For Me>

Last Revised: 03/15/11

Welcome, sbuser10! Dashboards -- My Account - Log Out

Page Options ~

4 Apply Saved Selections
For Me... |4 Save Current Selections

Edit Saved Selections and Defaults. Clear My Selections

Create Bookmark Link
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Save Current Selections
Specify a name for this Saved Selection.
Mame Dept Report sample 1

I.Ial;e this my default for this page

[ok] [ cancel
Change the name to Dept Report Sample 1 and make it the default

Once the report has run, Format the way you would like to see the results. Here are some suggestions.
Under Show Column select boxes,

1) Fund Fdescr 2) Dept Fdescr 3) Class Fdescr 4) Acct Fdescr SELECT GO To change
Report Views -- Summarized and Standard with Pre Enc  (report will automatically change with selection)

Once the report structure is there, view the desired department by selecting it in the dropdown box just above the
results. Download to Excel to save. Have to reduce to 70% to fit on one page. See Sample 1.

Manage My Budget Welcome, sbuser10!  Dashboards —- My Account - Log Out

Page Options ~

Report Filters L
Al F
Fiscal Year Period (as of) Fund Department
2000 « 5 58001 - TF-GE| [ | ['c0800 - N5 D[] [Go
Transiate Period to Wonth
Revenue and Expense Summary by Department, Fund, and Account (4 Columns)
A
Business Untt = CSU San Bernardino, Fiscal Year = 2010, YTD Period = 5
Time run: 117172010 11:23:33 Pt
Show Column 1: Fund Fdescr + Column2: Class Fdescr ~ Column 3: Acct Cat Fdescr - Column4: AcctFdescr -
Select Report View: Summarized -
Fund FgSor Class Fdescr Acct Cat Fdeser Acct Fdesor Rev Budget Tot Actuals TotEnc BBA Used
SB001 - TFY FUND SUPPORT - - 501 - Regular Salaries and Wages | 601033 - AcadSal-Part Time Faculty-Ay 000 o000
601302 - SupSiafiSal Temp Help TZ0000] 000 (3
601303 - SupStaffSakStudent Assistant 0.00 (®
601805 - AcadSa-Academic Salaries 000 (3
601807 - AcadSa-Part Time Facully-&y 600000 37,03227| 0.00) (3103227) 617%
601826 - SupStaffSal-Salaries 30,898.00 000 o000 3989800 0%
601886 - SupStafiSakStu Asst w/Bnf 8,180.00]  0.00] (8,180.00)
601883 _Sh dolnstructignal SA (ISAL SE0.00 L.L0 S80.00
Report filters =
~
Fiscal Year Period (as of) Fund Department
2010 v 5w 58001 - TF-GE | [ | ['C0800 - ci5 0| [ | [Go
Transiate Period to Wonth
Revenue and Expense Summary by Department, Fund, and Account (4 Columns)
A

Business Unit = CSU San Bernardino, Fiscal Year = 2010, YTD Period = 5
Time run: 11/18/2010 12:02:36 AN

Show Column 1: "+ Column2: Dept Fdescr - Column 3 Class Fdescr - Column4: Acct Fdescr -

Select Report View: Standard with Pre-Enc -

Dept Fdescr 0910 - CNS - Biology -
MTD MTD  Rev PY Actuals YTD Tot Tot BBA
Fund Fdescr Class Fdescr Acct Fdescr Actuals Enc  Budget  (Period 0) Actuals  Actuals __ Tof Used PreEnc  wiPre-Enc

SB001 - TF-GENERAL FUND | C0910 - CNS -

18,

0.00

9,344.66)
SUPPORT Biology Chair 000 a9 b
601303 - SupStaffSak-Student S o T e
Assistant = °
801304 - SupStaffSa-Teaching 27,716.31| 2771631 0.00] (27,716.31) 0.00) (27.71831)
Associates i L ; b
601805 - AcadSa-Academic e 2l aEeme
Salaries. el Mt : e
el e 20,323.10 000 (7576.26) 138% 0.00 (7,676.26)
Faculty-Ay
601826 - SupStafiSal-Salaries 51220.10) 51220.10 0.00| (51.220.10) 0.00]  (51,220.10)
601866 - SupStaffSal-Stu Asst 0.00 0.00| (7,540.00) 0.00 (7,540.00)
wiBnf
603001 - Ben-OASDI 17,046.07 0.00 000, 100% 0.00 0.00
A0 Ben.Nental Ingucans 7 161 Q0 nnn n.on 400! n.nn nonn S

Department Report - All Departments in One Report
e Use Manage My Budget>Organization Tab>5 Column Report
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Select Fund —SB001 Select OK

e Select Dept—range of C09 for all depts. In the 900 series Select OK

e Select GO to run report

e Set up report Show Columns

e 1)Fund 2)Dept 3)Class 4)Acct Cat 5) Acct Descr SELECT GO to SAVE and re-run with changes.

e Report View--Select Standard with pre-Enc (report will automatically re-run)

e Scroll down to see all Depts in this report. Note there is no DeptID selection box.

e Download to Excel and Save or Print. See Sample 2.

Oracle Bl Interactive Dashboards - Mozilla Firefo
File Edit View History Bookmarks Tools Help

o

72 (_RSEEEE nitps:/ferdwspre.calstate.edu/analytics/saw.dIi?Dashboard8l_scid=qWX8LTPCT

¥7 «| [@~ Secure Seorch

) Most Visited |_| Getting Started 5, Latest Headlines

| | Oracle Bl Interactive Dashboards | =+ |

gy Duugc

5

Page Options ~ | |

Report Filters
A
Fiscal Year Period (as of)
5 -
Account Program Project Class
SB001 - TF-GE| [ =]
Dept Level 1 Dept Level 2 Dept Level 3 Dept Level 4 Dept Level 5
0900 - NS D] [ .| [Ge
Translate Period to Month
Revenue and Expense Summary by Organization (5 Columns)
A
Business Unit = CSU San Bernardino, Fiscal Year = 2010, YT0 Period = 5
Time run: 1111872010 12:28:45 Al
Show Column 1: Fund Fdescr ~ Column2: Dept Fdescr + Column3: Class Fdescr ~ Column & Acct Cat Fdeser ~ Column 5 Acct Fdescr -
Select Report View: Standard with Pre-Enc -
MTD MTD Rev PY Actuals  ¥TD Tot Tot BEA
Fund Fdescr Dept Fdescr Class Fdescr Acct CatFdescr  Acct Fdescr Actuals Enc Budget  (Period0) Actuals  Actuals  TotEnc BBA % Used Pre-Enc  wiPre-Enc
SBOD1 - 0900 - CNS === 801 - Regular Salaries 601033 - AcadSak-Part
TF-GENERAL FUND | Dean-Acad. Instruction and Wages Time Faculty-Ay 0 b L i e i
SUPPORT 601302 -
e 320000 3,200.00 000, (3,200.00) 0.00  (3,200.00)
EUEEeEEE T 627526 627526 000 (6.275.26) 000 (6275.26)
Student Assistant il
Done 1 [(mcafeesiaadvisor| ~

Last Revised: 03/15/11
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PO Information

You can drill down to current year PO activity within a report by clicking the link in the Enc column or run a report
for that specific chartfield string.

Drilldown to PO (Enc) or Req (Pre-Enc) data within a report

Within a given report, if there is an encumbrance column, you can drill down on the amount showing on the report
to see current year transactions. Download this information to Excel for analysis.

Sample: Dept Report --4 col --summarized

--per 3-2010 SBO001 - C0910 - 660003

NOTE: detail activity will only be for the year you are running the report.

You will need to download to Excel to sort by PO and subtotal

"l Column 4: | Acct Fdescr vl

e 55T e e s | M5 e DL LRSS Lats... A ‘
Fiscal Year Period (asof) Fund Department
010 v| (3 |w [ =] [ =] [eo
Translate Period to Month
and Expense y by Department, Fund, and Account (4 Columns)
Business Unit = C5U San Bernardino, Fiscal ear = 2010, YTD Period = 3
Time run: 12/2/2010 12:17:53 PM
Show Column 4: | Fund Fdescr * | column 2 | Class Fdescr hd | Column 3: | Acct Cat Fdescr
Select Report \.’\ew:l Summarized v ‘
Dept Fdescr | C0910 - CNS - Biology v ‘
Rev
Fund Fdescr Class Fdescr Acct Cat Fdescr Acct Fdescr Budget
SB001 - TF-GENERAL FUND  --- 801 - Regular Salaries and 801101 - AcadSal-Department
SUPPORT Wages Chair
601303 - SupStaffSal-Student
B18U6L - EQUIP-INSLT
619 - Equipment Group Total
B850 - Misc. Operating 619091 - Supplies&Srvcs-General
E1eE ) 630005 - ExpOthr-Fac Recr-
Campus Intr
650003 - Supplies&Srvcs-General 3,902.20
650803 - Postage-Postage &
Freight
860816 - Duplicating
660822 - OthrOpr-End OF Y 243 026.93
Carryover
660 - Misc. Operating Expenses Total 246,929.13
---Total 379,104.00
11110 - FERRARIL JAMES 660 - Mizc. Operatina 618091 - SupoliezdSrvcs-General

Last Revised: 03/15/11

Tot
Actuals  TotEnc BBA

19,344.65 0.00| (19,344.868)

4,958.50 0.00] (4,958.50)

0.00
0.00
0.00

0.00
(7,523.85)

(97.96)

575584 0.00| (5,755.84)
0.00 0.00| 243,026.93

9,745.22 7,634.67 229,649.28
475,959.35 7,634.63 (104,389.98)
0nn 0 oo non

%
Used

293%

>
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Drilldown results

Doc ID is PO # click on Doc ID column heading to sort results by PO#

ORACLE" Interactive Dashboards Manage My Budget  Operations ~ Sponsored Programs

Manage My Budget Welcome, sbuser10!  Dashboards — Wy Account - Log Out

Dept Fdescr is equal to C0910 - CNS - Biology
and Fiscal Year is egual to 2010
and Acct Cat Fdescr is equal to 660 - Misc. Operating Expenses
and Acct Fdescr is equal to 660003 - Supplies& Srves-General
and Fund Fdescr is equal to SB001 - TF-GENERAL FUND SUPPORT
and Class Fdescris equalto - - -
and Period Abbr is between 0 and 3
and Bus Unit Fdescr is equal to SBCMP - CSU San Bernardino
and Acct Type Fdescr is equal to 50 - Revenues, 60 - Expenditures

Drill Down: YTD Encumbrance

Doc
Doc Dst PO
Doc Ln Doc|ln |Docln Fiscal | Period| Acct|Jrnl Fund Dept Prog Class | Proj PO | Due
GL BU | Doc Src Doc 1D Date | # Sch|# Descr Year |Abbr |Date | Src | Acct Fdescr Fdescr |Fdescr Fdescr |Fdescr|Fdescr Enc Amt | Ref| Date  Vend:
SBO0 -
ENC - 0101 - 00000°
CFl Super 880003 - TF- C0910 - "
saemp EMCUMEranCe poonoosage 2010 4 4 4 plan Flour 2010 42010 o pples8Srves- GENERAL NS Coenerdl ppg . 2010- - MNikon
Activity from 05-18 07-13 " Academic 08-08 Instrum
aFO ELWD 40XC General FUND Biology Instruction Inc
SUPPORT
SBO0 -
ENC - . 0101 -
Repair for 660003 - TF- C0910 - 00000(
sBemp ENCUMRraNce gopngomgse 2010- 1 walkin 2010 2200 5 pplessSrves- GEMERAL cns-  Comerdl 100000 2210 e
Activity from 08-04 . 09-30 . Academic 08-25
aFO incubator | General FUND Biology Instruction ACR, Ir
SUPPORT
SBO01 -
ENC - ) 0101 -
Repair for B80003 - TF- Cc0810 - 00000(
sBCMp ENSUMEraNCE gopngomgse 2010- 1 walkin 2010 3200 sipplesaSrvs GENERAL CNs - ooneral 000~ 210 e
Activity from 08-04 . 09-30 5 Academic 08-25
aFO incubator | General FUND Biclogy Instruction ACR, Ir
SUPPORT
w
conn b
< | 2
jFi| o Trusted stes Ho100% T
Download to PDF and Print or Save
P | EINIIPS! | BrOWSPre  CAISTATE. BOU)ANAIVICS IS, QIatis. . | | T | R ) B [T3 AT T RgE luun T
.| 14
~
Zacs Pmuc v aged 1o 2 - CHA - Bickogry
Az O Fsser s bs 860 - Mhse. Oparsding Daseraa s
S o S
[ e ——
Faemarin el @ 50 - Rewwras, 00 - Baper
ol Dow: ¥TD Encumsiance
AL Dec Gee D ID DscDus  Doc Doc Doc Dacln Descr Pace Perisd AcctDas Jmi Acc Fdwcr FengFoemcr Cwpt  Prag Clws Mol Eschee PO PODus  Wesdsr il Waschwr  Woachar Voscher s §
Ln Bh D e - Famce Fdoiee | Finacr Pdmor Ret e o L Datin
ity r
H
smowr e ooz woma 1 | 0 Cisgere @0 | mea - mew. R TR — am - - o am
Toireans Fex Sippeliactarey TTNDAAL CCHD . Cavn
Astety b A1 FaHD Ve Aadn
¥ Eirror s
scuP mo.  mocmawmeaia 1 1 1 MepeEwk | 30 3jmomal s e emmo ma. o | imam- - o am
- e Sopiatsereseraal T Ao -
Azmary b FHD Nany At ACE, ez
Ve arror e
SECMP THC - WEIIEE HNWE 1 1 1 Rperkrml SO 3 EIeRN - SN SBOCS - L0 oN - ) AW - e CHEME - - [ a6 -
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Download to Excel to manipulate and subtotal at each PO (Doc ID)

EZ Microsoft Excel - DW Basic Sample 6 Enc drilldown fo detail Excel formatted.xls

See sample #6

E_l] File Edit View Insett Format  Tools Data  o¥isionDrill  Window  Help Type aguestion forhelp = o @ X
0 = ; <. _— Al Z L .0 .
DS EHROSRIVE| LB S0 -8 = -2 E] G o - |2 b 5% H-S-A- B
BN [t Pt 2 I B N | [ [ | ¥# Reply with Changes... End Review,.. !
N12 - A& Fund Fdescr
1BE A B o D E F|G] H [ Ta]l ok ] 2] I o] -
1a
11 |Drill Down: YTD Encumbrance
£ = = = .
- o o= 5 _ 'g = 2 - ﬁ
2 & e E |58|3 3 Iﬁ = 2 2 & E 2 g
z : H FEREIN IR 2 i 2 ¥ |E % 3 i
= = =2 a g = a 3 = £ z
12 a = < I a
N 660003 - 58001 - TF-
EMC - Encumbrance CFI Super Plan Flour Supplies&Srvcs- [GENERAL FUMND  |C0910 - CNS - (0101 - Genn
13 |SBCMP [activity from a PO 25495 SHa2010 | 1 1 1 [ELWD 40XC 2010 1|7Az2010 |- General SUPPORT Biolagy Instruction
BE0003 - =B001 - TF-
“iCH - AP Voucher CFI Super Plan Flour Supplies&Srvcs- [GENERAL FUND  (CO910 - CNS - (0101 - Gern
14 |SBCMP [accounting 28495 SMEL2010 1 1 1 |ELWD 402 2010 17132010 |- General SUPPORT Biology Irestruction
15 28495 Total
BE0003 - SB001 - TF-
WCH - AP Voucher GREENHOLUZE - Water Suppligs&srvcs- (GEMERAL FUND  (CO910 - CNS - (0101 - Genn
16 |SBCMP [Accounting 25709 BA 42010 1 1 1 |Filter Syst 2010 2[11M2010 |- General SUPPORT Biolocyy Instruction
BE0003 - =B001 - TF-
CH - AP Voucher GREEMHOUSE - Water Supplies&Srvcs- [GENERAL FUMND | C0910 - CNS - (0101 - Genn
17 |SBCMP [accounting 26709 B4 452010 1 1 1 |Fitter Syst 2010 2|11H2010 |- General SUPPORT Biology Iretruction
BEO003 - SB001 - TF-
*CH - AP Voucher GREENHOUSE - Water SuppliesfSrves- (GEMNERAL FUND  |CO910 - CNS - 0101 - Gern
18 |SBCMP [accounting 28709 B4 452010 1 1 1 |Fitter Syst 2010 3112010 |- General SUPPORT Biology Irestruction
19 28709 Total
BE0003 - =B001 - TF-
ENC - Encumbrance Fepair for walk in SuppliesaSrvcs- (GENERAL FUND  |CO9M0 - CNS - 0101 - Gern
20 [SBCMP |Activity from & PO 28355 84412010 1 1 1 [incubatar | 2010| 2[s530/2010 |- General SUPPORT Biology Instruction
BE0003 - =B001 - TF-
EMC - Encumbrance Repair for walk in Supplies&Srvcs- [GEMERAL FUMND  |C0910 - CNS - (0101 - Genn
21 [SBCMP |Activity from a PO 28355 84412010 1 1 1 [incubstar | 2010|  3[9s0/2010 |- General SUPPORT Biolocyy Instruction
BEO003 - SB001 - TF-
CH - AP Voucher Repair for walk in Supplies&Srvcs- [GENERAL FUMND  |C0910 - CNS - (0101 - Genn
22 |sBCMP |Accounting 28835 Gi4/2010 11 1 1 lincubstar | 20100 3[8f30:2010 General SUPFORT Bioloyy Instruction %
M4 r M \DrilI_ann_'n‘ID_Entumbrante 1 < ¥
I Ready UM

There are many columns so delete the ones that are blank or that you don’t use to save room.

The drill down does not have per 0 (at this point) so it will only show the activity for current year. Refer to Sample
6 (this sample has been sorted by Doc ID and subtotaled )
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Open PO Report

To see open PO/Req information for any chartfield use the Open PO or Open Req reports in Manage My Budget
Dashboard.

Navigation: Manage My Budget > Open PO tab. (or Open Req, not shown)

1. Select the same period as your Dept report.

2. Select the Fund, Dept, Prog, Class and Account that you want to drill to. Be specific. Include all
applicable chartfields. Choose same fields as your Dept Report to match totals.

3. This report has 6 column selectors so you can display the data the way you want.

4. Select 1-Fund, 2-Dept, 3-Class, 4-Acct, 5-Doc Ln Descr, 6-Vendor Fdescr Click GO

5. Notice the PO# column between the 4™ and 5™ columns that you can select.

6. This report takes a long time to run in Training. (5 min +)

This summary result should match the balance from the Dept report.

You can drill down on the PO # link to see PO detail.

= B T T P T T p

3 0w -~
Account Project Program Class

| = | = | [ j I I

Department Dept Level 1 Dept Level 2 Dept Level 3 Dept Level 4 Dept Level 5

| = | = | Id | I=] | I |

Translate Period to Month

2010 v

Fund

] o]

Open Purchase Orders (Column Selectors)

»

Business_Unit = SBCMP - C5U San Bernardino, Fiscal Year (as of) = 2010, Period (as of) = 3
Time run: 12/10/2010 12:27:46 PM

‘Grand Total

,’ Trusted sites

Show Column Column Column Column Column Column
1: | Dept Foeser - 2. | Prog Faeser v|  3:|cessFaeser  v| 4 [AcctFoeser v|  s[Docinpeser w|  g[vendorFdeser v Ga
Class Open PO
Dept Fdescr Prog Fdescr Fdescr Acct Fdescr PO# Doc Ln Descr Vendor Fdescr Amt
CO0910 - CNS - 0101 - General Academic --- 660003 - Supplies&Srvcs- 0000028709 Exchange, DI, Mix Bed, 3.6 0000017544 - GE Mobile Water, Inc 28487
DY) R Deses GREENHOUSE - Water Fiter | 0000017544 - GE Mobile Water, Inc -
Syst :
0000029272 | S/N 85034408, ID #9554 0000000003 - Advanced Copy Systems 453.00
Mainten )
0000029282 Service & repair compound 0000004318 - West Coast Microscope 2767.08
scop Service ' :
- S - 0 i
Service & repair dissecting 0000.004315 West Coast Microscope 1,022.42
sc Service
00000258318 Service & repair of 0000018264 - American Bio Medical
1,500.00
Autoclave Service Corp '
00002689984 GREENHOUSE - Water Fitter | 0000017544 - GE Mobile Water, Inc 5123
Syst =
- - - Total 7,534.63
0101 - General Academic Instruction Total 7,634.63
0910 - CNS - Biology Total 7,534.63

7,534.63
H 100%

(see Sample 7)
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Open PO Summary Report (link)

To view open POs in various ways, click on the Open PO Summary link (located below the report results or click
when Open PO tab is selected) to run the report. Reports in this link can’t be saved at this time.

Open Purchase Orders (Column Selectors)

Businezsz_Unit = SBCMP - C5U San Bernardino, Fizcal Year (as of) = 2010, Period (az of) =3
Time run: 1202010 12:07:08 PM

Show Column Column Column Column

Column

Column

B

4: | Dept Faescr v 3. | Lvi 2 Fdescr v| 3|3 Foeser v|  g|Lvi4Fdeser

]

5 | Doc Ln

]

& | Docln

v =

Dept Fdescr Lvl 2 Fdescr Lvl 3 Fdeser Lvl 4 Fdescr PO#
C0910 - CNS - Biology --- --- --- 0000028709

0000025272
0000025282

0000029318
0000269984
---Total
---Total
C0940 - CHS - Biology Total

Refresh - Print - Download

Additional Report Layouts

PO Ln# PO Ln# Open PO Amt

1

2
1
1
2
1
1

1

2
1
1
2
1
1

Grand Total

461.07
264 87
453.00

3,767.04

1,022.42

1,500.00

51.23

7,534.63

7,534.63

7,534.63

7,634.63

>

1 Open PO Summary
—

Then select the Report view you like best. Reports can be viewed by various Funds if multiple funds were
selected in the Report Filters section and the Open PO by Fund Report view is selected(shown below).

Total should match total on other reports such as the Dept or Organization report for this Dept.

This format can’t be saved as a page option at this time.
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Open PO Summary

ORACLE" Interactive Dashboards

X [ @Peoplesaft & session expired [ 1

& B s~ |-k page - {0 Tools -

Manage My Budget

Operations

Sponsored Programs

Manage My Budget

Business_Unit = SBCMP - CSU San Bernardino, Fiscal Year (as of) = 2010, Period (as of) =3

Time run: 1210/2010 12:40:15 PM

Select Report View: | Open PO By Fund

Welcome, sbuser10!

Fund | SB001 - TF-GENERAL FUND SUPPORT |

Dashboards -- My Account - Log Out

PO Line Open PO
PO# # Document Line Descr Vendor Sdescr Account Program Project Class Dept Amt
0000028709 1 GREENHOUSE - Water Fitter GE MOBILE-D01 | 650003 - Supplies&Srvcs- 0101 - General Academic --- --- CO910-CNS-
461.07
Syst General Instruction Biology
2 Exchange, DI, Mix Bed, 3.6 GE MOBILE-001 | 660003 - Supplies&Srves- 0101 - General Academic --- --- |CO910-CNS-
- - 264 87
General Instruction Biology
0000028709 Total 725.94
0000029272 1 S/N 85034408, ID #3594 ADVANCED C- | 660003 - Supplies&Srves- 0101 - General Academic --- --- |CO910-CNS-
- - - 468.00
Mainten 001 General Instruction Biology
0000029272 Total 468.00
0000029282 1 Service & repair compound WEST COAST- 650003 - Supplies&Srves- 0101 - General Academic --- ---  CD910-CNS-
- - 3,767.04
sCOp 003 General Instruction Biology
2 Service & repair dissecting sc WEST COAST- 660003 - Supplies&Srves- 0101 - General Academic - --- CO910-CNS -
- - 1,022.42
003 General Instruction Biology
Total 4,789.46
0000029318 1 Service & repair of Autoclave AMER BIO M-001 660003 - Supplies&Srvcs- 0101 - General Academic - --- CO910-CNS - 150000
General Instruction Biology !
0000029318 Total 1,500.00
0000269884 1 GREENHOUSE - Water Fitter GE MOBILE-001 | 660003 - Supplies&Srvecs- 0101 - General Academic - --- |CO910-CNS- 5133
Syst General Instruction Biology
000026998A Total 51.23
o
Return - Refresh - Print - Download - Create Bookmark Link
" Trusted sites Ho100% -
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5.0 Main Menu (FINANCE-PRODUCTION)

ORACLE
Venu &

Search: Main Menu =

] @ Reporting Tools

Add to Favorites

I My Favorites

> Supplier Contracts Run, create, and manage queries and nVision reports.

[ Vendars = Report Manager ﬁ Query ﬁ P SinVision

[> Purchasing Review report list. Extract information using visual Design and create MS Excel spreadsheet
[ eProcurement representations of your PS database reports on PeopleSoft data

[» Accounts Payable [E Query Viewer = Define Report Book

[> Asset Management =l Schedule Query

[ Commitment Conirol
[» General Ledger
[+ Set Up Financials/Supply
Chain
~ Reporting Tools
> Query
[» P8/nVision
— Report Manager
[ C8U Custom
Rpts/interfaces
[- PeopleTools
— Return to MyCovate
— RinMC-PRJ
— Chanae My Password
— My Personalizations
— My System Profile

From here you can:
Run Queries
(Query course available)
(Department Reporting course also recommended)
Run General Ledger activity
(Trust Fund Reporting course available)
Enter Requisitions

(Requisition course available)
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Additional Training

/\ CSUSE HOME | MAP & DIRECTIONS | CONTACTCSUSE | DIRECTORY | INDEX

CALIFORNIA STATE UNIVERSITY | [ Ssearchcsuss ]
SAN BERNARDINO

REGISTER FOR TRAINING ==

OMMON MANAGEMENT

CMS Home Welcome
The Commeon Management System {CMS) project began in 1998 with the structuring of the organization.

People Soft was selected to provide an integrated software solution. By early 1999 a preliminary project
plan was completed based on a sequential implementation of the Human Resource software first,
Project Update followed by Finance and finally Student Administration.

Team Members

Executive Council

The mission of the CS5U's administrative functions is to provide efficient, effective, high quality service to

_ students, faculty, and staff. This mission will be accomplished in part through the achievement of the
"target administrative environment” by the year 2008.

Forums

CSUSB is an active participant in these endeavors, currently in production with Finance 8.4 and HCM 8.9,
VWe are on schedule to convert to People Soft's Student Administration modules for Fall Registration
2007.

Quick Links

Access MyCoyote

How to Faculty Center Activation Information - Instructors/PAVWS Advising
EIAS Activate My Account Tutorial
Contact List

User Guides MyCoyote Faculty Self-Service Tutorials

MyCoyote eHelp

Training 101 & FAQs Prepare for ...

Register for Training
Info. Security Requirements

View the Monthly Training calendar at the CMS website
https://info001.csusb.edu/cms/req/courseview.ph

>Training>Register for Training
https://info001.csusb.edu/cms/req/courseview.ph
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